Mailing List manual for the list owner

A.
What is a mailing list ?

A mailing list is a group of email addresses that can all be reached by sending a single message to one address: the list address.  Messages sent to the list are distributed to each of the list’s subscribers.  By sending messages to the list, subscribers can have ongoing discussions with each other and need only keep track of one address.

There are two basic operations for mailing list.  To become a member of the list, you are required to subscribe to the list.  Whenever you do not want to receive any message from the list, you can unsubscribe the membership at any time. You just need an email program (e.g. Eudora) and a valid mailbox in order to join the mailing list or join in through the web browser for some kind of mailing list manager.

Usually, we use mailing list management software to automate the process of managing subscriptions.  CSU has adopted Mailman as the solution. 

The following terms are widely used when we describe a mailing list:

Subscriber 

The person who has joined a mailing list.

List Owner 

The person who requests to create the mailing list. This person is also responsible for managing the list

B.
The Mailing List Manager

As mentioned, the Mailing List Manager we adopted is Mailman.

“Mailman is software to help manage email discussion lists, much like Majordomo and Smartmail. Unlike most similar products, Mailman gives each mailing list a web page, and allows users to subscribe, unsubscribe, etc. over the web. Even the list manager can administer his or her list entirely from the web. Mailman also integrates most things people want to do with mailing lists, including archiving, mail-to-news gateways, and so on.”

C.
Nature of list created by CSU

By default, the list created for each department/unit is “CLOSED”.  It means that all subscription action must be validated by the list owner.  Moreover, only subscribers are allowed to post message to the list.  But the list owner can change the properties.

D.
Managing the list by using the web interface

The configuration web site for the list owner is http://listserv.med.cuhk.edu.hk/mailman/admin/list-name where list-name is your list name.  You will be asked for the password in order to login.  Please be noted that we have restricted the manager to be accessed through the CUHK networked machines.
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Fig. 1
Mailman configuration web site login page

You should get a screen like the one that shown in Fig. 2 after login.  You can select different “Configuration Categories” to customize your mailing list from that web site.
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csu-staff Mailing list Configuration - General Options Section

Configuration Categories Other Administrative Activities
=> General Options <= * Tend to pending administrative requests.
Membership Management * Gotothe general list information page.
Privacy Options * Edit the HTML for the public list pages

Regular-member {non-digest] Options
Digest-member Options

Bounce Options

Archival Options

Mail-News and News-Mail gateways

= == |Document: Done

Make your changes below, and then subrmit them using the button at the bottorn. (You can change your password there, too )
General Options

Fundamental list characteristics, including descriptive info and basic behaviors.

Description Value

The public name of this list (make case-changes only). (Details) [csu-staze
T a—|

The list adrmin's email address - having multiple adminsfaddresses (on
separate lines) is ok

Aterse phrase identifying this list. (Details
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Fig. 2
Mailman configuration web page -  General Options Section
List owner will most likely visit the first three “Configuration Categories” only.

E.
Subscribing to the list

In order to subscribe to a mailing list, there are two ways, one is through the web interface and the other is by sending an email to the list.

For a general user to subscribe through the web, he can visit the web site http://listserv.med.cuhk.edu.hk/mailman/listinfo/list-name and follow the instructions to fill in the user email and password, then press subscribe.  A sample screen is shown as Fig 3. 

Then, the user will receive a confirmation email if the confirmation option is enabled.  Sample of emails are presented after Fig 3.
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csu-staff --

About csu-staff
To see the collection of prior postings to the list, visit the csu-staff Archives. The current archive is only available fo the list mermbers.
Using csu-staff

To post a message to all the list mernbers, send email to csu-staff@med cuniediuhic

You can subscribe to the list, or change your existing subscription, in the sections below

Subscribing to csu-staff

Subscribe to csu-staff by filing out the following form. You will be sent email requesting confirmation, to prevent others from gratuitously

subscribing you. Once confirmation is received, your request wil be held for approval by the list administrator. You wil be notified of the
administrator's decision by email. This is also a private list, which means that the members listis not available to non-mermbers

“Your email address: [patrickiimed. cuhk. edu. hk

You must enter a privacy password. This provides only mild securiy, but should prevent others from messing with
your subscription. Do not use valuable passwords!

Pick a password

Reenter password to confirm: raan

Would you like to receive list mail batched in a

daily digest? No Yes

Subscribe

csu-staff Subscribers
= == |Document: Done
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Fig 3. http://listserv.med.cuhk.edu.hk/mailman/listinfo/csu-staff, Web page for user subscription.


The user must then following the email instruction to reply the email in order to successfully subscribe to the list.  The user can simply reply the email and leave the content empty.  Then, the list owner will receive an email notification like the following one.
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Administrative requests for 'csu-staff' mailing list

View or edit the list configuration information

Subscription Requests

Email Decision

Reasoning for subscription refusal (optional)

patrick@med.cuhk.eduhk| € Refuse ® Subscribe

Submit All Data_| Subscribe Everybody |

Refuse Everybody |

csu-staff list run by patrick@med.cuhk edw. hk
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Fig 4. List owner confirmation page
When the list owner following the web link, he will see a similar page as shown above.  Then, the list owner can simply accept the subscription by choosing “Subscribe” or reject it by choosing “Refuse” and then submit data back to the server.  The user should receive an email look like the following one.


The list owner can also subscribe a user by choosing “Member Management”, a sample screen is shown as following.  List owner can subscribe number of members a time and also has the option of sending a welcome message to those members.
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kehin@med cuhiedihic ® = = = =
kennv@red.cuhlk edu hik ® = = = =
[patrick@rmed.cuhl edu hik ® = = = =
ette@rned.cuhk edu hi ® = = = =
* subser --Is the member subscribed?
* hide - Is the mermber's address concealed on the list of subscribers?
* nomail - Is delivery to the member disabled?
+ ack - Does the member get acknowledgements of their posts?
* not metoo - Does the mermber avoid copies of their own posts?
* digest - Does the mermber get messages in digests? (othenwise, individual messages)
« plain -- If getting digests, does the member get plain text digests? (otherwise, MIME)
Mass Subscribe Members
1. Send Welcome message to this batch? € no & yes
2. Enter one address per line:
[batt LoKGued . cull. sdu. ik =

Submit Your Changes
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Fig 5. http://listserv.med.cuhk.edu.hk/mailman/admin/csu-staff/members, web page for user subscription by the list owner.

A user can also subscribe to a mailing list by sending an email to the list.  Here we have used a sample list named “csu-staff@med.cuhk.edu.hk”, but in order to send command to Mailman related to that list, you are required to send email to “csu-staff-request@med.cuhk.edu.hk” instead.


The remaining steps are then the same as subscription through the web.

F.
Un-subscribing from the list:

Similarly, the list owner staff can unsubscribe the users from the list by visiting the page http://listserv.med.cuhk.edu.hk/mailman/admin/list-name/ members and un-select the “subscr” field of the unsubscribers.  Finally, remember to submit the change by pressing the button in the bottom of the page!!
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Membership Management E
Membership List
(9 members fotal, max. 30 at & time displayed)
member address subscr | hide | nomail | ack | notmetoo | digest | plain

Jalan-cho@cuhk edu hik [ [ [ [ [ [ [
churke@cuhk edu hi [ [ [ [ [ [ [
daniel-cheng@cuhk edu hk [ [ [ [ [ [ [
deki@med.cuhk.eduhk [ [ [ [ [ [ [
kehin@med cuhiedihic [ [ [ [ [ [ [
kennv@red.cuhlk edu hik [ [ [ [ [ [ [
[patrick@rmed.cuhl edu hik [ [ [ [ [ [ [
[patricktest@med cuhk.edithic [ [ [ [ [ [ [
ette@rned.cuhk edu hi [ [ [ [ [ [ [

* subser --Is the member subscribed?

* hide - Is the mermber's address concealed on the list of subscribers?

* nomail - Is delivery to the member disabled?

+ ack - Does the member get acknowledgements of their posts?

* not metoo - Does the mermber avoid copies of their own posts?

* digest - Does the mermber get messages in digests? (othenwise, individual messages)

« plain -- If getting digests, does the member get plain text digests? (otherwise, MIME)

Mass Subscribe Members

1. Send Welcome messaae fo this barch? & no € ves I





Fig 6. http://listserv.med.cuhk.edu.hk/mailman/admin/csu-staff/members, web page for user subscription by the list owner.

Similarly, the users can unsubscribe themselves from the list by sending an email to Mailman like the following one.  The subscribe can get their password by email from the listinfo web site, but we do not recommend you to teach the user unsubscribe that way as Mailman now does not users un-subscription with confirmation and approval.


G. Sending email to the list :

Sending email to the list is in the same way as sending email to a colleague except that the name in the “TO” become the name of the list, e.g. “csu-staff@med.cuhk.edu.hk”.  Moreover, we have set the list so that only the subscriber can send email to the list.   Mailman use the “Return address” to check against the list record in order to match the email address and thus, please make sure the sender’s return address entered into the mail tool match that you subscribe to the list.  For example, if the user normally uses “b123456@mailserv.cuhk.edu.hk” as the return email address, then you must use this same email address to subscribe to the list.

Date: Mon, 20 Dec 1999 15:54:21 +0800 �From: csu-staff-admin@mailserv.med.cuhk.edu.hk �Subject: New csu-staff subscription request: patrick@med.cuhk.edu.hk �To: csu-staff-admin@mailserv.med.cuhk.edu.hk �


Your authorization is required for a mailing list subscription request


approval:





    For:        patrick@med.cuhk.edu.hk


    List:       csu-staff@med.cuhk.edu.hk





At your convenience, visit:





        � HYPERLINK "http://listserv.med.cuhk.edu.hk/mailman/admindb/csu-staff" �http://listserv.med.cuhk.edu.hk/mailman/admindb/csu-staff�


        


to process the request.





Date: Mon, 20 Dec 1999 15:46:47 +0800 �From: csu-staff-request@mailserv.med.cuhk.edu.hk �Subject: csu-staff -- confirmation of subscription -- request 996025 �To: patrick@mailserv.med.cuhk.edu.hk � �csu-staff -- confirmation of subscription -- request 996025


We have received a request from bear.csu.cuhk.edu.hk for subscription


of your email address, <patrick@med.cuhk.edu.hk>, to the


csu-staff@med.cuhk.edu.hk mailing list.  To confirm the request,


please send a message to csu-staff-request@med.cuhk.edu.hk, and


either:





- maintain the subject line as is (the reply's additional "Re:" is


ok),





- or include the following line - and only the following line - in the


message body: 





confirm 996025





(Simply sending a 'reply' to this message should work from most email


interfaces, since that usually leaves the subject line in the right


form.)





If you do not wish to subscribe to this list, please simply disregard


this message.  Send questions to csu-staff-admin@med.cuhk.edu.hk.














To	:	csu-staff-request@med.cuhk.edu.hk


Cc	:	


Attchmnt	:	


Subject	:	


----- Message Text -----


subscribe


























To	:	csu-staff-request@med.cuhk.edu.hk


Cc	:	


Attchmnt	:	


Subject	:	


----- Message Text -----


unsubscribe PASSWORD





Date: Thu, 23 Dec 1999 16:52:23 +0800 �From: csu-staff-admin@mailserv.med.cuhk.edu.hk �Subject: Welcome To "csu-staff"! �To: patrick@mailserv.med.cuhk.edu.hk �


Welcome to the csu-staff@med.cuhk.edu.hk mailing list!


To post to this list, send your email to:





  csu-staff@med.cuhk.edu.hk





General information about the mailing list is at:





  � HYPERLINK "http://listserv.med.cuhk.edu.hk/mailman/listinfo/csu-staff" �http://listserv.med.cuhk.edu.hk/mailman/listinfo/csu-staff�





If you ever want to unsubscribe or change your options (eg, switch to


or from digest mode, change your password, etc.), visit your


subscription page at:





  � HYPERLINK "http://listserv.med.cuhk.edu.hk/mailman/options/csu-staff/patrick@med.cuhk.edu.hk" �http://listserv.med.cuhk.edu.hk/mailman/options/csu-staff/patrick@med.cuhk.edu.hk�





You can also make such adjustments via email by sending a message to:





  csu-staff-request@med.cuhk.edu.hk





with the word `help' in the subject or body (don't include the


quotes), and you will get back a message with instructions.





You must know your password to change your options (including changing


the password, itself) or to unsubscribe.  It is:





  loveTest





If you forget your password, don't worry, you will receive a monthly


reminder telling you what all your med.cuhk.edu.hk mailing list


passwords are, and how to unsubscribe or change your options.  There


is also a button on your options page that will email your current


password to you.





You may also have your password mailed to you automatically off of the


Web page noted above.











� Managing Mailing Lists, Alan Schwartz, O’Reilly & Associates, Inc., p.8
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