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Introduction 
 

Each list in the List Management system has an expiration date. To ensure that lists are adequately maintained (i.e. membership 

is kept up to date), an expiration date of maximum one year from the creation date is allowed. Expiration date is not a mandatory 

field when creating a list, so if no expiration date is stipulated, a default value of one month from the date of creation is 

automatically assigned to the list. List owners must be diligent in managing expiration dates. 

 

 

 

Step 1: Expiration Notifications 
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How to…  
Manage Expiration Dates in the LMS 

 

A notification will be sent to the list owner one month 
prior to the list expiration date. The list editor will 
receive a notification one week prior to this date.  

 If no action is taken by the list editor or list owner, the 
list will automatically expire and be removed from the 
target system(s).  

The list status will update to Expired (on the 
dashboard) and kept in the system for a six-month 
grace period. The list will be deleted from the system if 
no action is taken during this time.  
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Step 2: Extend the list expiration date 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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  

List expiration dates can be updated or extended at any 
time (including up to six months after the list expires). It 
is recommended that the expiration date be reviewed 
whenever changes are made to a list.  

On the dashboard, select the pencil icon to the right of 
the required list name, or select the list name.  

Select Edit List to open the list properties page.  Then, 
select the required date in the expiration date field.  

Select Save list and view to save your changes. 
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