
EMMA	Access	Policy	 	
	
Although	the	University	desires	wide	access	to	the	campus	communication	network,	EMMA,	a	small	set	
of	limiting	parameters	need	to	guide	this	access	in	order	to	make	the	system	efficient	and	effective.		Key	
offices	across	campus	will	have	access	to	the	Valparaiso	University	Primary	Account	and	have	the	ability	
to	email	all	faculty,	staff,	and	students.	Most	users	of	EMMA	will	have	custom	accounts	in	which	the	
user	builds	their	own	contact	list.			

1. The	Valparaiso	University	Primary	Account	is	used	to	send	communications	to	all	faculty,	all	
staff,	and/or	all	students.	Access	to	the	Primary	Account	will	be	limited	to	administrative	staff	in	
Human	Resources,	Information	Technology,	Integrated	Marketing	and	Communication,	the	
Provost’s	Office,	Registrar’s	Office,	Student	Affairs,	and	University	Events.	

a. Communications	intended	for	all	faculty,	all	staff,	and/or	all	students	must	be	sent	by	an	
office	with	access	to	the	Primary	Account.		Individuals	wishing	to	send	such	emails	
should	send	their	content	for	approval	and	distribution	to	the	appropriate	office	to	the	
appropriate	account	administrator.	

i. Academic	units	send	material	to	the	Administrative	Assistant	for	Faculty	Affairs	
in	the	Provost	Office.	

ii. Student	affairs	units	and	student	organizations	send	material	to	the	Executive	
Assistant	to	the	Vice-President	for	Student	Affairs.	

iii. Staff	members	and	administrative	offices	send	material	to	the	Human	Resources	
Generalist.	

iv. Information	Technology,	Integrated	Marketing	and	Communication,	the	
Registrar’s	Office,	and	University	Events	will	only	distribute	emails	originating	in	
their	units.	

b. All	mailings	from	within	the	Primary	Account	must	be	added	to	the	Emma	
Communications	calendar	maintained	by	Integrated	Marketing	and	Communications.	
Please	include	the	audience,	subject	of	the	mailing,	and	preferred	date/time	to	be	
scheduled.	Users	should	self-monitor	the	frequency	of	mailings	being	sent	to	various	
audiences	from	the	Primary	Account.	

c. All	mailings	within	the	Primary	Account	must	utilize	one	of	the	provided	contact	lists.	If	a	
custom	contact	list	is	required,	a	separate	custom	account	is	needed.	

d. All	mailings	within	the	Account	must	utilize	University-approved	templates.	If	a	custom	
template	is	required,	please	submit	a	request	to	webmaster@valpo.edu.	

e. All	mailings	within	the	Account	must	utilize	University-approved	colors	for	all	
customizable	layout	elements	within	the	email.	

f. All	mailings	within	the	Primary	Account	must	adhere	to	the	following	naming	
convention:	“Audience	–	Email	Subject”		Example:	Faculty,	Staff	–	Academic	Overture		

2. Custom	accounts	are	used	to	send	communications	to	specified	groups	of	individuals	and	may	
be	requested	by	any	department	on	campus.	

a. All	custom	account	requests	must	include:	account	name,	administrator	name(s),	
approximate	size	of	contact	list(s),	the	name	of	the	supervisor	who	will	be	approving	
emails,	and	template	customization	requests	(from	pre-existing	templates).	

b. Sharing	department	administrator	access	with	student	employees	is	prohibited.	
c. Any	contact	lists	to	be	imported	(added	to	an	Emma	account)	exceeding	2,000	contacts	

for	all	accounts	must	be	submitted	to	webmaster@valpo.edu	for	import.	Please	provide	
the	destination	account	and	group	name	for	the	contact	list	in	your	request.	

3. Students	are	prohibited	from	having	custom	accounts	or	having	access	to	others’	accounts.	
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4. All	custom	account	requests	and	Primary	Account	access	requests	must	be	submitted	to	
webmaster@valpo.edu	for	approval.	

5. All	requests	for	one-on-one	Emma	training	should	be	submitted	to	webmaster@valpo.edu.	
6. Any	technical	issues	or	questions	about	Emma	should	be	submitted	to	webmaster@valpo.edu.	
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