Using Bulk Update to Change Multiple Fields in
a List
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Applies To: M PoliteMail Desktop M PoliteMail Online W PoliteMail 0365
Version: W 4.94 m4.97 m5.0+

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.
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3. Go to the Actions > List Operations > Bulk Update
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A mailing st is a list of contacts with email addresses which have been imported into PoliteMail. This is the list of mailings lists you have importe
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 a1
of your opt-out page.

@ List Operations > & Combine Lists
R search... X | New ™~  Import v  Actions v v SetSharing ® Select In-Common
& Set Owner €3 Select Un-Common
Mailing List Name Members Mess...  LastSe
[T setBusiness © Subtract Lists
7 Online test list 3 8 12/7/20;
© 5 SetRegion €2 split Lists
QA Mailing Lit Test ° 0 Never &7 Set Subscription > | %% Bulk Update
©  NewsSubscribers 9 0 Never %7 Send New Message 0%

A, View Opt-in Settings

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.
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