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Distribution Lists

This section explains distribution lists and the operations that can be performed on them.
e What is a Distribution List?
® Available Commands for Distribution Lists
® Listing All Distribution Lists
e Listing Selected Distribution Lists
e Adding a Distribution List
e Modifying a Distribution List
e Displaying a Distribution List
® Renaming a Distribution List
® Deleting a Distribution List
® Authorizing User Access to a Distribution List
e Displaying Log Information for a Distribution List
® Displaying Cross-Reference Information for a Distribution List
® Listing Members of a Distribution List
® Adding a Member to a Distribution List

® Deleting a Member from a Distribution List

What isa Distribution List?

Basically, a distribution list is a list of users who are to be sent a particular report.
A distribution list can also be made up of other distribution lists.

Users and lists can be grouped into one distribution list to create a distribution hierarchy that reflects your
organization’s structure. You can then use a distribution list as an addressee when defining report
processing by entering the list name iDiatribute To field.

Any modifications in the contents of a distribution list are automatically reflected in all reports using this
list.
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Available Commandsfor Distribution Lists

» Tolist all available commandsfor distribution lists:
1. In the object workspace, expand Biatribution Lists folder.
2. Select a list and invoke the context menu.
A list of available commands appears.

The following table briefly explains each command:

Command Shortcut Explanation

Add member Add a new member to a distribution list.

Authorization F9 Authorize a user to access a distribution list definition.
Delete Del Delete a distribution list definition.

Display Ctrl+D Display a distribution list definition.

Display Log F10 Display log information for a distribution list.

Filter F3 List selected distribution lists.

List F8 List all distribution lists.

List members List members of a distribution list.

New Ctrl+N Add a new distribution list.

Open Ctrl+O Modify a distribution list.

Rename F2 Rename a distribution list.

XREF Ctrl+Alt+X | Display cross-reference information for a distribution list.

Listing All Distribution Lists

» Tolist all distribution lists:
1. In the object workspace, select Bistribution Lists folder.
2. Invoke the context menu and chobsg.
All existing distribution lists are listed in the content pane.

For each distribution list, the following information is displayed:

Fields: List of Distribution Lists
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Field Explanation

List Name of the distribution list.

Authorization| Authorization used to access the distribution list. Possible values:

ADMIN Indicates that you are defined as administrator with
owner authorization.

PUBLIC All users are authorized for the distribution list.

(User ID or name of This user or the members of the distribution list are

distribution list) authorized for the list.

Members Number of members in the distribution list.

Part of "Yes" means the destribution list is part of another distribution list, "No" that it is |not.

Description | A short description of the distribution list.

Listing Selected Distribution Lists

¥ Tolist distribution lists according to selection criteria:
1. In the object workspace, select Distribution Lists folder.
2. Invoke the context menu and chobseer.

The Select Distribution Lists dialog appears in the content pane. It contains the fakisibution
list andAuthorization.

3. Enter your selection criteria for the distribution lists.
4. Choos®©K.

Now only distribution lists which satisfy the selection criteria appear in the expBmsteibution
Lists folder in the object workspace.

Adding a Distribution List

» Tocreateanew distribution list:
1. Select th®istribution List folder in the object workspace and invoke the context menu.
2. ChooséNew.

TheNew Distribution List window opens in the content pane:
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4jg Distribution List X

— Dhztribution List

Mame : ||

Dezcription : I

— kember List

£ Mame | Uszer A List User Mame / Description

Sdd [relete Select... |

] 8 Cancel Help

3. Enter your data. The fields are described below.

4. When you have finished, choose @i¢ button to save your data.

Fields: Distribution List

Field Explanation

Name Enter a name for the list.

Description| Enter a short description for the list.

Member Use theSelect button to add users to the list. SeEling a User or Listto a
List Distribution List below.

Adding aUser or List to a Distribution List
P Toadd auser or distribution list to a distribution list:
1. Choose th&dect button on the right undéfiember List.

2. Then proceed as described unidding a Member to a Distribution List.
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Deleting a User or List from a Distribution List

To remove a user or distribution list from tkleember List, proceed as described un@ieting a
Member from a Distribution List.

Modifying a Distribution List

¥ Tomodify adistribution list:
1. Select the desired list in the object workspace or in the list of distribution lists.
2. Invoke the context menu and choQxeen.

3. The distribution list is displayed, and you can modify it. The individual fields are described under
Adding a Distribution List above.

You can add a user or list to the distribution list, or delete a user or list from it, as described under
Adding a Distribution List above.

Displaying a Distribution List

¥ Todisplay adistribution list:
1. Select the desired list in the object workspace or in the list of distribution lists.
2. Invoke the context menu and choBssplay.

The distribution list is displayed. For an explanation of the fieldsAddieig a Distribution List.

Renaming a Distribution List

» Torenameadistribution list:
1. In the object workspace or in the list of distribution lists, select the desired list.
2. Invoke the context menu and choBsmame.

3. Change the name of the selected list, and press ENTER.

Deleting a Distribution List

» Todeeteadistribution list:
1. Select the desired list in the object workspace or in the list of distribution lists.
2. Invoke the context menu and chobstete.

A dialog appears, asking you to confirm the deletion.
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3. Chooseresto delete the list, dlo to cancel the operation.

Authorizing User Accessto a Distribution List

P Toauthorize user accessto a distribution list:
1. In the object workspace or in the list of distribution lists, select the desired list.
2. Invoke the context menu and chodsghorization.

TheAuthorization List appears:

i Authorization List - Diskribukion x|

&= D Yes Yas Yag Yes

&PUBLIC Mo Yes  Yes  Yes

It lists all users and user groups on distribution lists who are authorized for the distribution list. It also
displays their authorization level.

3. Invoke the context menu for the dialog and séliext.

The following dialog appears:

4{8 Authorization Definition x|

Object twpe ; IDistriI:lutin:un LizA

Object name : IEFW-LIST

Granted user D I Select. . |

— [Grant options

[T Owrer

[ Modify
[~ Purge
[ Dizplay

[k Cancel Help
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4. Enter data for the authorization. The fields are described Antherizing User Access to a Report
Definition.

5. When you are finished, chodS& to save your data.

Displaying Log Information for a Distribution List

¥ Todisplay loginformation for a distribution list:
1. In the object workspace or in the list of distribution lists, select the desired list.
2. Invoke the context menu and choBssplay L og.
A dialog appears.
¥ Todisplay more detailed log infor mation:
1. Select an entry from the log information dialog and invoke the context menu.
2. Choosénfo.

Detailed log information on the selected entry is displayed.

Displaying Cross-Reference I nformation for a Distribution
List
¥ Todisplay crossreferenceinformation for adistribution list:

1. In the object workspace or in the list of distribution lists, select the desired list.

2. Invoke the context menu and chooseXREF command.

A dialog similar to the following appears:
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4§ XREF of distribution List NOM141 X|

Mare : IHDM141 Relation twpe | Mumber |
O Report definition (distibute ta) 1
tember of a distribution list 2

— kMember of a digtribution list

£ List name Description
Crro'z D okumentyerteiler
HORZ211 Test ligt for HORM211

Cancel Help

» To display moreinformation on arelation type:

® Check a box preceding a relation type to display more information in the area in bottom half of the
dialog.

Listing Members of a Distribution List

P Tolist membersof adistribution list:
1. In the object workspace or in the list of distribution lists, select the desired list.
2. Invoke the context menu and chooseltlse Members command.

A list of the members of the distribution list appears.

Adding a Member to a Distribution List

» To accessthedistribution list window:
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1. Select the appropriate distribution list in the object workspace or in the list of distribution lists.
2. Invoke the context menu and chodsil Member.

A window similar to the following appears:

4|8 Distribution List NOM211 x|

— Distribution List
Mame : |NEIM211

Drezcription :ITest lit For MOR 211

— Member List
£ Mame | User A List User Mame / Description
LISTA1 List list 1
MNOM141 List Test lizt for MOR141
STEWELST List
=AW Usger Steve, Underhil

Add [Nelete Select... |

1] Cancel Help

P Toadd auser or distribution list to a distribution list:
1. Choose th&dect button on the right undéiember List.

TheSelect Users/ Distribution Lists dialog opens in the content pane:



Distribution Lists
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Select Users / Distribution Lists

—zers
£ User D User Mame H
b BAARDF Joe, Wark
& SBL Blordzik, Artje
‘ ALL-LUISER Logical uzernid, representing all uzers
d SAUTOPRNT Autamatic, Printouts ,
& BDE Hardy, Dreesen j

— Diztnbution Lists

£ List Name Description
E{]ﬁALLUSEHS Feports for all users
JiE BPILIST Test AP| distribution ligt 1
'T;]‘Ffl FINAMCE Reportz for Finance Department
JEGGRLIST
JiEHZ Orly Test

— Selected Users / Lists

£ UszerdList

zer Mame # Descriphion

] 4 Cancel

Help

2. Select a user ID or list name; for example:

— Dhztribution Lists

% | WAMCE
{EIGGRLIST

EIHZ1

£ List Mame Description
ﬁ]‘l::"l ALLUSERS Reportz for all uzers
JE]APILIST Test AP distribution list 1

Reportz far Finance Department

hhhhhhhhhbbkkkkhhbbbb

3. Choose the down arr on the right.
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The selected user ID or list name appears irstheeted Users/ Lists section at the bottom of the

dialog:
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— Selected Uszerz £ Listz

£ UserfList [lzer Mame / Dezcription

f,]‘l::'] FINANCE Reportz far Finance Department

4. Choose th®K button.

Distribution Lists

The selected user ID or list name now appears iDiteibution via NOM section of the

Distribution dialog:

— kember List

£ Mame |L|sera’List

I Uszer Mame / Description

FINAMCE List

Reportz for Finance Department

[elete

Select. .

Deleting a Member from a Distribution List

» Toremoveauser or distribution list from the Member List:

1. In theSelected Users/ Lists section at the bottom of ti8elect Users/ Distribution Lists dialog,

select the user or list to be removed:

— Selected Uszerz £ Listz

£ UserfList | [lzer Mame / Dezcription |

FIMAMCE Reportz for Finance Department

5
2. Choose the up arr on the right.
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The selected user or list is removed from$bkected Users/ Lists section and is removed from the
Member List.

12



	Distribution Lists
	What is a Distribution List?
	Available Commands for Distribution Lists
	Listing All Distribution Lists
	Fields: List of Distribution Lists

	Listing Selected Distribution Lists
	Adding a Distribution List
	Fields: Distribution List
	Adding a User or List to a Distribution List
	Deleting a User or List from a Distribution List

	Modifying a Distribution List
	Displaying a Distribution List
	Renaming a Distribution List
	Deleting a Distribution List
	Authorizing User Access to a Distribution List
	Displaying Log Information for a Distribution List
	Displaying Cross-Reference Information for a Distribution List
	Listing Members of a Distribution List
	Adding a Member to a Distribution List
	Deleting a Member from a Distribution List


