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1 Guide to Using and Managing Mailing Lists 

This guide will help you understand how to interact with and manage the mailing lists that you are 

responsible for. 

You are kindly requested to monitoring constantly the mailing lists that you are responsible for, and 

accept/refuse the held emails as soon as possible. 

In case of any issue may be raised please submit a ticket to LMS IT HELPDESK to further assist you. 

1.1 Add/remove members on each mailing list 

• Visit https://<<domain.com>>/cgi-bin/mailman/admin/<<listname>> 

• Go Membership Management> 

o Mass Subscription - Add members on the list by typing their email address 

o Mass Removal - Remove members from the list by typing their email address 

• Then Click Submit Your changes and the members will added/removed depending on the 

action 

• Additionally, you may click on Membership List to display all the active member 

 

Figure 1 Membership Management Menu 

1.2 Accept/Reject held emails 

In the case an email being sent to the list requires further approval you may follow the below steps 

• Email Notifications - Each email that requires further notifies you through your email 

• Visit https://<<domain.com>>/cgi-bin/mailman/admindb/<<listname>> 

• A pop-up message will be displayed under Held Messages 

 

Figure 2 Held Messages Administration 

• For each held message you have 4 available options to proceed 

https://syrios.mech.upatras.gr/helpdesk/


o Defer: Leaves the message in the moderation queue without taking action. (NOT 

RECOMMENDED) 

o Accept: Delivers the message to all the mailing list members as intended. 

o Reject: Sends a rejection notice to the sender, explaining why their message was 

not approved for the list. 

o Discard: Silently deletes the message without notifying the sender. 

• You may click on the desired action and then click Submit All Data. 

If the held message doesn’t respond to the above steps please follow the below workaround: 

• In the first bounced email received, there is an attachment named "confirm <id>". 

• Open that email and click 'Reply' 

• Leave everything at default 

• At the top of the message write 

o Approved: <list password> 

o To discard a message simply reply to confirm email without the Approved line and 

message will be deleted. 

 

Figure 3 Email approval/discard of held message 


