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UWP CAMPUS TECHNOLOGY SERVICES

EMAIL DISTRIBUTION LIST REQUEST

FORM INSTRUCTIONS


To submit an Email Distribution List Request to the Campus Technology Services group for processing, you need to complete the UWP Project Request Form located on the CTS Department Web Page under the forms link, and email it to campus.technology@uwp.edu.
Required Information includes the following:
Name of Requestor:  Provide the name of the person requesting the list.
Department:  Provide the name of the department the request is for. 
Phone number:  Provide requester’s campus phone number.

UWP Email Address: Provide requester’s UWP email address.
Date Submitted:  Enter the current date.

List Owner’s Name: Please provide the name of the person who “owns” this list.
Department: Please provide the name of the department the List Owner works in.

Phone number:  Provide List Owner’s campus phone number.

UWP Email Address: Provide List Owner’s UWP email address.

Due Date:  Enter the date that the List Generation Request must be completed by.

Email Distribution List Description
New List Creation Request/Change to Existing List Request/Existing List Name: Please check the appropriate box.
Existing List Name:  If you are requesting a change to an existing Email Distribution List please provide the system generated name of the List you want changed. This should have been communicated back to you when your original list creation request was processed.

New Lists/Change brief description: Provide a brief description of the Distribution List purpose and members’ common characteristics.  For changes to existing lists, please describe the nature of the change and indicate the revised selection criteria in the space provided. 
Descriptive List Name: Provide a brief descriptive name that you would like to have displayed in the Email Distribution List Address Book in addition to the standard system generated list name. 
Student Email Distribution List selection Criteria – Department and/or Major:  
Department/Major(s): Please list all that apply, and check the appropriate box(es) if needed.  Only one list request can be submitted per form, so all criteria you provide will be incorporated in the selection of valid students to be included in your list. For more information on the student criteria, please go to this link Concentration or Major.
Student Email Distribution List selection Criteria – Groups, Clubs & Organizations:  

Group, Club or Organization: Please list the desired Student Group, Club or Organization description as entered in the Student Administration System for the specific Student Group you want an email distribution list created for. Only one list request can be submitted per form, so all criteria you provide will be incorporated in the selection of valid students to be included in your list. Please indicate the Additional Selection Criteria Default, if necessary. For more information on the student clubs and organizations criteria, please go to this link Student Groups.
Advisors Email Distribution List selection Criteria:
Advisor Information: Please supply Advisor’s EMPLID and Advisor’s Name.
Faculty & Staff Email Distribution List selection Criteria:
Title Codes/Department Codes/Appointment Codes: Please list all that apply, and check the appropriate box(es). Only one list request can be submitted per form, so all criteria you provide will be incorporated in the selection of valid staff to be included in your list. For more information on the title codes/departments/job titles criteria, please go to one of these links: Title Codes, Department Codes, or Appointment Codes.
Email Distribution List Refresh Frequency:  

Refresh Frequency: Please specify how often you will need this Distribution List refreshed to maintain its accuracy. The default, Refresh Frequency for regenerating the Email Id’s of the members to be included in you list from our Student Administration System data will be nightly.  Since this process will utilize substantial computer, network and storage resources please be sure to only request refresh as often as is practically needed to keep current and accurate.
Email Distribution List Security:  

Specify Security Option:  Please specify which Security level you would like for your list. “Public” means All UW Parkside Employees. “Members Allowed” means All UW Parkside Employees and the Members of the List.
FERPA Compliance: Please indicate your acceptance of responsibility to utilize these lists appropriately in compliance with FERPA Rules by checking the appropriate box.  List requests will not be processed if this acceptance is not indicated.
Note: All UWP staff requesting access to information containing Student Record data are responsible for compliance with FERPA Regulations. Please read the following important information from the UWP Registrar’s Office on your responsible handling of this information.


I understand that I have access to student records which contain individually identifiable information, the disclosure of which is prohibited by the Family Educational Rights and Privacy Act (FERPA). I understand that the disclosure of this information to any unauthorized person could subject me to criminal and civil penalties imposed by law and could be cause for disciplinary action including termination of my employment. I understand that each time I use one of these reports I accept full responsibility for complying with these regulations.
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