
1

27th January, 2015

Do:  Managing mailing lists

delivering responsive, innovative IT
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Head of IT Support Staff Services

IT Services

(Credit to Katherine Craddock for slide co-authoring)
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Agenda for today

 What mailing lists do

 How to request a new list

 The different types of list

 Basic list configuration

 Customising your list

 How to use moderation

 How white-listing and black-listing works

 How to manage subscribers

 List maintenance with logs and bounces

 How to use archives

 Nested lists
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What Mailing lists do

 Enable groups of people to be emailed efficiently
 Better than large To:, Cc: or Bcc: lists
 Membership can be controlled by one or many
 Email subscribe and unsubscribe available
 Very configurable
 Archives available
 Sympa is our service and note it recognises EMAIL address 

rather than SSO so if you have more than one email you need 
to be careful to choose the right one!
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How to request a new list

 All in a simple web form!
1. Log in with the address that should own the list

2. Click the                     tab

3. Specify details:
 List name (useful if it shows college/dept – we’ll suggest if not)

 List type (more on this in a minute)

 Subject – purpose of list (~ 10 words or fewer)

 Category: College, Department or Clubs and Societies

 Description – appears on list information page and can include:

– topics discussed

– rules applying to list use

– typical subscribers (student/staff, which College/Department, etc.).

4. or
 Or make a copy of an existing list
 Wait for creation confirmation message
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Create list

Submit your creation request
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The different types of list

 List types are standard configurations
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Who can? Announce-
ment

Discussion Newsletter Public Project Team Work Team

Post

Moderators 
+ whitelist -
posters self-
moderate

Subscribers 
+ whitelist -
others 
moderated

Moderators 
+ whitelist

Anyone

Subscribers + 
whitelist -
others 
moderated

Subscribers + 
whitelist -
others 
moderated

Subscribe/
Unsubscribe

Only list 
owner can 
add/remove  
members

Anyone Anyone Anyone

Owner 
approves
subscription
and is notified 
of unsubscribe

Only list 
owner can 
add/remove  
members

View 
archives

List members only

See the list 
exists

List members only

Basic list configuration

 Lists appear on left after login
 button for lists you “own” and can view/edit

 tab 

 Normal owners can view configuration, privileged owners can also 
change it

 Edit List Config
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admin

List Config

Set list visibility, add/remove owners and 
moderators, spam filtering

Posting restrictions, digest settings, subject tag

List description visibility, (un)subscribe 
restrictions, visibility of subscriber list

Turn archive on/off, set viewing rights

Notifications and actions on bounces

Sending/receiving setup

List definition

Bounces

Archives

Privileges
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Customising your list
 You can change lots of the messages
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There are some useful options elsewhere

 We like subject tagging

 But always scroll down and click update!
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How to use moderation

 You may want to control who can post to a list
 Can be done by moderators or posters can self-moderate
 Can use the web interface 
 Or can reply to moderation emails
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How black-listing and white-listing works

 Whitelist essential works like an allowed poster list

 Exact effect depends on posting restrictions

 Blacklist addresses are rejected

 If an address is both black and whitelisted, the blacklist wins

 Can black or whitelist a whole domain with *@domain.com
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How to manage subscribers
 You have to be a privileged owner of a list to do this
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List maintenance with logs and bounces

 Keep an eye on bounces

 Logs handy for delivery questions and multiple owners
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How to use archives

 If a list has archives there is a nice interface to check by month 
and to search
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Advanced search is really quite powerful
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Choose as many months here as you wish
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Nested lists

 You can make a list a member of another list to simplify 
management

 You have to get the posting rights correct
 Subscribing one list to another list does not pass down rights

 If child list has less permissive rights than the parent list there may 
be problems

 You must turn this off 
 (in Admin-List Config-Send/receive setup)
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