Instructions to create e-groups for DRD Calo
Version 22/2/24



I@ DRD Calo e-mail lists - Introduction DRD Calo

* In the Proposal Team we have agreed that the general e-mail list will be organised in a tree structure

* On the general list there will be no individuals but only e-groups
* e.g. drdcalo-orsay, drdcalo-cern, drdcalo-bnl, ...
* The groups will be managed (by default) by the group leaders (=owner of e-group)
* Have confirmed that an e-group will not die when e.g. a group leaders retires or leaves or if the CERN
account expires

* In the following pages you will find instruction on how to create your e-group and what to take care
about
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I@:A Creating your e-group DRD Calo

* 15 option
* Send a mail with the mail addresses of your group members to either of or all of
roman.poeschl@ijclab.in2p3.fr, gabriella.gaudio@pv.infn.it, roberto-ferrari@pv.infn.it
* We will create the list for you with the group-leader as owner
* Price: abeer

« 2" option
* Go to https://e-groups.cern.ch/e-groups/EgroupsSearchForm.do

* -> Click on “Create new static group”
* Name 'drdcalo-<your institute name>' e.g. drdcalo-cern
* Description e.g. 'DRD Calo group of ...
* Click on “Insert”
* After insertion you will see windows that look like on the following pages
* Most important are Settings, Owner, Admin & Privileges, E-Mail Properties
* Members is the menu to add members
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A E-group - Settings DRD Calo

E-group: drdcalo-yourgroup (Static)

Settings | Owner, Admin & Privileges || Members || Email Addresses || Email Properties || Blacklist || Audit Information
Name: | drdcalo-yourgroup |
e-mail aliases: | || Add |
Topic: | Detector RD v| New Topic: || Add |
Usage: | Security/Mailing v |
Description: |DRD Calo group of ... |
Status: | Active v | Status Since: 2024-02-22
E:E:atmn Not defined Prolong until (dd-mm-yyyy): | || Prolong
Comments:

g

Sync state: Pending (pending since: 2024-02-22 15:19:01; last sync: 2024-02-22 15:15:58).

Please note that the synchronisation from Active Directory to Exchange Online or the Application Portal might take a bit longer.

Self-Subscription Policy:

@® Closed
) Open [Jwith owner/admin approval
(_) CERN Users [Jwith owner/admin approval

(O Other e-group Members

| | Q [Jwith owner/admin approval

Membership visibility in e-
groups: P vy ) Open () CERN Users
) e-group Members ® e-group Owner/Admins

The e-group memberships will be shared with other applications that may nof provide
the same level of confidentiality

| Update || Delete || Manage group membership || Block |

Make sure to have the same settings as here (i.e. Click on Expiration date “Remove”)
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A E-group — Owner, Admin and Privileges DRD Calo

+ Create new dynamic group | Show groups for one member | Manage groups for one member
E-group: drdcalo-yourgroup (Static)

\ Settings H Owner, Admin & Privileges H Members H Email Addresses H Email Properties H Blacklist H Audit Information |

& i e il Change E-group owner
Name: Roman POESCHL
Person id: 663524 Person id Q
Email: roman.poeschl@ijclab.in2p3.fr Change \ﬂ/
State: Valid

Q Administrator e-group Change e-group Administrator

No admin e-group is set
Admin e-group Name:

|
Change || Clear

1Q

@ E-groups with privileges Add e-group with privilege

No special e-groups are defined o

Admin v

E-group Name:
[drdcalo-admins | Q

* By default the one who has created the e-group is the owner
* May not work if you don't have a CERN Account (i.e. You are not a CERN user)

* In this case make Roman POESCHL the owner (or simply choose Option 1 above)
* (Recommended) option

* Type in the lowest field 'drdcalo-admins' and click on Dalﬁjlg This ens%%st Bruicy
the 'drdcalo-admins' e-group can edit your e-group (see drdca% admins in B Eup) 5



A E-group — e-mail properties DRD Calo

E-group: drdcalo-yourgroup (Static)

‘ Settings ‘ Owner, Admin & Privileges H Members H Email Addresses H Email Properties H Blacklist H Audit Information

Mail Posting Restrictions
() Everyone (SPAM!)
@® Only from:
Owner/Admins of the e-group
The e-group members

Others:
Type: Q -
Name Type
X drdcalo-general e-group

(] Restrict to authenticated senders (no SPAM!)

In addition to the posting restrictions above, only accept mails sent from a
CERN mailbox (Outlook, Thunderbird etc.), and automatic messages from CERN services.
Messages coming from the Internet will be refused.

Max. size of e-mails MB

Who will be notified in case of mail delivery problems?
@® Mail Sender (default)
) E-group Owner
) No Notification

Mail Archive Properties
None

() Disabled

@® Enabled Go to archive

°%‘ke sure that under “Only from” “the e-group members” and “Others” are ticked
* Under “Others” select “e-group” in the menu “Type” and click on the blue magnifiying glass
* Type drdcalo-general in search and click “Search”
e “drdcalo-general” will appear as search result => click on search result and “drdcalo-general” will appear under “Others™ as in the screenshot
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A Drdcalo e-group — Shining examples ... DRD Calo

E-group: drdcalo-general (Static)

| settings || owner, Admin & Privileges || Members || Email Addresses || Email Properties || Blacklist || Audit Information
| || Filter members | | Add member || 1mport || Show all members
pe:
E-group Members m::
Goto Page Size:|100 || Apply || Delete Members || Edit Comments | e e i e Tremtmea ]
L e Type Login Email Comments | |
O drdcalo-bnl e-group Comments:
0 drdcalo-cern e-group | |
O drdcalo-ific e-group | Add new member |
] drdcalo-pavia e-group
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Backup



A E-group — drdcalo-admins DRD Calo

Status of 22/2/24

E-group: drdcalo-admins (Static)
| Settings |

Owner, Admin & Privileges || Members || Email Addresses || Email Properties H Blacklist || Audit Information

| || Filter members | | Add member || 1mport || Show all members

pe:

Person bl
Remove me | Export members

E-group Members |:n: |
Goto | 1-3 v| Page Size: 100 || Apply || Delete Members || Edit Comments | Name:(e-mail or user name)
[] Mame Type Login Email Comments | | Q
[l FERRARI, Roberto (EP-UAT) Person FERRARIR Roberto. Ferrari@cern.ch Comments:
] GAUDIO, Gabriella (EP-UAT) Person GAUDIO Gabriella.Gaudio@cern.ch |
O POESCHL, Roman (EP-UOP) Person POESCHL roman.poeschl@ijclab.in2p3.fr | Add new member |
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