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ARSweb is currently being used to manage distribution lists rather than using Outlook.  

If you have feedback regarding this procedure, please send an email to doit_help@seattle.gov.  

Adding a user to a distribution list using ARSweb 
1. Log onto http://arsweb/cos/.  

2. Click into the Quick Search field and type in the name of the distribution list you wish to edit (e.g. 
SPU_O365Users). Then press Enter or click on the magnifying glass . 

  

3. Click on the distribution list name (e.g. SPU_O365Users). 

  

4. Click on the Menu tab and then click Members in the left navigation pane.  
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5. All distribution list members will appear as shown below. (Note: Non-SEA domain members will show an 
“x” on the user icon .) 

  

6. Click Add to add a new member to the distribution list.  

  

7. In the Select Object window, type the employee name you wish to add in the Name field and click 
Search.  
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8. Click on the employee name in the Search Results field. The name will then appear in the lower field as 
shown below. Then click OK to add the employee to the distribution list. 

    

9. The new member has been added to the distribution list as shown below. 

   

10. When finished, be sure to click Logout. 
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Removing a user to a distribution list using ARSweb 
1. To remove a member from a distribution list, click the checkbox next to the user’s name, then click 

Remove. 

  

2. Click OK to remove the selected member from the group. 

  

3. The member has been removed. 

 
4. When finished, be sure to click Logout. 

 


	Adding a user to a distribution list using ARSweb
	Removing a user to a distribution list using ARSweb

