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Editing ListSync Access 
Access to ListSync can be edited through Person’s record in dash under the Security tab. There are 
two access levels available:  

• Office Admin - This access allows you to view and to edit the distribution channel preferences 
for your company or office. 

• Read Only - This access allows you to view the distribution channels for your company or 
office. 
 

Follow the steps below to edit access for ListSync. 

1. Log into dash. 

 
2. Access the People 

home page. 

 
3. Locate the record for the 

person you wish to edit. 
Click on the record and 
select Update Details. 
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4. Select the Security tab. 

 
5. From the Applications 

menu, select ListSync. 

 
6. The assigned role for 

this person will have an 
office associated with it. 
In this example, the 
Read Only role is 
currently assigned. 
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7. To switch this person to 
the Office Admin Role, 
click Remove Role in 
the Read Only row. 

 
8. Next, click Manage 

Role in the Office Admin 
row. 

 
9. If this security role 

should apply to all 
current and future 
offices, click Entire 
Company. If this 
security role should 
apply to a certain office 
or offices, click Select 
Offices and then 
choose the appropriate 
offices in the Offices 
column.  
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10. Click Apply to confirm 
the selection. 

 
11. Confirm that the correct 

role has an office name 
next to it, and then click 
Save. 

 
 

 


