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NEW YORK CITY SCHOOL LIBRARIAN INFORMATION SHARING TOOL (NYCSLIST)
http://netpals.lsoft.com/archives/nycslist.html
NYCSLIST is an electronic list intended to link all NYC School Library Personnel and create a common forum for the exchange of thoughts, skills, and ideas.  The focus of the list is on issues, concerns, and celebrations of school library media personnel throughout the New York City School Library System.  
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· To subscribe to NYCSLIST, register through the webpage at http://netpals.lsoft.com/archives/nycslist.html.  
1. Click on “Join or Leave NYCSLIST.” 
2. Enter your full name, NYC DOE e-mail address and click on submit.  
3. You will receive a confirmation in the e-mail account you registered with.  Click on the link in the e-mail to confirm registration. 
4. From the “Join or Leave the NYCLIST List” page, users can also update personal settings including subscription type (regular, digest, or index form), mail header style (listserv-style, with list name in subject is preferred), acknowledgments, and disable mail delivery. 
· Once registered, messages can be posted to the list by sending e-mail to NYCSLIST@NETPALS.LSOFT.COM or by posting a message via the Web page at http://netpals.lsoft.com/archives/nycslist.html…just click on “Post New Message.”
· Creating a password for NYCSLIST 
1. To manage your personal settings and search the archives, users need to create a password at http://netpals.lsoft.com/archives/nycslist.html. Click on “Get a New LISTSERV Password.”  
2. Enter the e-mail address you registered for NYCSLIST with and create a password.  
3. You will receive a confirmation in your e-mail account.  Click on the link in the e-mail to confirm your new password.  
4. After you confirm your new password, return to the NYCSLIST Web page at http://netpals.lsoft.com/archives/nycslist.html and log in.  Enter your email address and password and click on “Log In.”
· All postings to the list are archived and can be searched.
1. To search the archives, click on “Search Archives” from the NYCSLIST webpage at http://netpals.lsoft.com/archives/nycslist.html.

2. You will be prompted to enter your password and e-mail account.  Enter your email address and password and click on “Log In.”
3. To search the archives by month, click on the month listed.
4. To search the archives by subject or author, click on “Search Archives” and type in a keyword in the “Search for String” box. The search can be narrowed by including the author’s email address and can specify a date and/or time of the posting.  Results also can be sorted in a variety of ways.  

NYCSLIST ETIQUETTE

1) Please remember NYCSLIST is a professional list and all postings are archived. To make the list user-friendly, please post using detailed topic subject lines and the pertinent school level: 

· E for Elementary
· MS for Middle School
· HS for High School

· ALL for all school library personnel
Examples of sample subject lines:

Subject: E: Flexible Schedules and Collaborative Planning with Teachers

Subject: MS: Books for Reluctant Readers in 7th Grade


Subject: HS: Electronic Databases Appropriate for a 10th Grade Global History Unit 

Subject: ALL: Automating a School Library: Wisdom to Share
2) If you would like to respond to a posting that everyone on NYCSLIST will see, click on “REPLY.”  REPLY will send your response to everyone on NYCSLIST.  If you are responding to just the individual who posted, please click on “FORWARD” and re-route the e-mail to the person’s e-mail.
If you have any questions, comments, or concerns, please contact Melissa Jacobs-Israel, Coordinator, NYC School Library System, at mjacobs7@schools.nyc.gov or libraries@schools.nyc.gov. 
