Premium Lists:

This feature allows the Survey Administrator to store lists of participant information for future use. It

works exactly the same as List Manager except that:

1. It is a premium feature that requires special account activation.

2. When available in the account, Mail Merge will be supported up to 50 characters.

3. It can be created by using an Excel (.xls) file only.

4. Attributes can contain a maximum of 3000 characters including symbols and spaces.

For an account which has this feature, the List Manager screen will show an additional
button:

List Manager
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List ID List Name Records Date Created Created By
E LO13 Delta corporates il azos PMT_tvis
E Lo12 Water Ton Corporates 3 9/9/06 PMT_tvis
E L0141 Zarca Contacts 4 BI4106 PMT_tvis
E LO10 Virginia 3 5i4/06 PMT_tvis
[l LO9 Oklahama 36 5i4/06 PMT_tvls
E LO8 VWater town 3 5i4/06 PMT_tvis
[l LO7 Cheryl 9 5i4/06 PMT_tvis
[l LOG JReed 9 5i4/06 PMT_tvis
[l LO5 Thomas 3 5i4/06 PMT_tvis
[l LO4 Waterton Corporate 9 BI4i06 PMT_tvls

Creating a Premium List:

1. Go to the Distribution Manager tab.

2. Click on the [List Manager] button.

3. Click the [New Premium List] button.

4. Enter a name for the list in the field provided.

5. Click the [Next] button to move to the next step.



Create New List Basck 0 List Wiarodes

Haip K2
UL oot poormtrbiees ____________________________________

1 Assign Mame: Texas

Inchcate nurnber of atiibute colurmns '3 )
L ¥ 2. Datine Adiitienal Aribanes

3 Define Source
Entar nams and descriphion for thes ksl 4. Populate List
Cohmnn - Amribane Maime (Cohumin Heade 53 Twpe
1 other |w
Fy [ riher w
3 Crther w
e bax . l2ngth of sfirbole deln SO chansciers beysornd vwhich By wall ke Sruncated.
B3 [ et |

6. Indicate the Number of Attributes you are going to have for each invitee by selecting the appropriate
number from the drop down menu.

7. Enter the Column Headers for each column of attributes that will be included in the list and select the
appropriate description for each from the Type drop down menu.

NOTE: Do not enter the Email Address as an attribute unless you are using it to pre-populate a survey
question. The system already understands you will be including Email Addresses and will automatically
make this a column.

8. Click the [Next] button to move to the next step.
9. Browse to the appropriate .xIs file.
NOTE: Premium List can be created only from a file only.
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MNote: Premium List can be created only from a file.

10. Click the [Next] button to move to the next step.

11. If your file has column headers, select the check box next to ‘Ignore first line or column heading.’
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12. For each column header in your new list, select the column from your file that will be used to fill-in
that set of information from the corresponding drop down menu. (For example, if you have a ‘First
Name’ column in your list, match it to the column in your file that contains first names.)

Email Address ||| —Select— v|
First Name: |- Select— v |
Title: | — Select— |
Work Location: || - Select— v

13. Click the [Done] button to create your new Premium list.

NOTE:

1. Modifying/ Viewing/ Exporting/ Deleting a Premium list will work exactly the same as that for a
normal list.

2. Attributes can contain a maximum of 3000 characters including symbols and spaces.



