BOGAZiCi UNIVERSITY
INFORMATION TECHNOLOGIES DEPARTMENT

MAILMAN (E-MAIL LIST MANAGEMENT) USER GUIDE

What is Mailman (E-Mail List Management)?

The E-Mail List Management is a system that administrators or members of Bogazigi University
e-mail lists can log into. If you are an administrator or member of any e-mail list, you can log in
by using your Bogazic¢i e-mail account username and password.

1. User Login

Visit https://mailman.bogazici.edu.tr/accounts/login page from your web browser. Enter your
username and password that you use to log into your Bogazigi e-mail account and click the
"Sign In" button.
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2. E-Mail Verification

A verification email will be sent to your email account. Click on the link in the email to verify your
account.

Then log in again with your username and password that you use to log into your Bogazigi e-mail
account.




postorius@mailman-v3.bogazici.edu.tr |
Kime (R

Hello from smtp.bogazici.edu.tr!
You're receiving this e-mail because user GElEEEEEEE has given your e-mail address to register an account on smtp.bogazici.edu.tr.
To confirm this is correct, go to https://mailman-v3.bogazici.edu.tr/accounts/confirm-email/MTk: 1tB625:8UhWaTkwDrvn2gX9Y37GUQAbpnw/

Thank you for using smtp.bogazici.edu.tr!
smtp.bogazici.edu.tr

3. E-Mail Lists

After you log in, the email lists in which you are a member or an administrator will be listed on
the page. By clicking on the lists, you can perform administrative operations on the relevant list.
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Mailing Lists

Ust name Post address Description
Slstbogazicieduts
Slistbogazciedutr
Gistbogazicleduty
Sustboganieduty
Slstbogazicieduty
Qlstboganciedutr
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4. Adding and Removing Members from the List

For bulk email list subscription, you can add the e-mail addresses of the members to the list by
typing them in the blank space using the "Mass Subscribe" option from the "Mass Operations"
section.

Similarly, you can remove them from the e-mail list by typing the e-mail addresses of whom you
want to remove from the membership with the "Mass Removal" option.

If you select the "Pre Verified" option, there will be no need to verify that the e-mail addresses of
the accounts you will add to the list are valid. So you can select that option and then click the
"Subscribe Users" button.
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5. Changing the Default Value for List Members to Be Able to Send E-Mail to the List

After clicking on your relevant e-mail list in the Lists menu, click on the "Settings" button in the
menu.

Click on the "Message Acceptance" setting as shown on the right screenshot. The setting
marked in red indicates the default action that will occur when a member posts to the list. In
other words, any member on the list will be subject to this setting when they send an e-mail to
the list unless a special setting is configured for the member.




Options:

o Default processing: You can select this option so that members can NOT send e-mail to
the list.

e Acceptimmediately: You can select this option so that all members can send e-mail to
the listimmediately.

In other options, there are various actions such as sending a notification to the list owner when
an e-mail is sent to the list.
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6. Defining the Permission for a List Member to Send Email to the List

After clicking on your relevant email list in the Lists menu, click on the "Members" section from
the "Users" button in the menu.

Click on the "Member Options" section on the right side of the relevant member.
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For the moderation part of subscription options, you can give permission to the users to send
email directly by selecting the "Accept immediately" option instead of "List default" option at
the bottom of the page.

7. Notes

# Mailman, a software designed for managing electronic mailing lists, is free software licensed
under the GNU General Public License. (https://list.org/index.html)

# The Email List Management System can be accessed through BU-NET. BU-VPN must be used
for access.

# For email list creation requests, applications must be submitted using the Issue Tracking
System > Information Technologies Department > Account Management > Email List/Group
Creation (Mailman) category; for updates, the Issue Tracking System > Information
Technologies Department > Account Management > Email List/Group Update (Mailman)
category must be used.

# Email list creation requests from Administrative/Academic units are subject to approval by the
General Secretariat and the Rector's Office.

# Users who subscribe to email lists or are added as subscribers can unsubscribe themselves.

# For users subscribed to email lists, messages that cannot be delivered due to client-server
issues are attempted to be sent by the system a total of (5) times. If errors still persist (bounce),
the user is automatically unsubscribed by the system.




