Managing Distribution List Membership Using ARSweb

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. Logonto http://arsweb/cos/.

G

2. Click into the Quick Search field and type in the name of the distribution list you wish to edit (e.g.
SPU_0365Users). Then press Enter or click on the magnifying glass P,

City of Seattle

| SPU_0365Users|

ol

I

Directory Management

Manage directory data, such as users and groups. The scope of your authority depends upon permissions you

are granted by high-level administrators.

Settings

View or modify your personal settings that control the display of the Web Interface. You can choose the

language and change the look of the pages.

Approval

Perform the tasks relating to approval of administrative operations. The scope of your responsibilities depends
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upon your role in the approval workflow processes.

* 1 09

Seftings  Help

3. Click on the distribution list name (e.g. SPU_0365Users).
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SPU_O365Users

ad.seattle.gov/Departments/SPU/SPU Groups I

4. Click on the Menu tab and then click Members in the left navigation pane.
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Delete E-mail Addresses
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ﬁ SPU_0365Users|-> General Properties

Active Directorv / ad.seattle.gov / Departments / SPU / SPU Groups

General

Managed by

Membership Approval
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Picture

Object

View or modify general properties, such
as group name, group scope and group
type, of the group you have selected.

*Group name (pre-Windows 2000):
SPU_0365Users

Q_wsplay name:
SPU_0365Users

Description:

Resource URL:

Keywords:
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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 %.)

City of Seattle 2 salwitz-C, David—c - Logout | 3 | @ ‘\E'
( 2 Home Directory Management  Approval  Settings  Help
Members ﬁ SPU_0365Users | -> Members
Member Of Active Directory / ad.seattle.gov / Departments / SPU / SPU Groups
Deprovision
¥ Mame -~ Description Type
Move B . = .
Copy
Rename [[] % Andrewl (LaurelAnd User
Change History User
% M % Scott.
General Properties [ %  HoH(Helen Ho@seattle.gov) User
Exchange Properties E % Petersic A Peterson =
Delete E-mail Addresses 0% Po Poll User
Add to groups M % pouso . Parisent ) T
0% User
® How Do I
View a list of members of the group you 2 [ % SeeB(Bemadeite See@seattle.qov) User
have selected. Use the Add and Remove z
buttons te medify the list. If you do not < [[] %  Woodenl (1 eeanne:Wooden@seattle.qov) User
see Add and Remove, the group is
controlled by a policy defined in Quest ™ Show indirect members
One ActiveRoles. For instance, this might =
be a Dynamic Group. Use the Quest One ¥ Show pending members.
ActiveRoles console to manage such
groups.
6. Click Add to add a new member to the distribution list.
ﬁ SPU_0365Users -> Members [=]
g H 7
Active Directory / ad.seattle.gov / Departments / SPU [ SPU Groups

7. Inthe Select Object window, type the employee name you wish to add in the Name field and click

Search.
Find in: ad.searﬂé._gw Browse...
I Mame: Joanne Anton " Search IYDU can specify multiple names separated by semicolons (;).
¥ Name o Description Type
= | 1 - 1o
£ Ao User
Select All
Remove Temporary Access
o
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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.

Find in: :_ad..seaﬁ.ié._gw | | Browse...
Name: Joanne Anton Search  You can specify multiple names separated by semicolons (;).
¥ N ~ Description Type
£ [ R 2 i ¥
User
Select All
Remove Temporary Access...

Cancel

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

Deprovision

Moye ] leme - Description . Tipe .
Copy i

Rename [l % Andrewt (La User

Change History a I Fl € Anton (oa I Usar

General Properties § [ & Scoti. User

10. When finished, be sure to click Logout.
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Removing a user to a distribution list using ARSweb

1. Toremove a member from a distribution list, click the checkbox next to the user’s name, then click

2.

3.

4.

Remove.
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Member Of

Settings

Help
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Delete

S e a— |
Deprovision
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Move
B ¥ Ed ¥

Copy
Rename [ % Andrewl (Laurel User
Change History F Auiei] [ Soen User
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General Properties [ % CarpenS (Scolt.C ttie.qov) User

Click OK to remove the selected member from the group.

:I Do you want to remove the selected member(s) frem the group?

Message from webpage

| ok

—

[ Cancel

The member has been removed.
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MGabEroE Active Directory / ad.seattle.qov / Departments / SPU / 5PU Groups
Delete
Deprovision

¥ Name -~ Description Type
Move 2 o

l T T 4 L4
Copy L |
Renams [7] %% Andrewi (LaurelAndrews@seattle.qov) User
Tt vRstaty CarpensS (Scott. Carpenter@scattic gov) e
% (W 3

General Properties [C] %  HoH (HelenHoGseatile gov) User

When finished, be sure to click Logout.
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