
Mailing Lists 

Overview 
A mailing list allows you to send one message and have it relayed on to multiple recipients. You create a 

mailing list address, and then attach the recipients. 

Adding a Mailing List 
Click “New List.” 

 

Enter a name for your list. This is for your reference only, you can enter any name you’d like. 

The list address is the address you will send to when you want to reach your recipients. 

The security key is an optional feature that requires you to put the key as the first word in the subject 

when sending to the list. We strongly recommend adding a key to prevent spam from going to your list 

and to prevent loops. 

The private mailing list option allows you to prevent anyone else from sending to your mailing list. This 

will only let the account that created the mailing list send to it. 



 

Next you will want to add recipients to your mailing list. You can add these in the add addresses text 

field, one per line.  Make sure to click “Add these Addresses”  before you click “Save List.” 

You can also select a contact folder and click “Import Folder” to add all of the contacts in that folder to 

your mailing list. 

Click “Save List” to finalize the creation of your mailing list. 

Adding New Recipients to an Existing List 
Select the appropriate radio button next to the list you wish to add more recipients. 

Click on the “Update” button.  

Click on the “Delete” button. 

Scroll down to the add addresses text field and add the appropriate entries (one per line). 

Click “Add these Addresses” and then “Save List.” 

Deleting a Mailing List 
Select the appropriate radio button next to the list you wish to remove. 

Click the “Delete” button. 

 


