
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:

 

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. 



 

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 .xls file. 

NOTE: Premium List can be created only from a file only. 

 

 

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.’ 



 

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.) 

 

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. 

 


