





Viewing / Editing a Distribution List

Control Panel > Communication > Distribution List

Viewing / Editing a Distribution List:

1. Go to Control Panel > Communication > Distribution List.

2. Locate the desired list and click on Edit.

System Distribution Lists i
I:l Property Hame Description
All Nen-Tenant
S All Mon-Tenant Users - Query

One Corporate All Tenant All Tenant Managers

Tower lManagers

One Corporate All Tenant - .

Towes Msnsgc—rs-ﬂuc—ryn” Tenant Managers - Query Edit

Cne Corporate All Tenants - All Tenants - Query Edit

Tower Query

3. Make the desired changes to the Distribution List Name, Description, and/or Search

criteria.

4. To view users associated with the selected Distribution List that have been manually added

individually using the Add Users button, click on the Members tab.

Members I Queries |  SearchResutt |
Last Name FirstMame  Email E’:—;:‘;ﬁ“m E
Dsallas HelpDesk hd@chre.com MIA MIA No x
Smith Joe joe smith@email.com A MIA No x
Chav Kor KorChav@gmail.com MIA MNIA No x
James Tom tom.jam invalid.com  M/A A Mo x
Paortsl Axiz axisportal@gmail.com MIA MIA No x

5. Click x to remove individual users from the Distribution List.
6. To view users that have been added using the Add Query option, click on the Queries tab.

7. Click on View under the Email View column. The associated users will be displayed as a list

below.
Hembers
Property Euilding Tsant  UserGroup  SedteR o mm!m FirstHame LastMame — Email View
One Corporate Towe Both @’
id
. o

Query View y

EirstHame  Email Bhone umber & Tanant s

Eddie i g0 il gom A LY Ho

Gaafirey Gscreuliches gom Ll Lo o

Dy @ erisporipl gom EPLLLLLLL L T WA o

fan gy chpnT@ceey gom WA WA e
Chav Hor Egrlhpwiiarpil A NA No
Catlas HalcTes bofichre com WA WA No
Coe dohn 0 f A LY

248 Ho
Eoed Ik beskarfsisortal com TB4B808TTTT  NA Ho



8. Click % next to View of the desired Query filter to remove the Query along with all the

associated users from the Distribution List.

9. Click on Save.



