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Manage distribution lists
This guide describes how to manage distribution lists within the BlackBerry AtHoc system.

View the following quick action guides for simple steps to complete key tasks:

• View all Quick Action Guides
• Create a static distribution list
• Create a dynamic distribution list
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Create a static distribution list
To create a static distribution list, you must have at least one of the following roles: Alert Manager, Advanced
Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or Basic
Administrator.

1. In the navigation bar, click Users > Distribution Lists.
2. On the Distribution Lists screen, click New > Static.
3. On the New Distribution List screen, enter values in the following fields in the Basic Info section:

• Name: Enter a unique and easily identifiable name for the distribution list. The distribution list name has a
128 character limit.

• Common Name: This field automatically populates based on the text entered into the Name field, but you
can override it with a different name. The distribution list common name has a 128 character limit.

• Type: This field cannot be edited.
• Description: Optionally, enter details about the distribution list that will enable other operators to decide if

the distribution list should be included in their alert.
• Folder: Optionally, click Select and then drill down into the folder hierarchy to select the location to store

the distribution list in. If you do not click the link, the distribution list will appear at the top level of the folder
hierarchy.

4. Add users to your distribution list in the Distribution List Members section.

• To add individual users, in the Members section, click Modify. Enabled users who can be added are
displayed on the Users screen. Select the check boxes beside the names of the users to add, and then click
Add Selected.

Tip:  You can add users to the distribution list based on the User Last Updated Source attribute. For more
information, see Create a static distribution list based on the User Last Updated Source attribute.

• To import users, in the Members section, click Import File. On the Import Users window, click Browse to
select a .csv file and then click Import.

• To add an existing distribution list, in the Nested Static Lists section, click Modify. On the Nested Static
Lists screen, select the lists you want to add and then click Add Selected.

5. Click Save.
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Create a static distribution list based on the User Last
Updated Source attribute
Operators can create a static distribution based on the source that last updated the users' profiles. The following
table lists the possible sources and the search terms required create a static distribution list using the User Last
Updated Source attribute.

Source Search term

Mobile app • Check-in
• Check-out
• Report
• Emergency
• User Tracking - Mobile App
• Mobile

Self Service SelfService

BlackBerry AtHoc Management System ManagementSystem

User Sync Client UserSyncClient

API API

CSV Import UserImport

Targeted Device • Alert Tracking - Desktop Popup
• Alert Tracking - Email
• Alert Tracking - Mobile App
• Alert Tracking - Phone
• Alert Tracking - Text Messaging

1. In the navigation bar, click Users > Distribution Lists.
2. On the Distribution Lists screen, click New > Static.
3. On the New Distribution List screen, enter values in the fields in the Basic Info section. For details, see Create

a static distribution list.
4. In the Distribution List Members section, beside Members, click Modify.
5. On the Users screen, beside the search field, click Advanced.
6. On the Create Conditions window, select the AND/OR  operator. When AND is selected, users must meet

all search conditions to be included in the search results. When OR is selected, users that match any of the
search conditions are included. The default is AND.

7. From the Select Attribute list, select User Last Updated Source.
8. Select an operation from the Select Operation list.
9. In the blank field that appears, enter the source to use to add members to the static distribution list. The text

you enter in this field must match one of the search terms listed in the table above. You can add more than
one source, separated by a comma. For example, API, UserSyncClient.

10.Click Apply.
11.On the Users screen, select the users to add.
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12.Click Add Selected.
13.Click Save.
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Create a dynamic distribution list
To create a dynamic distribution list, you must have at least one of the following roles: Alert Manager, Advanced
Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or Basic
Administrator.

1. In the navigation bar, click Users > Distribution Lists.
2. On the Distribution Lists screen, click New > Dynamic.
3. On the New Distribution List screen, enter values in the following fields in the Basic Info section:

• Name: Enter a unique and easily identifiable name for the distribution list. The distribution list name has a
128 character limit.

• Common Name: (Optional) This field automatically populates based on the text entered into the Name field,
but you can override it with a different name. The distribution list common name has a 128 character limit.

• Type: This field cannot be edited.
• Description: Optionally, enter details about the distribution list that will allow other users to decide if the

distribution list should be included in their alert.
• Folder: Optionally, click Select and drill down into the folder hierarchy to find the location to store the

distribution list. If you do not click the link, the distribution list appears by default at the top level of the
folder hierarchy.

4. In the Distribution List Members section, click View.
5. On the Create Conditions window, select the AND/OR operator. When AND is selected, users must meet all

conditions to be added to the distribution list. When OR is selected, users that match any of the conditions are
included. The default is AND.

6. In the Select Attribute drop-down list, select the first attribute you want to use as targeting criteria for the
distribution list.

7. In the Select Operation drop-down list, select the operation to assign to the attribute.

Note:  The list of operations varies depending on the type of attribute selected.
8. In the third field, enter or select a value for the attribute.

Tip:  For Multi-select Picklist, Single-select Picklist, and Status type attributes, enter characters in the search
box to filter the list of attribute values. You can enter characters that appear anywhere in the attribute value.

9. Optionally, click Add Condition and then repeat steps 6 through 8 to add additional attribute conditions as
targeting criteria.

Tip:  You can add users to the distribution list based on the User Last Updated Source attribute. For more
information, see Create a dynamic distribution list based on the User Last Updated Source attribute.

10.Optionally, if your organization is set up to display organizations, in the Organization Hierarchy section of
the Attribute list, select one or more organizations or organizational nodes to use as targeting criteria for the
distribution list.

Note:  Users must belong to the selected organizational nodes and meet the other specified attribute
conditions to be included in the distribution list.

11.Click Add.
12.Click Save.
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Create a dynamic distribution list based on user role
To create a dynamic distribution list you must have at least one of the following roles: Alert Manager, Advanced
Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or Basic
Administrator.

1. In the navigation bar, click Users > Distribution Lists.
2. On the Distribution Lists screen, click the New > Dynamic.
3. On the New Distribution List screen, enter values in the following fields in the Basic Info section of the screen:

• Name: Enter a unique and easily identifiable name for the distribution list.
• Common Name: (Optional) This field auto-populates based on the text entered into the Name field, but you

can override it with a different name if you want.
• Type: This field cannot be edited.
• Description: Optionally, enter details about the distribution list that will allow other users to decide if the

distribution list should be included in their alert.
• Folder: Optionally, click Select and drill down into the folder hierarchy to find the location to store the

distribution list in. If you do not click the link, the distribution list will appear by default at the top level of the
folder hierarchy.

4. In the Distribution List Members section, click View.
5. On the Create Conditions window, select the AND/OR operator. When AND is selected, users must meet all

conditions to be added to the distribution list. When OR is selected, users that match any of the conditions are
included. The default is AND.

6. Click the Select Attribute list, and then scroll down and click the Roles attribute in the Operator Attribute
section.

7. In the Select Operation field that appears, select the equals operator.
8. A third field appears on the screen listing the roles available in the system. Click the role or roles you want to

include in the distribution list.

You can enter characters in the search box to filter the list of roles. You can enter characters that appear
anywhere in the name of the role.

Note:  Operator roles that are associated with disabled features do not appear in the list. For more information,
see "BlackBerry AtHoc roles" in the BlackBerry AtHoc Manage Operators and Administrators  guide.

9. Click Apply. The Distribution List Members section displays the user roles that are included in the distribution
list.

10.Optionally, click View to view the list of members. Click Back to return to the Distribution List details screen.
11.Optionally, click  to copy the selected conditions to use when creating another distribution list.
12.Click Save.
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Create a dynamic distribution list based on organization
subscriptions
To create a dynamic distribution list, you must have at least one of the following roles: Alert Manager, Advanced
Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or Basic
Administrator.

You can create a dynamic distribution list based on organization subscriptions to view users who are subscribed
to each suborganization in an enterprise or super enterprise organization and to target them in alerts and
accountability events.

1. In the navigation bar, click Users > Distribution Lists.
2. On the Distribution Lists screen, click New > Dynamic.
3. Enter values in the following fields in the Basic Info section of the screen:

• Name: Enter a unique and easily identifiable name for the distribution list.
• Common Name: (Optional) This field automatically populates based on the text entered into the Name field,

but you can override it with a different name.
• Type: This field cannot be edited.
• Description: Optionally, enter details about the distribution list that will allow other users to decide if the

distribution list should be included in their alert.
• Folder: Optionally, click Select and drill down into the folder hierarchy to find the location where you want

to store the distribution list. If you do not click the link, the distribution list will appear by default at the top
level of the folder hierarchy.

4. In the Distribution List Members section, click View.
5. On the Create Conditions window, click the Select Attribute list, and then scroll down and click Subscribed

Organizations in the Attribute section.
6. In the Select Operation field that appears, select the equals operator.
7. In the field that appears, select your organization.

Tip:  You can enter characters in the search box to filter the list of organizations. You can enter characters that
appear anywhere in the name of the organization.

8. Click Apply.
9. Optionally, in the Distribution List Members section, click View to view the users and their subscribed

organizations.
10.Click Save.
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Create a dynamic distribution list based on the User Last
Updated Source attribute
Operators can create a dynamic distribution list based on the source that last updated users' profiles. The
following table lists the possible sources and the search terms required to create a dynamic distribution list based
on the User Last Updated Source attribute.

Source Search term

Mobile app • Check-in
• Check-out
• Report
• Emergency
• User Tracking - Mobile App
• Mobile

Self Service SelfService

BlackBerry AtHoc Management System ManagementSystem

User Sync Client UserSyncClient

API API

CSV Import UserImport

Targeted Device • Alert Tracking - Desktop Popup
• Alert Tracking - Email
• Alert Tracking - Mobile App
• Alert Tracking - Phone
• Alert Tracking - Text Messaging

1. In the navigation bar, click Users > Distribution Lists.
2. On the Distribution Lists screen, click New > Dynamic.
3. On the New Distribution List screen, enter values in the fields in the Basic Info section. For details, see Create

a dynamic distribution list.
4. In the Distribution List Members section, beside Membership Criteria*, click View.
5. On the Create Conditions window, select the AND/OR  operator. When AND is selected, users must meet

all search conditions to be included in the search results. When OR is selected, users that match any of the
search conditions are included. The default is AND.

6. From the Select Attribute list, select User Last Updated Source.
7. Select an operation from the Select Operation list.
8. In the blank field that appears, enter the source to use to add members to the static distribution list. The text

you enter in this field must match one of the search terms listed in the table above. You can add more than
one source, separated by a comma. For example, API, UserSyncClient.

9. Click Apply.
10.Optionally, click View to view the list of members. Click Back to return to the Distribution List details screen.
11.Click Save.
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View all distribution lists
If you are an End Users Manager, you can access the Distribution Lists screen by navigating to Users >
Distribution Lists.

The Distribution Lists screen opens, displaying all distribution lists you have permission to view in the BlackBerry
AtHoc system. The following details are provided for each distribution list:

• The name of the list in the system
• The type of list: Static or Dynamic
• The system folder where the list is located

 | View all distribution lists | 13



Search for distribution lists
1. In the navigation bar, click Users > Distribution Lists.
2. Enter all or part of a distribution list name in the Search list by name field.
3. Optionally, to limit the search to a particular type of distribution list, select and deselect the relevant check

boxes in the Show lists of type field.
4. Click  to view the results.
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View distribution list details
To view information about distribution lists, you must have at least one of the following roles: Alert Manager,
Advanced Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or Basic
Administrator.

1. In the navigation bar, click Users > Distribution Lists.
2. Select a distribution list.

The distribution list details screen opens, displaying all of the information in the BlackBerry AtHoc system for
the corresponding list.

Note:  The content of the details screen varies depending on whether the list is static or dynamic.
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Edit distribution list details
If you want to edit a static or dynamic distribution list that is from a remote organization, the only two fields that
you can update are Name and Folder.

1. In the navigation bar, click Users > Distribution Lists.
2. Click  beside the distribution list you want to edit.

Note:  The content of the distribution list edit screen varies depending on whether the list is static or dynamic.
3. Make changes to any of the editable fields on the screen.
4. Click Save.
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Delete a distribution list
If you have at least one of the following roles: Alert Manager, Advanced Alert Manager, Distribution List Manager,
Enterprise Administrator, Organization Administrator, or Basic Administrator, you can delete distribution lists in
the system if all of the following are true:

• The list is not currently part of an alert template
• The list is not part of a draft alert
• The list is not nested within another distribution list

1. In the navigation bar, click Users > Distribution Lists. The Distribution Lists screen opens.
2. If the distribution list you want to delete already appears in the results table, select the check box beside its

name. Otherwise, use the Search list by name field to locate the list, then click its name in the results field.
3. Click Delete.
4. If the lists you selected can be deleted, click Delete on the screen that appears. If a list cannot be deleted,

the pop-up screen displays details about where the list is currently in use in the BlackBerry AtHoc system. To
delete the list, you must first delete it from the alert or remove it from the distribution list it is nested in.
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Export a distribution list
To export all members of a distribution list, you must have at least one of the following roles: Alert Manager,
Advanced Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or
Basic Administrator. To export only selected members of a distribution list, see Export the members of a dynamic
distribution list and Export the members of a static distribution list.

1. In the navigation bar, click Users > Users.
2. On the Users screen, click .
3. Select a distribution list and then click Apply.
4. In the user list, select the check box next to each member name that you want to export.
5. Click More Actions > Export > Users.
6. On the Export Users screen, choose a set of columns to export.
7. Click Export PDF or Export CSV.
8. When the export is complete, save or open the .pdf or .csv file.
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Export the members of a dynamic distribution list
To export the members of a distribution list, you must have at least one of the following roles: Alert Manager,
Advanced Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or Basic
Administrator.

1. In the navigation bar, click Users  > Distribution Lists.
2. On the Distribution Lists screen, select a dynamic distribution list.
3. In the Distribution List Members section, beside Users , click View.
4. Optionally, on the Member Users screen, click All Users and select to filter the list by Enabled Users with

Operator Permissions or  All Users with Operator Permissions.
5. Optionally, click Add to add additional columns to the export. Only displayed columns are included in the

export file.
6. Click Export CSV.
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Export the members of a static distribution list
To export the members of a distribution list, you must have at least one of the following roles: Alert Manager,
Advanced Alert Manager, Distribution List Manager, Enterprise Administrator, Organization Administrator, or Basic
Administrator.

1. In the navigation bar, click Users  > Distribution Lists.
2. On the Distribution Lists screen, select a static distribution list.
3. In the Distribution List Members section, beside Members, click View.
4. Optionally, click More Actions > Modify to remove specific distribution list members from the export.
5. Optionally, click Add to add additional columns to the export. Only displayed columns are included in the

export file.
6. Click More Actions > Export CSV.
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Configure distribution list folders
Distribution list folders define the structure of static and dynamic lists that can be selected as alert or event
targets. You can create distribution lists using the Distribution Lists screen or by integrating with an external user
directory.

1. In the navigation bar, click .
2. In the Users section, click Distribution List Folders.
3. On the Distribution List Folders screen, click Add Node to add a new node. If no nodes are selected, the new

node is added to the bottom of the distribution list hierarchy. Select an existing node and click Add Node to
add a new node under it.

4. Type the node name in the new field and hit Enter. The node name has a 128 character limit.
5. Optionally, to move a node, drag the node to the new location.
6. Optionally, to edit a node name, double-click on the node name and type your changes.
7. Optionally, to delete a node, select the name, and click Delete Node.
8. Optionally, to revert your changes, click Remove Changes.
9. Click Save.

All new and modified nodes are displayed in italics until saved.
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BlackBerry AtHoc Customer Support Portal
BlackBerry AtHoc customers can obtain more information about BlackBerry AtHoc products or get answers to
questions about their BlackBerry AtHoc systems through the Customer Support Portal:

https://www.blackberry.com/us/en/support/enterpriseapps/athoc

The BlackBerry AtHoc Customer Support Portal also provides support via computer-based training, operator
checklists, best practice resources, reference manuals, and user guides.
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Documentation feedback
The BlackBerry AtHoc documentation team strives to provide accurate, useful, and up-to-date technical
documentation. If you have any feedback or comments about BlackBerry AtHoc documentation, email
athocdocfeedback@blackberry.com. Please include the name and version number of the document in your email.

To view additional BlackBerry AtHoc documentation, visit https://docs.blackberry.com/en/id-comm-collab/
blackberry-athoc. To view the BlackBerry AtHoc Quick Action Guides, see https://docs.blackberry.com/en/id-
comm-collab/blackberry-athoc/Quick-action-guides/latest.

For more information about BlackBerry AtHoc products or if you need answers to questions about your BlackBerry
AtHoc system, visit the Customer Support Portal at https://www.blackberry.com/us/en/support/enterpriseapps/
athoc.
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Patents, as applicable, identified at: www.blackberry.com/patents.
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PARTY PRODUCTS AND SERVICES REFERENCED HEREIN INCLUDING WITHOUT LIMITATION ANY OF THE
FOLLOWING DAMAGES: DIRECT, CONSEQUENTIAL, EXEMPLARY, INCIDENTAL, INDIRECT, SPECIAL, PUNITIVE,
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EXPECTED SAVINGS, BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, LOSS OF BUSINESS
OPPORTUNITY, OR CORRUPTION OR LOSS OF DATA, FAILURES TO TRANSMIT OR RECEIVE ANY DATA,
PROBLEMS ASSOCIATED WITH ANY APPLICATIONS USED IN CONJUNCTION WITH BLACKBERRY PRODUCTS OR
SERVICES, DOWNTIME COSTS, LOSS OF THE USE OF BLACKBERRY PRODUCTS OR SERVICES OR ANY PORTION
THEREOF OR OF ANY AIRTIME SERVICES, COST OF SUBSTITUTE GOODS, COSTS OF COVER, FACILITIES OR
SERVICES, COST OF CAPITAL, OR OTHER SIMILAR PECUNIARY LOSSES, WHETHER OR NOT SUCH DAMAGES
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IN ADDITION TO THE LIMITATIONS AND EXCLUSIONS SET OUT ABOVE, IN NO EVENT SHALL ANY DIRECTOR,
EMPLOYEE, AGENT, DISTRIBUTOR, SUPPLIER, INDEPENDENT CONTRACTOR OF BLACKBERRY OR ANY
AFFILIATES OF BLACKBERRY HAVE ANY LIABILITY ARISING FROM OR RELATED TO THE DOCUMENTATION.

Prior to subscribing for, installing, or using any Third Party Products and Services, it is your responsibility to
ensure that your airtime service provider has agreed to support all of their features. Some airtime service
providers might not offer Internet browsing functionality with a subscription to the BlackBerry® Internet Service.
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Third Party Products and Services until all necessary licenses have been acquired. Any Third Party Products and
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