
 
 
 
 
 
How do I Create Calmail Mailing List? 

 
In order to create a Calmail mailing list, you must first have a Calmail account.  If you do not yet have a Calmail 
account, please see the document How do I Create a Calmail Account on our How do I website.   

 
Once you have created your mailing list, you will be automatically subscribed with your Calmail (e.g. 
 (username@berkeley.edu) account.  You can configure your Calmail account to forward your messages  to 
your haas email account so that you do not have to check two accounts.  In this document we will show you how 
to create a Calmail mailing list in the first part, and in the second part we will show you how to set up 
forwarding from your Calmail account to your Haas email account.
 

Step Procedure 
 

1 
 
Creating a Calmail Mailing List 
 
To create a new Calmail mailing list, go to the Calmail website at: http://calmail.berkeley.edu  
 
Click on the Manage Your Mailing Lists link on the upper left hand side. 
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Step Procedure 
 

2 
 
Enter your Calmail account name (username) and password. 
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Once you log in, on the upper left hand side you will see the Calmail account that you are logged in with. 
 
To create a mailing list, click on the link Create a List under Manage your Mailing Lists. 
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4 
 
Haas staff and faculty members will be offered a choice between haas.lists.berkeley.edu or 
lists.berkeley.edu. Students can only create lists under lists.berkeley.edu for personal and club usage. 
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 5 
 
Provide the information requested for the mailing list to be created. 
 
To create list under lists.berkeley.edu, choose Personal for List Purpose. 
  
Enter a List Name, this will be the lists’ email address—the part prior to the “@” sign.  
 
Select all the other initial settings.  See the list on the next step. 
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6 
 

Advertised:  Choose Yes if you want other UCB users to be able to see that this list exists.  If you choose No, 
only the people that are members will know about it. 
 
Subscribe Policy: The choices are Confirm and Confirm and Approve.  If you choose Confirm—a user will be 
subscribed to the list when he/she requests it after their email address has been confirmed.  If you choose 
Confirm and Approve, when the subscription request is submitted, their address will be confirmed, then you (or the 
owner) will have to approve the requestors subscription. 
 
Should New Members be Moderated:  Here you can choose whether you want to check and approve the 
messages new members send to the list (before the message is sent) by choosing Yes, or not by choosing No. 

 
Posting From Non Members:  Choose whether you want messages sent from Non-Members to be Accepted 
and sent, Held for moderation so you can check it first, Rejected, or silently Discarded. Both Reject and Discard 
will automatically get rid of the message, but the Reject option will send a message to the sender that their 
message was rejected. The Discard option will automatically discard the message and no notice will be sent to the 
sender. 
 
When you are done entering the above information, click the “Create List” button at the bottom of the form. 
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Once the list is created you will get a message like the one below with the address for your mailing list, and a 
link to start subscribing members to your list. Just click on the subscribe link to add members to your new list. 
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Setting up Forwarding from your Calmail Account 
 
Once you have created your mailing list, if you have a Haas email account, you can setup forwarding on your 
Calmail account so that you do not have to check two account for your mail.  To configure forwarding, follow the 
steps below. 
 
Go to http://calmail.berkeley.edu  and click on the link Manage Your Account 
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At the next window, click the Forwarding link on the left hand side. 
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At the forwarding page, enter the email address  where you would like to forward your Calmail messages 
(such as your Haas email address), then choose the Delivery Mode from the two available radio buttons.  You 
can choose to either save a copy of the forwarded messages on your Calmail account, or to not keep a copy.  If 
you decide to keep a copy, please keep in mind that there is a quota limit for Calmail accounts of 10GB. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


