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Creating an Email List Mailman 
The following are instructions and recommended settings for Cooperative Extension 
employees who whish to use mailman. 
 
If you have any questions or need assistance with these instructions please contact 
the Technology Services Help Desk at 800.760.7610 or 265.3895. 

Request a new list 
The first step is to fill out the form that will have the list created.  To request a new list go 
to: http://www.uwex.edu/infosys/mailman/owners/forms/listrequest.html
 
Begin at the top of this form by filling in all the text boxes with the general information 
being asked. 

 
 
Next, you need to make some decisions on how your list will function. Click the 
appropriate radio button for each of the questions.   
 
If you are not sure how to answer a particular question, click on the (Detail) link for that 
question. A new page with an explanation of that setting will appear. After reading the 
detail, click on the Back button in your browser to continue filling out the form. 
 
Once you are done filling out this form, click on the Agree button at the bottom. 
Normally, within a day or so you will receive an email from the mailman-admin letting 
you know your list is ready and needs to be configured. 

http://www.uwex.edu/infosys/mailman/owners/forms/listrequest.html


Configuring the Mailman List 
In the email message from mailman-admin, you will see the following: 

 

 
You can configure your mailing list at the following web page: 
 
    http://lists.uwex.edu/mailman/admin/<your_list_name> 
 

where <your_list_name> is replaced by the actual name of the list you asked for. 
 
Click on that link to get to the web page to configure you mailman list.  

 
 
At this page type in your list administrator password and click the “Let me in…” button. 
 
You will then come to a new page with a list of links related to managing your list. 

General Options 
There are two settings you may want to configure on the General Options, the subject line 
prefix and the message size. 
 
The prefix for subject line of list postings will insert the name of the list in brackets [] at 
the beginning of every email sent to the list.  This feature works well if you want to be 
able to create a filter or rule in your email software that filters based on that prefix.  It is 
not a good idea to use if you have lists that send to other list. 
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To change the Prefix for subject line of list postings, scroll down and make changes to 
the following box: 

 
 
By default, the largest message (not attachment, but body of the email) is set to 40k.  This 
is a reasonable size.  It may not work well though if people who send to your list send 
email that is html formatted to included text with different colors or images. 
 
If you don’t want to worry too much about the size of the messages going through your 
list, set this value to a larger number like 500 or 1000 by changing the following box: 

 

Membership Management 

 
 
Click on the link for Membership Management. Then click on the link for Mass 
Subscription. 
 

 
 
At the Mass Subscription screen, if you know the email address of the subscribers to the 
list you can either type (or copy and paste) them in one email per address line. 
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Note: You may also choose to have Mailman send a welcome message to the address you 
are subscribing.   This provides the new subscribers information about the new list 
server, including the password each user needs in order to make changes to their own 
account (such as unsubscribing). 
 
After you click on the “Submit Your Changes” button, you will receive a message that 
you have successfully subscribed all of your list members to the new list. 

Privacy Options 

 
 
By default only the owner and people subscribed to the list can send an email to the list.  
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This privacy option has to do with how messages sent to the list from someone that is not 
on the list are handled.  This option helps you control SPAM but can also mean more 
work for the list owner. 
 
Look for the following section near the bottom of the page: 

 
 
If you choose Accept, the list will be open for all to send to. If you choose Hold, you as 
the list owner will have to approve all messages (from non-subscribed email addresses) 
before they are sent. Choosing Reject or Discard will result in the message not going 
through to the list. 

Archiving Options 
By default all lists are setup to archive email they receive.  This provides a nice resource 
to view past messages sent to the list.  By default this archive is available to the general 
public and it can be indexed and found by search engines.  CE Technology Services 
recommends that if you wish to continue to archive your list’s messages that you make it 
a private archive, unavailable to the general public. 
 
Click on Archive Options 

 
 
Click on the appropriate radio button for the archive settings. 

 
 

Using the New List 
Once you have converted the list to Mailman, the email address for the list is: 
 New address: <list_name>@lists.uwex.edu 
Where <list_name> is replaced with the name of your list.  
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Notify your subscribers 
Once the list is on Mailman, you may want to notify the people that you have subscribed 
them to the list by sending an email to the list. 

Letting others subscribe 
If you do not know who is going to be on your list and want people to subscribe 
themselves they will need to go to the url: 
http://lists.uwex.edu/mailman/listinfo/<listname> where <listname> is replaced with the 
name of your list. 
 
At that screen the person can fill out the section to subscribe. 

 
 

Help 
Other settings and options are available to you as the owner and administrator of the list. 
Explore the options at the administrative site for your list at: 
http://lists.uwex.edu/mailman/admin/<listname> where <listname> is replaced with the 
name of your list. 
 
If you have questions about this process please contact the CE Technology Services Help 
Desk at 800.7610.7610 or 265.3895 or helpdesk@ces.uwex.edu 

6 

http://lists.uwex.edu/mailman/listinfo/<listname
http://lists.uwex.edu/mailman/admin/<listname

	Creating an Email List Mailman
	Request a new list
	Configuring the Mailman List
	General Options
	Membership Management
	Privacy Options
	Archiving Options
	Using the New List
	Notify your subscribers
	Letting others subscribe
	Help


