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List Management

Step 1: Mail List Labels has been
renamed List Management

Client Profile

Mail List Labels

Agency Assodate Setup
Account Setup

Step 2: You can access the new
List Management the same way
you previously accessed Mail List
Labels. Click on the drop-down
arrow on the Client Tab and
Select List Management from the
menu.

M Client » -
Client List
Client Profile
Marketing  List Management
Agency Associate Setup
Account Setup

Step 3: You're now in the List
Management Screen. To get
started by default you should
already be in the Mail List tab. If
not Click on the Mail List Tab.
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— i < SELECT = v
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Step 4: For this example, we’re
going to update any clients in the
system that have a Marketing
Source of Friends and Family.

Click the radio button next to
Save List

Then Click Submit.
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Step 5: The Save List pop-up box
displays. Enter in the List Name
then Click Save.

Save List

List Name

Friends and Family | |

| Ssave || Cancel |

Step 6: A pop-up box displays
stating that the list was
successfully saved. Click OK

- |

apppreprod.myagentmate.com says:

|
The list was suc

cessfully saved.
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Step 7: Next Click on the List
Updates tab

Recent kems
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Step 8: Here you will see all
available saved lists. Click on a
list to see your client list.

sgent$ | Cruis

Lest Upelates

& Saved Lists

B3 Friends and Famiy

Counrselor Nanw:
Joshua Swantz

Create Date
26 Ot 2017 4:39 PM

Step 9: Your list displays. Review
your list. For this example, my
list is correct so I’'m going to Click
in the very top left box so that it
selects all.
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Dashboard | elient > List Management

vichial List Updates

« Saved Lists

# Results of list I ol Family

B &

agentd ' Crulse PRE

i Full Name Full Address Ermail Status Lifetime Value Dt Added Last Dep. Date

o Bridge Stockwell Mo Adk .com Prospect $0.00 13 Apr 2016 1:30 PM

- John Peterson 3441 Irang Ave, Minn... johniEdummy-mail.com Prospect $0.00 03 May 2016 11:32 AM
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W Scott Mathews o AddressliSA scott@durnmy-mail com Chent 52,508.00 17 Mar 2016 11:59 AM 0% Ot 2016

. Seephen Daddio 3854 Prescott Loog, L. Chient S2,096.00 14 Feb 2016 10:37 AM 11 Jun 2016
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Step 10: The Actions options | Actions
display. Here you can either and Value Type
or remove Marketing Attributes Rt -
for the Clients in your list. Add/Remove Trait

Add - -- Select - -

Add
Cancel
Step 11: The available Traits to Showing 1t 10 of 10 customers |
update display once you Click the +1 Actions - Select -
drop-down arrow. For this Value Type o —
example, I’'m going to select e e . Past Vendor
. Add/R
Future Vendor from the list. — ol .
Add

Cancel




Step 12: Click on the drop-down

&n.0n. N9 lun 2016 12-35 PM

arrow to see a list of Future | 2016
Vendors that are in the system. — Select 2016
Make your selection. 1 800 Limo

1-800-Book-A-Limo I NI

A Candies Coachworks Inc

A Rosa

A Test m all pages

A Test (Gift)

A Yankee Line, Inc -

- Select ﬁ‘ n

Remove
Step 13: In this example I've
selected Royal Caribbean Include custome m all pages
International.
Value
Click on the green plus icon - Royal Caribbean International -
Remove

Step 14: This will now add a SRR LK LA

Future Vendor of Royal
Caribbean International to your
selected list.

Repeat the same process to add
other Future Vendors

& Actions

Trait

Added

Inchude customers from all pages

Value

Step 15: This same process
above applies if you wish to
remove a Future Vendors. You
would just select Remove from
the Add/Remove drop-down
box.

Future Vendaor Royal Caribbesn [ntermationsl h
Actions
Value Type
Marksting Aftribute -
Add/Remove Trait

Add -

Remove

Future Vendor

Apply el




Step 16: Continuing with the
Adding a Future Vendor to my
client list | will Click Apply.

Showing 1 to 10 of 10 customers

# Actions
Value Type
Marketing Attribute -
Add/Remove Trait
Add - Future Vendor -

Add

Future Vendor Royal Caribbean International
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Step 17: A Confirmation box
displays asking you if you wish to
continue. Click Yes.

Confirmation

You are about to update 10 customer(s). Do you wish to continue?

Step 18: To validate pick a
customer from your list and then
Click on the Client Icon.
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Manl Lest Indradual List Updates
<" Saved Lists

# Results of list Friends and Family

L] Full Name Full Address Email Status Lifetime Vi
%  Bridge Stockwell No reslUSA bridge@dummy-mail.com Prospect

+  John Peterson % Ave, Minn... phn@dummy-mad.com Prospect

#  John Smath 1301 BRIDGE 5T ... joho@durmmy-mas.com Chent

*  Judith Miller 5336 Bent Oak Dr, Sa... judsthi@durmmy-mail.com Prosgect

*  Nathamel Fish 296 Warte Ave, Waile... Prospect

24 Nicole Wabnitz 5235 101st Ave, Pinel... Chent 5
¥  Raymond Church 367 Prescott Loop, La... Prospect

L4 Sandy Ball No ey y i.com Prospect

#  Scott Mathews No Add 4 Leom Chent 5
%  Stephen Daddio 3854 Prescott Loop, L.. Chent s

Showing 1 to 10 of 10 customers

Step 19: Type in the Last and
First name of the client and then
Click Search and Click on the
Client.
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Client \ Guest List

Last name First name Ph. Email
Petersan John ﬂ

Home Address City St/Pr Zip/PC
¥ Suppress Deleted and Deceased Clients

M

e

& Peterson John

Customer Number

Counselor
All Counselors v

i i tamendies | oty i pivo cowslr |

jjohn@dummy-mail.com 3443 Irving Ave Minneapelis MN 55412 Craig Pavius




Step 20: This Client Profile
screen displays. Click on the
Marketing radio button.

Demo and Training

Revert

signout ) Help
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Marketing \ Client Profile
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Agency Next Profile >>
My Next Profile >>

g Household Head John Peterson Add Agency Assodiate
Nickname:
John Peterson [ Customer Number:
® summary O Preferences ) Loyalty #s Marketing _) Emergency Contact ) Credit Cards ') Attachments
Client Status: Prospect 03 May 2016 03 May 2016 . _
Lifetime Value: $0.00 Friends or Family Branch: Main Office Craig Pavius v
Envelope Salutation: John Peterson Edit
Form : John
’ H Add Agency Associate
Step 21: You're now in the Household [E5] | John Peterson S
. . . John Peterson ¥ Customer Number:
Marketing section for that client. summary © preferences © Loyaty #5 © Marketng © Emergency Contact © Creit Cards © Atachments
Original Marketing Source Budget Duration
Friends or Family v $0.00 to $0.00 to
Next, Click on the Adjustments Future Vendors ) Last Mimite Travet
Royal Caribbean International - Alaska - Cohorts Code Encode Flag
H H P Amazen River
radio button and using the scroll Create New Clentin v | (G0 Ao ners
bar on the right navigate to List . . .
H Past Vendors Interests
Update to see the Marketing . R
Attribute you just completed.
-
- -
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anege Reananshi T Note: Updates made to this screen will 2ppl
Edit to the entire household.
) Communications () Booking History [®) Adjustments () Reminders Open v Email / Letter ¥
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Start Res. Start Lead Save Cancel Consolidate v
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