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[bookmark: _Toc1937458022]Introduction

Mailman is free software for managing electronic mail discussions and e-newsletter lists. Mailman is integrated with the web, making it easy for users to manage their accounts and for list owners to administer their lists. Mailman supports built-in archiving, automatic bounce processing, content filtering, digest delivery, spam filters, and more.

This guide contains instructions for members of Mailman mailing lists so they can learn to use the features available to them. This focuses on the web interface and includes sections on joining and leaving lists, editing options and other subscriber-level tasks.

This guide is written for Mailman 3.1. If you are using Mailman 2.1 (our popular previous stable release)
It may be easier to think of Mailman 3 as a single piece of software that does mailing list management, but it's a set of interconnected pieces of software under the hood.

[bookmark: _Toc1208443605]Functional Overview 

Mailman Core - This is the "core" of Mailman that handles getting and sending emails and stores all your email-related preferences.
Postorius - This is the web interface to Mailman, which allows users to subscribe and unsubscribe from mailing lists and set preferences from the web.
[bookmark: _Toc368988924][bookmark: _Toc79157624][bookmark: _Toc1223829696]Learning Objectives

Upon completion of this course, learners will have the information to perform the following tasks:
1. [bookmark: _Toc79157625][bookmark: _Toc658359194][bookmark: _Toc368988925]As a general user (u of m account or external)
2. [bookmark: _Toc79157626][bookmark: _Toc1223249]How to create an account
3. [bookmark: _Toc79157627][bookmark: _Toc839002574]How to log in
4. [bookmark: _Toc79157628][bookmark: _Toc782878578]How to add yourself to a public list
5. [bookmark: _Toc79157629][bookmark: _Toc399887305]How to unsubscribe
6. [bookmark: _Toc79157630][bookmark: _Toc1239541469]How to access the Archive
7. [bookmark: _Toc79157631][bookmark: _Toc1224399828]Any other functionality 

[bookmark: _Toc1423906518][bookmark: _Toc79157632]             Prerequisites

Participants using this guide/manual should have the following prerequisite:

· All users outside of the University will need to be logged into the VPN.

[bookmark: _Toc368988926][bookmark: _Toc79157633]Intended Audience

This course and user guide have been created for the following audience:

· University of Manitoba User Community (Student, Staff and Researchers)
· External Users 
 

[bookmark: _Toc79157634][bookmark: _Toc1013373858]How to Create an Account and Log in (Internal & External Users)

[bookmark: _Toc64529922][bookmark: _Toc472124055][bookmark: _Hlk77840633][bookmark: _Toc79157635]  First-time user INTERNAL

1. Navigate to the link https://lists.umanitoba.ca/accounts/login/?next=/mailman3/ to sign in with your username and password
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Description automatically generated]

2. From this page, click on the Federated Login button to continue.
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Description automatically generated]
	
3. Enter your user information. A message prompt will state, "Confirmation email sent to your email address," as shown below 

[image: ]

4. Check your outlook email for the confirmation email as shown below. Click on the email confirmation link to continue and confirm your Login information 
[image: ]    
Your email path will be different


5. The Confirm Email Address page will display. Click on the Confirm blue button to continue. 

[image: ]

6. The Sign In page will allow you to log in with your University of Manitoba email and password. Click Sign In after entering your credentials to continue.
[image: ]

7. The Mailing list page will display as shown below
[image: ]


[bookmark: _Toc79157636][bookmark: _Toc432581797]First-time user EXTERNAL

1. Navigate to the link https://lists.umanitoba.ca/accounts/login/?next=/mailman3/ to sign in with your username and password.
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2. Click Sign-Up at the top right corner, as shown below 
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3. The Sign-Up Page will display as shown. Enter your external credentials with your Email, Username, and Password and click Sign Up to continue. 
[image: ]

Note: Password must be 10 Characters 

4. The Verify Your Email Address page will display the prompt "Confirmation email sent to your email." 


[image: ]

5. Check your external email and click the link as shown below.

[image: ]Your email path will be different


6. The Confirm Email Address page will display. Click Confirm to continue
[image: ]

7. The Sign In Page will display. Click Sign In to continue
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8. The Mailing list page will Display as shown below
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[bookmark: _Toc1497634690][bookmark: _Toc79157637]How to…
[bookmark: _Toc1775473055]How to Add yourself to a public List 

1. On the Mailing list page, click on the list name you wish to add yourself. In this example, we would click the Apple-hints list name as shown below 
[image: ]

2. The Apple-hints list page will display. Verify you have the correct email address. Click the Your name field (Optional) to add your name. Click Subscribe to continue. 

3. [image: ]A prompt will display informing the user; You are subscribed to apple-hints@umanitoba.ca
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[bookmark: _Toc79157638][bookmark: _Toc1756054270]How to unsubscribe from a Mailing list  

1. On the Mailing Lists page. Click the Mailing list you wish to unsubscribe from, as shown below.
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2. The Mailing List page Apple-hints will display as shown below. In the Subscription/Unsubscription section. Click on Unsubscribe to continue. 
[image: ]

3. A message prompt will display, letting you know the email has been unsubscribed.
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[bookmark: _Toc79157639][bookmark: _Toc382583771]How to access the Archive   

4. From the main page, Mailing List. Click the list name you wish to access the Archive to continue. In this example, we would click Apple-hints list name.
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5. The list name Apple-hints page will display. Click the Archives blue button to continue

[image: ]
6. The Archives page will display for you to continue 
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[bookmark: _Toc1358314926]Other Functionalities
[bookmark: _Toc79157640]
[bookmark: _Toc871008727]How do I view my Listings?    


7. Login into Mailman with your username and password. Click Sign In to continue.

[image: ]

8. The Mailing list page will display. Click on the drop-down menu by your username (in the upper right) and select "Mailman settings."
[image: ]

9. The Mailman settings will display four tabs, as shown below. Subscriptions, Global Mailman Preferences, Address-based preferences, and List-based preferences. Click the Subscriptions and select the list name you want to view the settings. In this example, we will select Mailman-distribution-lists.umanitoba.ca to continue. 

[image: ]

10.  Mailman-distribution-lists.umanitoba.ca list will display for you to continue with the settings. Please see below. 
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[bookmark: _Toc79157641][bookmark: _Toc1287478907]How do I disable/enable my mail delivery?   
[bookmark: _Toc727281926] 
11. You may wish to stop getting messages from the list without unsubscribing temporarily. If you disable mail delivery, you will no longer receive messages but will still be a subscriber and will retain your other settings. To do that, Log in and go to your list setting page and click on Global Mailman Preferences

[image: ]

12. The Global Mailman preferences will display a list of options. Click on Enable or Disable radio button as shown below and then click Save Changes to complete the process. 

[image: ]
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Note: This can be handy in many different cases. For example, you could be going on vacation or need a break from the list because you're too busy to read any extra mail. Many mailing lists also allow only subscribers to post to the list, so if you commonly send mail from more than one address (e.g., one address for at home and another for when you're travelling), you may want to have more than one subscribed account, but have only one of them actually receive mail. You can also use this as a way to read private archives, even on a list which may be too busy for you to have sent directly to your mailbox. All you need to do is subscribe, disable mail delivery, and use your password and email to log in to the archives.


[bookmark: _Toc79157642][bookmark: _Toc1076831715]How can I start or stop getting the list of posts grouped into one big email?   

13. Groups of posts are called "digests" in Mailman. Rather than get messages one at a time, you can get messages grouped together. To change the Digest settings, log in and go to the listing page, as shown below. Click on the Global Mailman preference to continue. 

[image: ]


14. The Global Mailman preferences will display a list of options. There is an option labelled "Delivery Mode," which you can set on your preferences tabs globally, per address, or per list subscription. Click the drop-down menu to view the different options Regular (Multipurpose Internet Mail Extensions), Mime Digest and Plain Text Digests if you select.
· Regular - You get an email every time the list sends one out.
· Mime Digest - It is used to send things by email which are not necessarily simple plain text. (For example, MIME would be used if you were sending a picture of your dog to a friend.) A MIME digest has each message as an attachment inside the message, along with a summary table of contents.
· Plain Text Digests - this is a simpler form of a digest, which should be readable even in mail readers which don't support MIME. The messages are simply put one after the other into one large text message.
            
             In this example, we will select Regular and click Save Changes.

[image: ]
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Note: Most modern mail programs do support MIME, so you only need to choose plain text digests if you are having trouble reading the MIME ones.







[bookmark: _Toc79157643][bookmark: _Toc54257738]How do I stop or start getting copies of my posts?   

By default, in Mailman, you get a copy of every post you send to the list. Some people like this since it lets them know when the post has gone through and means they have a copy of their own words with the rest of a discussion, but others don't want to bother downloading copies of their posts. 

15. To receive or stop receiving your posts: Log in and go to the listing page below. Click on the List name to continue. In this example, we will select Mailman-distribution-list.

[image: ]

16. The Mail distribution list page will display as shown below. Click on the Users tab on the Info tab to continue.
 
[image: ]

17. The settings page will display for you to continue. Click the Members option in the drop-down menu and then click on Member Options. 
[image: ]




18. The Subscription Options page will display. On the Receive own posting. Select the yes or no radial button to choose which option you prefer. As shown below.

[image: ]

19. Click the Save Changes button at the bottom to save the changes made. 


[bookmark: _Toc2098388232]How can I get Mailman to tell me when my post has been received by the list? 

20. On the Subscription page, scroll down to Acknowledge post and select Yes or no to receive acknowledgment mail when you send mail to the list. See below.   

[image: ]

[bookmark: _Toc1559845207]How can I hide my email address on the subscriber list? 

Mailman can't completely stop you from getting duplicate messages, but it can help. One common reason people get multiple copies of a mail is that the sender has used a "group reply" function to send mail to both the list and some number of individuals. If you want to avoid getting these messages,

21. Log in and go to the listing page, as shown below. Click on the List name to continue. In this example, we will select Mailman-distribution-list.
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22. The Mail distribution list page will display as shown below. Click on the Users tab on the Info tab to continue.
 
[image: ]

23. The settings page will display for you to continue. Click the Members option in the drop-down menu and then click on Member Options. 

[image: ]

24. The Subscription Options page will display. On the Receive list copies. Select the yes or no radial button to choose which option you prefer.

[image: ]

25. Click the Save Changes button at the bottom to save the changes made.


[bookmark: _Toc767966948]How Do I… As a List Owner

[bookmark: _Toc1706356474]How to Log in 
1. Navigate to the link https://lists.umanitoba.ca/ as shown below. Click Log in to continue.
[bookmark: _Toc872507396] 
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2. The Sign In page will display for you to enter your username and password as shown below. Click the Sign In blue button to continue

[image: ]

3. If you are a List Owner, the Mailing list page will display all the list names you belong to. In this example, Mailman-distribution-list is what the user belongs to. Click the List name to continue

[image: ]

[bookmark: _Toc903161520]How to moderate content (approve) as a list owner

1. On the Subscription Options page, click the Users drop-down and select Members, as shown below.

[image: ]

2. Click on Member options to continue.  

[image: ]

3. On the Subscription page, scroll to the bottom of the page to Administrative Options Moderation. Select the drop-down menu and select Hold for Moderation. Click Save Changes. This holds the message for approval by the list moderators.

[image: ]


[bookmark: _Toc1830707635]How to add/Remove Users


1. Once you are logged in to the Mailman suite, click the list name as shown below to continue. 


[image: ]

2. Click on the Mass Operations drop-down menu to select adding or removing users. Click on Mass Subscribe to add users. The Mass subscribe page will display for you to add emails to the Mass subscribe.

[image: ]

3. Add the users you wish to add. On the checkboxes below, select the settings you prefer and continue. In this example, I selected Pre confirm, Pre approved with a list default. Cl.ck Subscribe to add the users 

[image: ]
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4. To remove users from the subscription, click Mass Removal to continue. The Mass removal page will display as shown below. Add your email address and click Unsubscribe users or Unsubscribe all to remove all the users. 
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[bookmark: _Toc452785724]How to Ban Users 

5. Click the Ban list Tab to display the Banned Addresses Page. Add the email to the Add Ban Field and click Ban Email. 

[image: ]

6. The Banned email will display for you to know which is currently banned, as shown below. 
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[bookmark: _Toc2108421979]How to Remove messages from the Archive 

7. Click the setting tab on the mail distribution page. Browse to the list-administration panel
[image: ]

8. Click on Archiving button and turn off archiving (option archive) and switch Archive from public to private if it's public (option archive private). Click Save Changes to continue

[image: ]

Note: Do the things as described above. When editing the raw Archive (mailbox), just delete all entries. If you like to reenable archiving later, just turn on archiving in the list-administration panel (and set it to the public if you want to). If you wish not to archive the list, click on the button "Do not archive this list."


9. To delete the archives after setting. Click Archives on the main page as shown below to access any recent active discussion. If there is, you can select and delete it. 

[image: ]
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[bookmark: _Toc1011113492]How to Promote Members to list owner or moderator

10. From the Mailing List page. Click on the list name to continue, as shown below. 

[image: ]

11. Click on the Users drop down menu and click Owners to continue. 

[image: ]

12. To promote a member, click the email address field and add the member email. You can alternatively search a member by clicking the search member field and then enter the name. Click the search icon to continue. Once added the name will appear on the address list as shown below. 
[image: ]
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Discard - this simply discards the message, with no notice sent to the post's author.

Accept - accepts any postings without any further checks.

Default Processing -- run additional checks and accept the message.
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List name Post address Description
Mailman-distribution-list mailman-distribution-list@umanitoba.ca For Mailman UAT testing

= Only st that you are owner, mogerator or subscrioer for are shown here. Cick o see 3l iss,
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Mailman-distribution-list mailman-distribution-list@umanitoba.ca

Mass subscribe

Summary Mass removal

For Mailman UAT testing

To contact the list owners, use the following email address: mailman-distribution-list-owner@umanitoba.ca
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Mass Subscription

Emails to mass
subscribe

James.John@ email.com
Robert John@email.com|

The following formats are accepted:

jdoe@example.com

<jdoe@example.com>

John Doe <jdoe@example.com>

“John Doe” <jdoe@example.com>

jdoe@example.com (John Doe)

Use the last three to associate a display name with the address

Pre confirm

If checked, users will not have to confirm their subscription.

Pre approved

If checked, moderators will not have to approve the subscription request.
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Oinvitation

If checked, the other checkboxes are ignored and the users will be sent an invitation to join the list and will be.
subscribed upon acceptance thereof.

Send welcome message O Yes O No ® List default

If set to "Yes" or "N, List's default setting of send_welcome_message will be ignored for these subscribers and a
‘welcome message will be sent or not sent based on the choice.
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Mass Removal

Emails to Unsubscribe

John.Bond@email.com
James.Jobs@email.cmo|

Add one email address on each line

Un:
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Headerfilters  Delete

Info  Subscription requests@)) ~  Held messagesq])  Users ~  Templates  Settings  Mass operations ~ [N
Banned Addresses

Add ban; RobertKennedy@yahoo.c nu can ban a single email address or use a regular expression to match similar email addresses.

Currently banned addresses

No addresses are currently banned.
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Banned Addresses

Add ban; EURET I You can ban a single email address or use a regular expression to match similar email addresses.

Currently banned addresses

Robert.Kennedy@yahoo.com n
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Subscription requests@Q) ~  Held messagesq®) ~ Users ~  Templates  Settings  Mass operations ~  Banlist  Headerfilters  Delete

Summary
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List Settings

List Identity Archive policy ® Public archives O Private archives O Do not archive this list

Policy for archiving messages for this list
Automatic Responses

Alter Messages Active archivers hyperkitty

DMARC Mitigations

Digest

Message Acceptance

Member Policy

Bounce Processing
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Summary

For Mailman UAT testing

To contact the list owners, use the following email address: mailman-distribution-list-owner@umanitoba.ca

Archives
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Mailman-distribution-list MostActve  MostPopular  Favorites  Posted

For Mailman UAT testing
RECENTLY ACTIVE DISCUSSIONS

+ Start a new thread
No discussions this month (yet)

Threads by month ~

@ Manage subscription
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Mailing Lists

List name Post address

Mailman-distribution-list mailman-distribution-list@umanitoba.ca For Mailman UAT testing

= Only st that you are owner, mogerator or subscrioer for are shown here. Cick o see 3l iss,
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Mailman-distribution-list mailman-distribution-list@umanitoba.ca

Subscription requests@) ¥ Held messages@ - Templates  Settings  Mass operations *  Banlist  Headerfilters  Delete

s Members
ummary Non-Members
Moderators
For Mailman UAT testing
Owners

To contact the list owners, use the following email address: maturian-urstrwuuon-ust-owner@umanitoba.ca
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List Owners (2)

Email Address: Kwaku Display Name: Kodua
Search members... E]

Address

“Kwaku Kodua" <kkodua@yahoo.com>

robertlazarko@umanitoba.ca
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