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Distribution Lists are used in association with Notifications. By creating a Distribution List, you can add a selection of multiple names that

can be accessed any time you need to send an E-Mail notification from the system.

To navigate to the Distribution Lists, click Portfolio, then under Define, choose Distribution Lists. This displays the overall Manager View for

the module and shows all records for all projects.

To search for an existing document, use the columns to filter for the data you need. For example, use the Description column to search for a

list. You can also narrow your search by school name by selecting it from the Projects drop down menu.

To add a new list, click the Add button. +
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The document screen displays. Enter the following information:

* District (required — select Portfolio)

* Project
* ID (required — number of your list)

* Description

Once completed, click the Save button to continue.
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In the bottom section of the screen, click a selected line, or use Shift + Click to select continuous lines, or CNTRL + click to select non-

continuous lines. Once selected, drag and drop them in the table to the right and release in the white space.

Click the Save button when finished.

Drag a column header and drop it here to group by that column
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COMPANY

CONTACT

DEPARTMENT

A. Pensa Modern Move

Louis A. Pensa

apensamovers@aol.co

President

A. Pensa Modern Move
A. Pensa Modern Move
Albin Cardy

Ambient Group, LLC (T
Ambient Group, LLC (T
Ambient Group, LLC (T
Ambient Group, LLC (T
Ambient Group, LLC (T
Ambient Group, LLC (T

Primary

NULL NULL

Louis A. Pensa

Sergio Cardoso
Julian Heal
Daron Kolb
Charles lepson
Sergio Cardoso

Victor Martino

apensamovers@aol.co

scardoso@ambientgp.
jheal@ambientgp.com
dkolb@ambientgp.com
ciepson@ambientgp.c(
scardoso@ambientgp.

vmartino@ambientgp.c

President

President

President

Ana |. Taveras

Ana Taveras

anairis.taveras@gmail.

Angel Marquez

Angel Marquez

Angel Marquez

Angel Marquez

Anser Advisory Manage

Matt Dandurand

matt.dandurand@anse

Anser Advisory Manage
Anser Advisory Manage
Anser Advisory Manage
Anser Advisory Manage
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Joe DeMarco
Kristin Meligari

Brandon Lantvet

Daniel P. Connelly

joseph.demarco@anse
Kristin.meligari@anser,
brandon.lantvet@anse

dan.connelly@anserad

Project Manager
Project Manager

Office Engineer

Managing Directc
b
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2 | Ana l. Taveras Ana Taveras anairis.taveras@gma

3 Anser Advisory Managen Matt Dandurand matt.dandurand@an
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To utilize a Distribution List on any document you want to E-mail from the system, click the Notification envelope in the toolbar at the top of the document.
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Select Distribution Lists, locate your project and identify your desired Distribution List. Click to select your list and drag and drop it in the table to the
right and release in the white space. Click Save and Close to continue.
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Manual CC field to manually type in an e-mail address for any user that does not have a PMWeb account.

The names you selected in your Distribution List will display in the To field. You can repeat this process for the CC and BCC fields, if needed. Use the

From
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Jennifer Irizarry

[]system

( Louis A. Pensa [A. Pensa Modern Movers] x ) ( Ana Taveras [Ana |. Taveras] x )
( Maftt Dandurand [Anser Advisory Management LLC] x )
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