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Bulk Assign Feature

The bulk assign feature offers a quick and precise method of assigning tags, ownership of contacts and priorities to
selected records in large quantities.

o

Once you have created your basket
containing the contacts you wish to bulk
assign. Select the Assign button.

Tip: Don’t know how to create baskets?
Refer to the ‘Creating and using baskets’
PDF from the knowledgebase.

The Bulk Assign popup window enables
you to:

» Change the owner of the contacts in
your basket

» Change the priorities of the contacts in
your basket

» Add or remove tags for the contacts in
your basket

To change the owner of the contacts in
your basket, select the user from the

drop down box that you wish to assign the
contacts to.

Press the Assign button. This will open a
popup asking you to confirm the action.

Tip: Changes you request occur
immediately and are not reversible.

To change the priorities of the contacts in
your basket, select the priority from the
drop down box that you wish to assign.
Press the Assign button to implement the
changes.

To bulk assign Tags to the contacts in your
basket, select Assign from the drop down
box. Choose your Tags from the list and
when complete, select the Assign button.

To bulk remove Tags from the contacts in
your basket, select Remove from the
drop down box. Choose your Tags from
the list and when complete, select the
Assign button.
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