
Editing the Email Distribution Lists you subscribe to 
in the Partners Phone Directory (PPD) 

 
*Note: 
 

• You may want to print these instructions before you begin. 
• You must be on the Partners Network to edit your PPD entry, either 

in the office or at via VPN or dial-in from home. 
• You must have at least distribution list checked in your PPD entry. 

 
1. Navigate to the PPD > HERE. (opens in a new window) 
 
2. Use SEARCH function to find your entry. 
 

 
 
3. CLICK > your name  to access your information. 
 

 
 
4. Towards the bottom of the page CLICK > “Click here for more detailed 
access to this entry….” 
 

 
 
 
 

http://ppd.partners.org/scripts/phsweb.mwl?APP=PDPERS&ACTION=JUMPMAIN


5. Towards the bottom of the page CLICK > “Edit this entry” button. 
 

 
 
 
6. On next screen, locate area, “Email Distribution Lists”.  Note choices checked. 
MGH Research is also now checked.  Edit entry by checking or unchecking 
boxes next to the Distribution Lists. 
 
7. When finished, CLICK > File button. 
 

 
 

Your changes are saved. 
 

 
 
8. CLOSE > browser window to exit. 
 
  
 
 


