
 
 

Quick Start Guide To:  
 

Managing Contacts using the Sage E-marketing List Manager  
 
The Sage E-marketing List Manager can be used to import your contacts, modify contact information, create groups out 
of those contacts, filter your contacts by using “lookups,” and then send to all contacts, groups or lookups. This Quick 
Start Guide explains some of these functions.  
 
When you open the Sage E-marketing List Manager by clicking on the “List Manager” button in the Sage E-marketing 
screen, you will see the following menu:  

Manage Contacts 

When you click on the Manage Contacts tab, the following screen appears: 

 

 

 The Current Filter area shows you which contacts you are viewing and what criteria (if any) are being used to 
filter them.  The Group name appears, the rule used to determine the group, and how many contacts are in the 
Group.  (In the example shown above, the “Group” is all contacts.) 

 The “Select a Filter” section allows you to create a lookup of your contacts based on various criteria.  You can 
choose the “Filter by Group” option to create a lookup from one of your Groups (i.e. view the contacts just in 
that Group, or you can select “Use All Contacts with a Field Value” and create criteria for the lookup.  Click 
Submit, and your new list will be shown with the filters in place.  Once your lookup is created, you can select 
contacts and choose either Keep Selected or Omit Selected to add or remove contacts to your list 
manually.  Once the lookup is as you want it, click Save Group button.  This opens the following screen, which 
allows you to create a contact Group: 
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o Select “Save the Filtered Contacts as a new Static Group” to keep only the contacts in your lookup in this 

group.  In other words, this group will only ever contain the contacts in your current lookup.  Enter a 
Group name, and click Submit, and your Group has been created and will now be available as a contact 
Group. 

o Or, select “Save the Filter Rule as a Dynamic Group” to allow the group to change based on the filters 
you have established.  In the example above, any new contacts who are added to your list who have the 
letters “CSU” in their company name will automatically be added to this Group if you save it as a 
dynamic group.  Enter a Group name, and click Submit, and your Group has been created and will now 
be available as a contact Group. 

o If you have selected particular contacts from your lookup by checking the boxes next to their names, the 
“Save as an existing Group” option will be available, which allows you to add those selected contacts to 
an existing Static Group.  Choose the Group from a drop-down list, click Submit, and those contacts are 
added to the Static Group. 
 

 The Advanced Filter Actions link expands and contracts the “Select an Action” window.  Here, select whether 
you want to replace the current lookup with your new selection, add matching or un-matching contacts to the 
lookup, or remove matching contacts from the lookup.  When you have chosen your action along with the filters 
described in number 2, above, click Submit.   

 The Add to Group button will become available if so long as there is at least one static group in the List 
Manager.  When you select contacts and click Add to Group, the following window appears: 
 

 

Select a Group name from the drop-down list and click Submit to add all contacts in the current lookup to the 
Group shown.  Those contacts are then added to the Group. 



 The GoTo Page window allows you to enter which page of contacts you view, and click Go to be taken there.  << 
Prev and Next >> allow you to go to the previous or next pages of contacts. 

 Data for each contact is shown, including the date they were added to your online database.  Click Edit to be 
taken to the Current Contact Details screen, where you can edit contact information. 

 Toggle Main Fields or All Fields to see different views of contact data.  Main Fields will show only first name, last 
name, email address, title and company, whereas All Fields will show every field in your online database (a 
scrollbar will appear allowing the information to be viewed from left to right). 

 The number of contact rows per page can be set at the bottom right.  Input the number of contacts you want to 
view on each page, and click Set. 


