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1. Logging on to the list administrator screen 
 
Log on to the list administrator screen by following these procedures. 
 
1) Enter this URL from your Web browser. 

https://ml.riken.jp/mailman/admin/ [name of mailing list]/ 
 
Example: If the name of your mailing list is “mailman-test”, the URL is: 

https://ml.riken.jp/mailman/admin/mailman-test/ 

 

2) Enter your password in the “List Administrator Password” field and click on “Let me in” 
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3) Once you log on, the list administrator screen will appear. From this screen you can set up the mailing list 
and change the settings. 
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2. Changing your password 
 
Follow these instructions to change your password 

 
Attention 
Only one list administrator password is issued for each mailing list. If you have more than one administrator 
for a certain mailing list, all of them must use the same password. Therefore, when you change the password 
please give the new password to the other administrators. 
 
1) On the list administrator screen, click on “Passwords”. 
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2) Enter your new password in the “Enter new administrator password” field and enter the same password in 
the “Confirm administrator password” field. Click “Submit your changes”. 
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3. Subscribing mailing list members 

 

In the Mailman program, individuals participating in a mailing list are called “Members”. To subscribe mailing 
list members, follow these procedures. 

 

1) On the list administrator screen, click on “Membership Management”, then click on “Mass Subscription”. 
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2) In the text box (see screen below) enter the email addresses of the members you wish to subscribe. Only 

enter one email address for each line of text. After entering the addresses, click on “Submit Your Changes”. 
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4. Unsubscribing members (when unsubscribing a few members) 
 

To unsubscribe a few members (i.e., to take members off the mailing list) follow these procedures. If you wish 
to unsubscribe all members, see “5. Unsubscribing members (when unsubscribing all members)”.  

 

1) On the list administrator screen, click on “Membership Management” 
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2) Place a checkmark in the box to the left of the email address you wish to unsubscribe (the column titled 
“unsub”), and click on “Submit Your Changes.”  
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5. Unsubscribing members (when unsubscribing all members) 
 

To unsubscribe all members, follow these instructions. 

 

1) On the list administrator screen, click on “Membership Management”, then click on “Mass Removal”. 
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2) Place a checkmark in the box to the left of the email address you wish to unsubscribe (the column titled 
“unsub”), and click on “Submit Your Changes.”  
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6. Registering mailing list administrators 
 

Follow these instructions to register administrators for the mailing list. 

 
Attention 
Only one list administrator password is issued for each mailing list. If you have more than one administrator 
for a certain mailing list, all of them must use the same password. Therefore, when you change the password 
please give the new password to the other administrators. 

 

1) On the list administrator screen, click on “General Options”. 

 

2) Enter the email addresses of the administrators you wish to register in the text box labeled “The list 
administrator email addresses” and click on “Submit Your Changes.” 

 

 



Manual for Mailman List Administrators    

13 

 

7. Deleting mailing list administrators 

 

Follow these instructions to delete mailing list administrators. 

 
Attention 
Only one list administrator password is issued for each mailing list. If you have more than one administrator 
for a certain mailing list, all of them must use the same password. Therefore, when you change the password 
please give the new password to the other administrators. 

 

1) On the list administrator screen, click on “General Options”. 

 

2) Delete the email addresses of the administrators you wish to delete from the text box labeled “The list 
administrator email addresses” and click on “Submit Your Changes.” 
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8. Getting a list of members using email 
 

Follow these instructions to receive a list of mailing list members by email. 
 

1) Open the screen for writing a new email. 
 

2) Enter the following information in the new email. 
 

In the “To” line enter: [mailing list name]-request@ml.riken.jp 
In the “Subject” line enter: who[list administrator password] 
Do not enter any text in the body of the email. 

 
3) In the automatically generated return email, a list of email addresses for the registered members will 
appear after “Results:” 
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9. Changing data for all mailing list members 
 

Follow these instructions to temporarily delete all mailing list members, change data for all the members, and 

register the members immediately afterwards. 

 

1) Access list of mailing list members using email (for instructions see “8. Getting a list of members using 
email”). 

 

2) Use the “Mass Removal” function to delete all members from the mailing list (for instructions see “5. 
Unsubscribing members (unsubscribing all members)”). 

 
3) After making necessary changes, use the “Mass Subscription” function to re-subscribe all the members 
(for instructions see “3. Subscribing mailing list members”) 
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10. Member notifications 
 

When members subscribe or unsubscribe, the administrators may elect to receive email notifications 
regarding these actions. 

 
1) On the list administrator screen, click on “General Options”. 

 
2) Under “Notifications”, change the setting for “Should administrator get notices of subscribes and 
unsubscribes?” and click “Submit Your Changes”. If you wish to receive the notices, select “Yes” and if you 
do not wish to receive the notifications, select “No”. 
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11. Changing the prefix for subject line of list postings 
 

Follow these instructions to change the prefix for the subject line (name of list or name of list and running 
number) of the list postings. 

 
1) On the list administrator screen, click “General Options” 

 
2) Change the text in the field labeled “Prefix for subject line of list postings”, as follows. 

 
If you do not want the list name or running number: Delete all text in the field (or leave it blank) 
If you want to have the list name only: Enter the desired name of mailing list in the field 
If you want to have the list name, plus a 5-digit running number: Enter “mailing list name:%05d” 
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12. Non-member access restrictions 
 

Follow these instructions to set up procedures for postings sent by non-members. 
For example, you may choose to accept all non-member postings, hold non-member postings until they are 
approved by an administrator, or discard all non-member postings. 

 
1) On the list administrator screen, click “Privacy options”, then click “Sender Filters”. 

 
2) Select the appropriate item in the section labeled “Action to take for posting from non-members for which 
no explicit action is defined”, as described below. After making your selection, click “Submit your changes”. 

 
Accept: Non-member postings are sent to all members. 
Hold: Non-member postings are held and list administrators are notified. If approval is given by administrator, 

postings are sent to members. 
Reject: Non-member postings are rejected, and the sender receives an automatically generated email 

informing him/her that the posting was rejected. (Not recommended. Do not use this setting.) 
Discard: Non-member postings are not sent to members, and are discarded. 
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13. Managing emails on hold 
 
The administrators will receive the following email when any emails are placed on hold. 
 
Example 1: The “Hold” option is selected, and a non-member sends an email to the mailing list. 

 

 

 

 

 

 

 

 

 

 

 

 

Example 2: An email determined to be spam is sent to the mailing list. 

 

 

 

 

 

 

 

 

 

 

 

 

List administrators may approve or deny emails by using one of two methods: 1) Using the list administrator 
screen; 2) Entering the code given in the email addressed to the administrators. 

 

Attention 
During these approval procedures, if the administrator is not careful the email may be mistakenly discarded 
with no possibility of retrieval.  
 
The list administrator screen can only be accessed from the RIKEN network. If you are at home or working 
outside of RIKEN, make sure that you have a VPN connection to the RIKEN network before accessing the 
list administrator screen. 

  

As list administrator, your authorization is requested for the following mailing list posting: 

 

   List: Mailman-test@ml.riken.jp 

From: ****@riken.jp 

    Subject: This is a test mail. 

   Reason: Post by non-member to a members-only list 

 

At your convenience, visit: 

   https://ml.riken.jp/mailman/admindb/mailman-test 

to approve or deny the request. 

 

As list administrator, your authorization is requested for the following mailing list posting: 

 

List: Mailman-test@ml.riken.jp 

From: spammer@example.com 

Subject: This is a spam mail. 

Reason: Message has a suspicious header 

 

At your convenience, visit: 

   https://ml.riken.jp/mailman/admindb/mailman-test 

to approve or deny the request. 

 

 

mailto:Mailman-test@ml.riken.jp
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13.1. Approving postings from the list administrator screen 

 

1) Using your Web browser, access the URL on the notification email you received. The following screen will 
appear. 
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2) Select “Accept” for “Action to take on all these held messages”, and click “Submit All Data”. 
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13.2. Approving postings by sending email 

 

Postings may also be approved by sending the following email. 
 
In the “To” line enter: [mailing list name]-request@ml.riken.jp 
In the “Subject” line enter: confirm [code given in the name of the file attached to the email] 
In the body of the email enter: Approved:[mailing list administrator’s password] 

 
In the email that you have received, you will find an attachment that gives a code after the word “Confirm”. By 
replying to this message you will be able to complete the approval process. If you are using Thunderbird, 
follow the procedures shown below. 

 

1) Double-click the attachment to the mailing list addressed to the list administrators that starts with the word 
“confirm. 
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2) After checking that an email with the following text is displayed, click “Reply”. 
 

 

 

2) Enter the following text in the body of the email and click “Reply”. 
 

Approved:[list administrator password] 
 
Example: If the list administrator password is “abcdefg012345”, enter “Approved:abcdefg012345” 

 
3) You will receive the following email confirming that the posting was approved.  

 

 

 

 

 

 

 

 

 

 

  

The results of your email command are provided below. 

Attached is your original message. 

 

- Results: 

- Confirmation succeed (Approve) 

 

- Done. 
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14. Changing frequency of notifications from list administrator 
 
Administrators will receive email notifications when a posting is on hold and the like. When a large volume of 
spam emails are received, the administrators will receive a notification email for each spam email. To avoid 
this problem, it is possible to limit the frequency of notifications to one email per day. Instructions are given 
below. 
 
1) On the list administrator screen, click “General Options”. 
2) In “Notifications” select “No” for “Should the list moderators get immediate notice of new requests, as well 
as daily notices about collected ones?”. 
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15. Setting “Reply to” header for posted email 
 
The “Reply-To” header for posted emails may be set as shown below. 
 
1) On the list administrator screen, click “General Options”. 
2) Make your selections in the field labeled “Where are replies to list messages directed?” as given below. 
Click “Submit Your Changes” after you make your selections. 
 
If you click “Poster”, “Reply-To” will be set to the email address of the person posting the email. 
If you click “This list”, “Reply-To” will be set to the email address of the mailing list. 
If you click “Explicit address”, “Reply-To” will be set to the email address that you must enter in the “Explicit 
Reply-To header” field (immediately below). 
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16. “No mail” setting 

 

Follow these instructions to stop emails to specific members of the mailing list. 

 

1) On the list administrator screen, click “General Options”. 
2) Click “Membership List” in “Membership Management”. 
3) Place a checkmark in the column labeled “nomail” for the member whose emails you wish to stop, and 
click “Submit Your Changes”. 
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17. Cancelling “No mail” setting 

 

Follow these instructions to cancel the “No mail” setting. 

1) On the list administrator screen, click “General Options”. 
2) Click “Membership List” in “Membership Management”. 
3) Remove the checkmark in the column labeled “nomail” for the member whose “No mail” setting you wish 
to cancel, and click “Submit Your Changes”. 

 

 

When “B” is displayed in the “nomail [reason]” box, Mailman has automatically stopped sending emails 
to the member concerned for some reason. Find the cause of the problem in order to restore distribution 
of posting to the member.  
 
Possible causes are: 
A) The email address of the member has changed. 
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B) The email address of the member has been deleted. 
C) The security system used by the member, or the member’s provider, is treating the mailing list 

postings as spam. 
D) The member is not able to receive email because his/her mailbox exceeds its capacity. 
E) The member has set his/her emails to be forwarded, and an error is occurring in the forwarding 

procedures. 

 

 


