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Contact Records

Once you have performed a search (or opened a saved Group), you can access the full details of a
journalist or influencer by clicking on their name to open their Record Card:
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e Ms. Holly Sands - Time Out Dubai (Editorial Director]
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Profile Rating

Hally Sends is Editorial Directer of the Time Out Group of ITP Media Group. She joined Time Out Dubai as Music and Mightlife Editor in / .
lune 2010, bacame Bady & Mind, Community and Spert Editer in October 2011, Faatures Editar in April 2013, Deputy Editar in @
Movember 2014, Editer in April 2016, Editer-in-Chief in January 2018 and Editorial Director in Janvary 2019, )

Contact details Outlet

8
Time Out Dubai
& holly.sands@ip.com ®

R, +071 (4] 444 3485
‘Website

& hitps:/ fwwew timecutdubai.com
Address

O @ PO Box 500024
ITP Building 14, Dubai Media City
Dubai

The top section of a Contact Record Card typically includes:

Details - the person’s name, the name of the outlet they work for (clicking the outlet name will
open the outlet’s record card), and their job title.

Topics - contacts who cover specific topics (and wish to receive PR material) have relevant interest
words attached so they can be found in topic-based searches.

Profile - a description of the person, which typically includes details of their role and career history.
Contact Details - typically, the person’s direct telephone number, mobile number (where available)
and email address.

Social Media Details - links to the contact’s presence on popular social media platforms such as
twitter, Facebook, Linkedin, Instagram and YouTube.

Rating - a number from 5-95 which gives an indication of how influential the Contact is (95 is the
most influential) based on algorithmic data from multiple sources, including Kred and Moz, which is
then compiled into an average rating.

Outlet - shows details of the Outlet the Contact is linked to, including its contact and profile details.
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The bottom section of a Contact Record Card typically includes:

+971 (4) 444 7485

Tweets o anotysancs

B How

Email Address Type At Holly Bands F o

" . Time Out Dubal &
Fancy winning two tickets to the George Michael TRIBUTE
BRUNCH at @DubaiCreekGolf & Yacht Club on Thursday April
127 Get tweeting @timeoutdubai with your best George
Michael-meets-brunch puns! (Full deets on what you're
winning here bit.ly/2pYTdtm)

hally.sands@itp.cam

Documents

Choose Fies No file chosen

Groups
m Choose Columns Reset Columns Result Count: |
Nome @ Type @  Parent @ Count mbed Viow on Twitlor
~ GCC Entertainment - English 1247
Linked Profiles ~

Tima Out Bahrain - Editarial Director

Time Out Dubai - Ed

Time Out DXB - Editorial Directer
GDPR
Time Out UAE Kids - Editerial Director

Rla asiimba dobo hos hane addad b thic snnbast

Documents - enables you to upload and store any files relevant to the Contact.

Groups - only displays if the Contact has been saved in any of your Groups, and shows details of
which Group(s) you have the Contact saved in.

GDPR - tracks any private data customisation you may have made to the contact’s details.
Twitter - shows the contact’s latest Tweets (if they have a Twitter handle listed).

Linked Profiles - shows details of any other Outlets the Contact is listed at.
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To add a Contact to a new or existing Group from their Record Card, press the +To Group button at

the top of the screen:

Contact: View
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To add to an Existing Group, select its tick box on the screen that opens and press Save (you can
add the Contact to multiple Groups at the same time by selecting more than one):

Add To Group

Add to a new group Add to existing groups

Enter group nome Search Groups...

Nome
UAE Food Blaggars
@  UAF Everts Cortocts

@  GCC Enteriainment - English

Choose Columns Reset Columns Result Count:3

Type Contacts  Outlets
120 a
142 a

1247 a

e

Note: If the Contact already exists in a selected Group, they will not be added twice.

To create a New Group instead, type a new Group Name in the text box on the left of the screen

and then press Save.

The Groups section of a Contact Record Card only displays if the Contact has been saved in any of
your Groups. To permanently delete the Contact from a Group, select the group using its tick box

and press the Remove Selected button:

Groups
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Nome

®
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Type

GLC Entertainment - English

@ UAE Events Contacts

Cheose Columns Reset Columns

@ Count

Rusult Count: 2

1247

Linked Profiles
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You can export and share the contact details of a journalist or influencer by creating a virtual
business card. Press the Send vCard button at the top of the contact’s Record Card and a Virtual
Contact File (.vcf file) will be generated for you. Open the file and save the details to your email
address book, or email the file to share the contact’s details with a colleague:
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Contach View

Holly Sands - Contacts

Contact (€]
CREEETEE L o mom.4 EImes
sca;e': Desete M Call b Meeting | Forward Mapit  Categorize H:I;m Private

Ms. Holly Sand Holly Sands
Editorial Director

mm' Oganizaton  Dewls  Notes  Certiicates
Phone @
. .
v | [ Works 971 (4) 444 3485

. Tima Out Dubal

Internet @
Profile Wark E-malls  holly.sands@itp.com
Helly Sands is Editorial Director of the 1 Address &
in June 2010, became Body & Mind, € Works PO Box 500024, ITP Building 14, Dubai Media City 'z

Printing Gontact Record Cards

To generate a ‘print-friendly’ version of a contact’s Record Card, press the Print button at the top of
the screen. You can then print the .pdf document that is generated:

a Contact Export (1).pdf (1 page)
MD~§ & o [} Lixlil & & )a
Contact: View
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Sl Iv1s. Holly Sands - Time Out

EDCALS @ Entertainment  Q, DventGuides G Food & Topics
Entertainment, Fvent Guides, Food & Drink, Nightlife, Personal Health & Wellness
MONITORING MAIN D REX A {g

Holly Sands, Editor at Time Out Dubai

Created: 27/10/2018

Profile
| Holly Sands is Editor of Time Out Dubai and Time Cut DXB at ITP Media Group. She joined Time Out Dubai as Music
ASSET LIEEARY Profile and Nightlife Editor in June 2010, became Body & Mind, Community and Sport Editor in October 2011, Features

| Editor in April 2013, Deputy Editor in November 2014, and Editor in April 2016,
Holly Sands is Editor of Time Out Dubai and Time|

Nightlife Editor in June 2010, became Body & Min Contact Details @

2013, Deputy Editor in Novernber 2014, and Editg

Salutation Ms
Contact details Languages English
Email holly sands@itp.com
Tel +071 (4) 444 3485
® Outlet: Time Out Dubai
Web hup:fwww timeoutdubai com
HO71 [4) 548 3425 Email todcontact @itp.com
Tel +971 (4) 444 3000
Further Details
o @ Address PO Box 500024
ITP Building 14, Dubai Media City
Dubai
| United Arab Emirates
Further details Social
Linkedin https fwwwlinkedincom/in/holly-sands-09612717
Languages English i é
Twitter hups.fiwitter.com/hallysands Mace In Dubal,
Address B0 B 500024 deas, TV and film,

V Wednesdays. It is
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You can add internal Notes to a Contact by pressing the Notes button at the top of the Contact
Record Card, followed by the + button on the new window that opens:

Contact: View
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Add a title and the details of your Note in the relevant boxes, and press the red disc icon to Save.

+ & BS

Contact: View

Note: Any Notes added to a Contact are private to your account, but visible to all users of your
account. You can attach multiple notes to the same contact, edit existing notes, and delete old
notes you no longer require.

You can assign the strength of your relationship with a Contact as Green, Amber or Red from the
top of their Contact Record Card. This will enable you to Search for contacts, or Filter them in
Search Results and saved Groups, according to the ‘traffic light’ colour you have assigned to them:

Contact: View

M/A

(] e [ v ey [T Lo S
Red
s

Ms. Holly Sands - Time Out Dubai (Editorial Director)
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In accordance with European GDPR legislation, if a Contact asks to be removed, pressing the Forget
button at the top of their Contact Record Card will remove them from all of your saved lists and
searches, and permanently remove their details from your account:

Forget Contact

You are about to ‘forget’ this contact.

The contact will ba removed from oll groups and searches, and you will no longer have access 1o their contact information.

Details Supporting Documentation

Choose Files Mo file chasen

Note: You need to upload at least one piece of supporting documentation for reference, such as an
email from the contact requesting removal.

Contacts can unsubscribe from your Distributions using the opt-out link at the bottom of all emails
sent through Vuelio. If a Contact has Unsubscribed, a red dot displays next to their email address
on their Contact Record Card - a green dot means they are available to distribute to. If you wish to
manually unsubscribe a Contact yourself, click the green dot next to their email address on their
Contact Record Card and select the Add Unsubscription button on the screen that opens:

holly.sands@itp.com

Current Unsubscriptions

Sub Client

Add Unsubseription

Note: You can reverse this if required, but Contacts who have opted themselves out can only be
re-subscribed if they provide their consent to opt back in.
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You can customise the database by adding your own extra details to a Contact Record Card by
pressing the Edit button in the top right corner:

Contact: View
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From the new screen that opens, you can customise the Contact Details, such as adding new social
media handles, telephone numbers, email addresses and internal notes. Press Save once complete:

E Q. Search + a Bs
Contact: Edit
Contact Specific Contact
Title MName Hally Sonds
Qutlet Time Out Dubai
Communication Address
Email Address Address Type Sirest
[ Use Email Address For Releases
Line 1
Phene Number Une2
ine
Mobile Number ciry
City
Fax Number County
aun
Facebook n Post Cod
st L] Post Code
Twitter Regian Cheose..

Note: Any changes you make to a Contact Record Card are private to your account, but visible to all
users of your account.
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