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Mailman: Maintaining a Mailman List
As an owner of a Mailman list, you are responsible for managing your list settings and activity.

Accessing Your List Administration Screen
When your list is created and you are designated the "owner" (or "administrator"), you receive a welcome message that:
· Informs you that your list is active
· Gives you the URL to use to handle list administration
If you do not keep this email message or can't remember the URL, just follow the steps below.

To access your list administration features
· Go to the list administration page via https://lists.wsu.edu/manage.php
· Log in with list password. If you have forgotten your list password, please read the tutorial Resetting your Mailman List Owner Password.

Changing Maximum Message Size 
Mailman can place a limit on the size of a message that it accepts for list postings. The owner can change the limit to try to restrict or allow attachments to be sent to the list. To change the maximum message size limit:
· Go to the list administration page via https://lists.wsu.edu/manage.php
· Go to General Options.
· Near the bottom, locate the "Maximum length in Kb of a message body" field.
· Change the limit to something suitable, or enter "0" for the maximum limit of 3 MB.
· When finished, click the "Submit your changes" button. Your changes are now in effect.

Managing Private and Moderated Lists
You can configure your list to require approval by the list owner or moderator before someone can subscribe, unsubscribe, or post a message to the list. 
To specify a list moderator who is not the list owner do the following:
· Go to the list administration page via https://lists.wsu.edu/manage.php
· Go to the General Options category and specify a moderator address.
· Assign a separate moderator password in the Passwords category.
· When finished, click the "Submit Your Changes" button.
To require approval by the list owner or moderator before someone can subscribe or unsubscribe:
· Go to the list administration page via https://lists.wsu.edu/manage.php
· Go to the Privacy Options category.
· To require approval to subscribe, set the subscribe_policy setting to "Require approval" or "Confirm and approve" (the latter requires that subscribers confirm their subscription once you have approved it).
· To require approval to unsubscribe, set the unsubscribe_policy setting to "Yes".
· When finished, click on the "Submit Your Changes" button.
To have a moderated list that requires approval for postings:
· Go to the list administration page via 
· Go to the Sender Filters category under Privacy options.
· Set the default_member_moderation setting to "Yes".
· Go to your Membership Management page.
· Under Additional Member Tasks, find the option to "Set everyone's moderation bit, including those members not currently visible."
Mailman list may moderate a particular message based on the following:
1. Reason: Post by non-member to a members-only list
· Explanation: This reason is given whenever a non-member tries to post to a list that is configured to only allow members to post.
· Setting: The "Generic Non-member Action" setting under "Sender Filters" in "Privacy Options" controls what happens to messages from non-members. It can be set to either accept messages (no moderation), hold for moderation, reject, or discard messages.
2. Reason: Message body is too big
· Explanation: Mailman will compare the size of the incoming message to the size allowed for each list. By default, any message over 40 KB is held for moderation. Any message over 3 MB will be returned to sender as undeliverable.
· Setting: To control the maximum message size allowed for your list, go to General Options and look for the Max Message Size setting at the bottom of the page. You can set it to 0 for the maximum allowable size of 3 MB.
3. Reason: Post to moderated list
· Explanation: Individual subscribers can be moderated (rather than having the entire list moderated). This is the reason that will be given if a moderated member sends a message to the list.
· Setting: An individual's moderation can be controlled through Member Management > Membership List. The setting that controls what is done with a message sent by a moderated member is under Privacy Options > Sender Filters and is called "Member Moderation Action."
4. Reason: Message has implicit destination
· Explanation: By default, Mailman looks for the list's address in the To or Cc fields of incoming messages. If the address is not explicitly given in the To or Cc fields (e.g. if the list has been blind carbon copied or if the list is subscribed to another list to which the message was originally sent), the message will be held for approval.
· Setting: You can configure the list so that the address is not required to be in the To or Cc fields by going to Privacy Options > Recipient Filters and setting the "Require Explicit Destination" setting to No.
5. Reason: Too many recipients to the message
· Explanation: Mailman will examine the number of email addresses listed in the To or Cc fields of incoming messages. By default, Mailman will hold for moderation any message that contains more than 10 addresses in these fields (the list's address is only one address and the number of subscribers on the list does not have an effect on this setting).
· Setting: You can change the default setting for "Max Num Recipients" under Privacy Options > Recipient Filters. Change this setting to 0 for no limit.
6. Reason: Message has a suspicious header
· Explanation: Your Mailman list can be configured to moderate messages with specific headers (e.g. "Subject: On Vacation"). If a message contains such a header, it will be held for moderation.
· Setting: You can add or delete headers from the "Bounce Matching Headers" list. Go to Privacy Options > Spam Filters > Bounce Matching Headers.

