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Group Management 
 
To open a saved list, select Groups from the main menu in the top left corner of the screen.

The Group Management screen opens and displays the Groups you have created on your account. 
There are various search options above the list of Groups which can be used to help find the lists 
you are looking for (particularly if you have dozens of lists saved on your account):

Among the search options are: 
 
Name - enables you to search for a Group by name. 
Contains - whether a list contains Contacts or Outlets. 
Group Type - enables you to search by any Group Type you have assigned to a list. 
Language - enables you to search by any Language(s) you have assigned to a list. 
 
Filter boxes can be closed once you have made your selection (closing the box won’t remove the 
selection), and a summary of the Filters you have chosen appears on the right of the screen. Press 
the Search button to apply the filters you have selected and view your Search Results. You can 
then also then use the Refine button, if required, to apply further filters to your Search Results. 
 
To start a new search, use the Reset button. To remove specific Filters, click its ‘x’ icon in the right 
panel and that Filter will be removed. Click Search again to refresh the results accordingly. 
 
Note: Clicking on a Column Heading will sort that column alphabetically, numerically or by date 
(depending on the column type).



mediasource

25

If you have made the list for a particular client or project, you can create a Group Type of the client 
or project name and assign it to the Group. Similarly, you can add a Language to denote it is an 
Arabic list, English list, French list etc. Press Save to apply the details and you will now be able to 
Search for your Group on the Group Management page using the internal Group Type and Language 

details you have assigned. 

 
Searching within a Group 
 
Once you open a Group, you can search within the list using the various search options at the top 
of the screen. To make a new list from your search results, select the items you wish to include so 
they are moved to the Briefcase, or use the +All to Briefcase button to select them all:

Adding Details to a Group 
 

To assign Group Type, Language and add a Description to a Group, open the list by clicking its 
name from the Group Management page and select the Details tab:

Click the Briefcase icon to view its contents, type a new Group Name for the list, and press Save. 
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Deleting Items from a Group 
 

To delete entries from a Group, click the Trash icon next to their name. The Trash icon will turn red 
once selected, and the entry will be added to the Pending Changes tab:

Clicking into the Pending Changes tab gives you an overview of your selections:

Press Save to permanently delete the selected items from your Group.
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Adding Contacts or Outlets to a Group 
 

To add new Contacts or Outlets to an open Group, use the +Contacts or +Outlets buttons in the 
top right corner to perform a new search. Use the tick boxes to select from your results, and press 
the Add button:

Your selections will be added to the Pending Changes tab which you can click into to review, then 
press Save to permanently add the selections to your Group:

Note: You can also add new entries to an existing Group by performing a brand new search from 
the Contact Management or Outlet Management screens and saving your selected Search Results to 
the existing Group.
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Deleting a Group 
 

To delete a Group, open the list and select the Delete Group button in the top right of the screen:

Note: Take care when deleting Groups as they cannot be recovered once they have been deleted.

You will receive a prompt asking for confirmation:


