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You can create a PoliteMail list from one or more Exchange lists from within PoliteMail!
Why Convert an Exchange List to a PoliteMail List?

PoliteMail Lists give you several advantages. For one, you can create additional from PoliteMail
Lists. For another, you have many more options because PoliteMail Lists support
Finally, those same Custom Fields can also be used with

1. To start, go to Mailing Lists and selectimport > Outlook/Exchange.

:.'. Mailing Lists

Amailing list is a list of people with email addresses which have been imported into PoliteMail. This is the list of mailing lists you have imparted or that have been shared with you. To view (or add/edit) people on the list, double-click the list rew. Te send to
a list, select the desired list and use Actions > New Message. When you set Subseription to enabled, the list name and description become available for opt-in/cpt-out within the subscription management area of your opt-out page.

P Search.. X | Mew Import ~ Actions £ Sync Filtered Lists I Delete

Type Mailing List Name W Subscription ~* Owner Region Business Created Read Rate
B3 Outlook / Exchange

' Training Update Distro 9 v X Scott Rowland Unassigned Unassigned 2/5/2026 91.2%
G Politemail test custom fields 3 x sierra.gauthe@ politemail c. Unassigned Unassigned 2/11/2026 100%
7 Customer-Facing Distro 18 < * Scott Rowland Unassigned Unassigned 219206 TeT%
I:,‘_ Send 3/16/2026 12:46 PM 1 X Scott Rowland Unassigned Unassigned 3/16/2026 0%
7 YTD_AQs&armers 131 x Scott Rowland Unassigned Unassigned 5/1/2026

QO E Sample Filtered List 217 x Scott Rowland Unassigned Unassigned 7/10/2026 0%
R Send 9/1/2026 8:42 89 x Scott Rowland Unassigned Unassigned 9/1/2026
= ProTips List 217 (%) X Scott Rowland Unassigned Unassigned 10/28/2026 0%
[FA Import from Exchange List 2 < X Scott Rowland Unassigned Unassigned 236:01 AM

2. Awindow will appear for you to select the Exchange List(s) to create a PoliteMail list from.



http://help.politemail.com/help/creating-a-filtered-list
http://help.politemail.com/help/segmentation
http://help.politemail.com/help/custom-fields
http://help.politemail.com/help/dynamic-content

Select 'Address Book' to view all Exchange/Outlook lists
available to you. Double-click on the ones you want to
add to your PoliteMail list, or you can use the Search |

Select recipient group(s):

field to locate a specific list. Added lists will show at the @ ® &2 A R
. . " 0 23
top of the window, then click on "Load Selected'. 2
Address Mailing All Users People
Book List
. A panel opens on the right with options to create a new Displaying 219 of 218 groups found. search Ties
PoliteMail list, or add to or replace an existing list. If you [ searh. *
have , YOu can even create a new 2 way sync
. L. 2waysync@paolitemail.com
Exchange/Outlook list or sync back to an existing one - @ 207 Varetng Fents
no Waltlng for IT! 2017MarketingEvents@commiytics.com
o Accounts Team
AccountsTeam@politernail.com
Set your sharing options and then click Next. @ /roneTestorowr
AdrianaTestGroup@golitemail.com
o Akamai Plan

AkamaiPlan@palitemail.com

. The next panel allows you to pair each field in your
Outlook list to a corresponding field in the PoliteMail - B
list. Use the drop-downs to select the appropriate (i) AI:‘C:TP:@n:HI
matching if any are incorrect, and then click on 'Import'.

@ All Managers

all. managers@politemail.com

politemail.com

o All-Staff-Preview

gs-all-staff@ politermnail.com

Your new PoliteMail list is now created and will display in the
Mailing Lists grid!

| Cancel |



http://help.politemail.com/help/two-way-entra-sync

