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As a best practice, we recommend that the contact is no longer actively collecting metrics before you delete it.
Once you delete a contact, you lose all metrics that contact has collected.

® Removing a contact will delete that contact from a single list.

e Deleting a contact will delete the contact from ALL lists.

Removing a Contact

1. To remove a contact, go to POLITEMAIL> Lists >
Mailing Lists. Double-click on the list to open it.

Mailing Lists ~ Contacts Undeliverable ~ Opt-out

A

-a Lists > Managers (4)

. Single-click the contact to select it.

Contacts are created whenever you send a tracked email to someone. You can view a contact profile dati
using the ‘Add ta' menu.

. Click the Remove button. This will delete the

. . . P _Search... X | Newl Remove I.-; Add To  Actions ™ Delete
contact from this particular list, but keep them on
any other list they are a part of. status - Name | Email
®& A Joe Smith joesmith@politemail.com

Deleting a Contact

1. To delete a contact, go toPOLITEMAIL> Lists >
Contacts. Choose the contact by single clicking

on it. ?‘

-; Contacts

Mailing Lists Contacts Undeliverable  Opt-out

Contacts are created whenever you send a tracked email to someone. You can view a contact
using the "Add to' menu.

2. Now click Delete (The 'X' button inVersion 4.9x).
This will remove the contact from all mailing lists.

| £ joesmith x| ) New [ Add To Actions ™
If you have many contacts to remove or delete, you ©  Status ~ Name | Email
can use the to find specific o A R e

contacts quickly. Hold down the CTRL key to select
multiple contacts for deletion or removal.
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