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Introduction 
 

As a list editor or owner, you can populate lists in the List Management System either with individuals, groups or by attributes. 

This guide will show you how to populate by attributes. Please note a person must have a current Griffith affiliation to be able to 

add them to a membership list.  

 

 

 

Step 1: Add individuals to a list according to attributes 
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How to…  
Populate a List by Attributes (LMS) 

Login to the LMS and at the main dashboard, 
select the pencil and paper icon next to the list 
you wish to add to. 

Select Attributes. 
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       Step 2: Change existing attributes to populate a list 
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note when existing attributes are changed, all existing members (populated according to attributes) will be deleted from 
the list. The list will be re-populated according to the new attributes.  

 

 

 

 

 

 

 

 

 

 

Select Add attributes.  

Select either Yes or No for Update memberships 
every night > select either All or Any for the rules 
below will match.  

Select the attributes you wish to apply under the 
Configure attribute member list. When you are 
done, select Propose attributes.   

Repeat steps 1.1 and 1.2.  

Check the attributes you have selected, and if you 
are happy with the selection, select Finalise 
attribute list. A Save new attribute list result 
message will display to confirm if the addition was 
successful or not.   
 
If required, select Request a threshold upgrade. 

Select Return to main edit and view to return to the 
List properties page or View list members to 
review the members list. 

Select Rework attributes.  

You can remove attributes under Current 
attribute list by select the red cross next to each 
relevant item. 
 
To add new attributes, select from the options 
under Configure attribute member list. 
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       Step 3: Delete all attributes and associated members 
   

 

 

  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

For more information contact: 

Digital Solutions | Corporate Services 

Ph (07) 3735 5555 (Brisbane) | (07) 5552 5555 (Gold Coast) 

    Email ithelp@griffith.edu.au   

griffith.edu.au/digital-solutions  

When you are done, select Propose attributes.  
Review the attributes you have selected, and 
select Finalise attribute list when satisfied. 

Select Request a threshold upgrade if you need to, 
OR  
select Return to main edit and view to return to the 
List properties page, OR  
select View list members to review the members 
list. 

Repeat steps 1.1 and 1.2.  

Select Clear attributes. 

Select Return to main edit view to return to the 
List properties page, OR > View list members 
to review the member list. 
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