Changing Multiple Fields in a List
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The Bulk Update feature in PoliteMail allows you to choose multiple columns within a List and add or change
them to one common value. This allows for quick editing within Lists.

1. Go to POLITEMAIL> Lists > Mailing Lists

File Message Insert Options Formi

2. Click on the list you want to update. Holding down the CTRL key will allow

PoliteMail

FEEE 2 i you to select multiple lists.

3. Go to the Actions > List Operations > Bulk Update

Mailing Lists ~ Contacts ~ Undeliverable ~ Opt-out

3& Lists
A mailing list is a list of contacts with email addresses which have been imported into PoliteMail. This is the list of mailings lists you have importd
the list row. To send to a list, select the desired list and use Actions > Send New Message. When you set Subscription is enabled, the list name ai
of your opt-out page.
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4. From the Edit Custom Fields box, choose which field you want to update from the pull-down menu and
type in the new information. Click Add Field to update multiple columns.

5. Click Save

Now when you double-click on a List to view it, you will see the columns you edited will all have the same
content. If the column is not showing, click on the pull-down menu in any of the columns and check the field
you wish to display.
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Contacts are created whenever you send a tracked email to someone. You can view a contact profile data record with complete interaction history by se
using the 'Add to' menu.

O Search.. % | &) Mew Remove 32 AddTo Actions ~ [i] Delete
Status MName Email Company Region |
/r"‘,,. Joe Smith Jjoesmith@politemail.com PoliteMail South
zr"\,,. Jill Johnson Jilljohnson@politemail.com PoliteMail South
zr"\,,. Barbara lones barbara jones@ politemail.com PaliteMail South
zr"\,,. Leo Williams lec.williams@pelitemail.com PoliteMail South
zr"\,,. Jane Brown janebrown@ paolitemail.com PoliteMail South
zr"\,,. Thom Miller thom.miller@politemail.com PoliteMail South




