Swiftpage 3

Quick Start Guide to:
Creating a Static Group

This Quick Start Guide provides the steps for creating a Static Group in the Swiftpage List Manager.

1. Go to www.swiftpage.com.
2. Enter your account details at the top of the screen and click Submit.
3. Once you are on the Swiftpage Connect Portal, click List Manager.
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Support Information
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Phone: 1 (877) 228-8377

For international customers +1-202-978-1000
Email: support@swiftpage com

4. Select which contacts you would like to include in the Group. To manually select the contacts,
click on the checkbox next to each contact you would like to include. Once you have made all



of the selections on that page, click Keep Selected.

Swiftpage List Manager
[ Home | |contacts |  [Groups | [List | [Send Email Blast| (Update Drip Marketing| | Lead Bullder |

Manage Contacts New Contact Current Contact Details Current Contact Notes & History Current Contact Group Info

Current Filter: Select a Filter

Group Name: "All" @ Filter by Group:l!—‘\ll Izl
Rule: All Contacts () Use All Contacts with a Field Walue:

Contacts: 54

Email Address EI | Contains EH |

Adwvanced Filter Actions >

’ Keep Selected ] [ Omit Selected ” Save Group ] | Add to Group | Goto Page: ’ Go H <= Prey | ’ MNext ==
First Name Last Name Email Address Title Company Date Added
A v A v s Y s v A v A
Edit 1 two clubs two.clubs@swiftpage.com 05/05/2010
Edit 2 two spades two.spades@swiftpage.com 05/05/2010
Edit 3 two diamonds two.diamonds@swiftpage.com 05/05/2010
Edit 4 two hearts two.hearts@swiftpage.com 05/05/2010
Edit 5 three spades three.spades@swiftpage.com 05/05/2010
Edit 6 three clubs three.clubs@swiftpage.com 05/05/2010
Edit 7 three diamonds three.diamonds@swiftpage.com 05/05/2010

Alternatively, you could create a new Group based on a specific filter. Select the Use All
Contacts with a Field Value radio button, enter the criteria, and click Submit.

Swiftpage List Manager
|Home | |contacts |  [Groups | [List | [Send Email Blast| [Update Drip Marketing| | Lead Builder |

Manage Contacts New Contact Current Contact Details Current Contact Notes & Histol Current Contact Group Info

Current Filter: Select a Filter

Group Name: "All" ) Filter by Gruup:l.f-i.ll lzl
Rule: All Conta @ Use All Contacts with a Field Value:
Contacts: 54

Email Address E”Contains EI diamonds

Adwvanced Filter Actions ==

[ Keep Selected ” Omit Selected ][ Save Group H Add to Group | Goto Page: [ Go H << Prev [ Mext »»
First N\ame Last Name Email Address Title Company Date Added
v a v a - a v a . v a
Edit 1 two clubs two.clubs@swiftpage.com 05/05/2010
Edit 2 two spades two.spades@swiftpage.com 05/05/2010
Edit 3 two diamonds two.diamonds@swiftpage.com 05/05/2010
Edit 4 two hearts two.hearts@swiftpage.com 05/05/2010
Edit 5 three spades three.spades@swiftpage.com 05/05/2010




5. Click Save Group.

Swiftpage List Manager
[Home Contacts | [Groups | [List | [Send Email Blast| [Update Drip Marketing) [ Lead Builder |

Manage Contacts New Contact Current Contact Details Current Contact Notes & Histo Current Contact Group Info

Current Filter: Select a Filter
Group Name: @ Filter by Gruup:| 5/5/2010 (Date Added Equal to "05/05/2010 13:12"”3
Rule: The contacts that are in the group ) Use All Contacts with a Field Value:

Contacts: 3
|Emai| Address |ZI | Contains EH

Advanced Filter Actions ==

Submit

Keep Selected ” Onit‘[ Save Group ” Add to Group |Gutu Page: [ Go ” << Prev | Next »>

First Name Last Name Email Address Title Company Date Added

. v . v . - v A v .

1 two clubs two.clubs@swiftpage.com 05/05/2010

3 two diamonds two.diamonds@swiftpage.com 05/05/2010

5 three spades three.spades@swiftpage.com 05/05/2010
show: @ main Fields O Al Fields (Page 1 of 1) Rows per page: 20

6. Enter a Group Name and click Submit to finish creating the Group.

Swiftpage List Manager
(Home Contacts | [Groups | [List | [Send Email Blast| [Update Drip Marketing| [Lead Builder

New Group

You are saving the Contact Filter: Email Address Contains "diamonds" (Contains: 12 Contacts)

@ Save the Filtered Contacts as a New Static Group

Group Mame: Sample One

) save the Filter Rule as a Dynamic Group (Contains: 13 Contacts)
The members of this group type will automatically change as contacts are added and modified.

Group Name: | |

Save as an existing Group: | |Z|

| Submit | | Cancel |




