
 

Mailing List Management: Message Control 

 

After login to CU Mailing Lists Administrators Page, you can do the following to control the message to be sent to your list members: 

 
  Authorize List Members to E-mail the List ................................................................................................................................................................... 2 

Authorize Non-Members to E-mail the list .................................................................................................................................................................. 3 

Control E-mails to Be Sent to the List .......................................................................................................................................................................... 4 

Filter Junk E-mails ......................................................................................................................................................................................................... 5 

 
  

http://listserv.cuhk.edu.hk/listadmin/


 

Authorize List Members to E-mail the List 

1. Click "Membership Management…" under "Configuration 

Categories" at the top frame. 

2. Scroll down and you will see the "Membership List". 

By default, "mod" is checked so that members do not have the 

rights to send e-mails to all subscribers of the list. Their e-mails have 

to be approved before sending to all subscribers. Un-check the box 

to enable members to send e-mails to all subscribers of the list. 

3. Click "Submit Your Changes" to save all your settings.  

 



 

Authorize Non-Members to E-mail the list  

1. Click "Privacy options..." and further select "Sender filters" on the 

top menu. (See Figure 1) 

2. Locate the entry "Include list of non-member addresses whose 

postings should be automatically accepted." Enter the authorized 

email address line by line. (See Figure 2) 

3. Click “Submit Your Changes” at the bottom of the screen to save all 

your settings. 

  

Figure 1 Select "Sender filters" 

 
Figure 2 Enter the authorized email address line by line. 



 

Control E-mails to Be Sent to the List 

1. Click "Tend to pending moderator requests" under the category 

"Other Administrative Activities" at the top frame. It will then list 

out the pending requests, if any.  

2. List administrators or moderators have the rights to defer, accept, 

reject, and discard any request through the options available on the 

screen. 

 
 

 



 

Filter Junk E-mails 
1. Click "Privacy options..." and further select "Sender filters" on the 

top menu. 
2. Define authorized addresses in “List of non-member addresses 

whose postings should be automatically accepted.”. 
3. If the junk messages are sent continuously from few addresses, you 

can enter their addresses in “List of non-member addresses whose 

postings should be automatically discarded.”. 
4. However, most junk messages come from different addresses that 

would be difficult to be defined. In this case, you can choose 

“Discard” in “Action to take for postings from non-members for 

which no explicit action is defined.”. 
5. You can further select “No” in “Should messages from 

non-members, which are automatically discarded, be forwarded to 

the list moderator?” so that you do not need to be notified on the 

automatically discarded message. 
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