mediasource
Group Management

To open a saved list, select Groups from the main menu in the top left corner of the screen.
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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):
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GCC Entertainment - English MadiaSource 23,/04/2020 Ban Smallay 1243 o English
VAE Events Contacts Clhiant A 23/04/2020 Ben Smalloy 141 o English
VAE Food Bloggers Cliant A 23,/04,/2020 Ben Smalley 102 4] Arable

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 <’ 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).
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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:
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Group Type Description

Clignt A * Arts and enterfainment confacts of English magazines, newspepens and websites in the GCC.

Languages

Language

English

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.

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:
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Click the Briefcase icon to view its contents, type a new Group Name for the list, and press Save.
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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:
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] Nome + Job Title Cutlet Email Phane Categary, Media Type Focus Record Type
i Aot Saundalkar Junicr Orline Reporter  WhatsOn.oe oarilimotivate.oe 107 [4) 427 3054 Media Online Version Maticna Contact
fl Abbas Al Lawati Drive Time Proserter TFM radic@timessloman.com  +P48 |24] 290099 Media Rodic Swation Mational Contact @
M Abbas Al Lawat Presonter Crulse Control -TFM  rodio@timesofoman.com  +546 (24] 990059 Media Rodic Show Matiena Contact “
f Abdul Basit Ediror The UAE News obdulbasitithevcene... 4971 [50] 143 2100 Media Mews Web Site Mationa Contact [+
@ Abdul Hafidh Al Harthy Alternoon & Weekend . Rodio Oman 908 F._  hofidh.alhorthy@gmail.. 4986 (24] 243353 Media Rodic Siafion Mationa Conbact

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

Name Outlet Record Type Action
Abbas Al Lawat TFM Crutlet Remawe n
Abelul Basit Tha UAE News Crutlet Ramave n

Press Save to permanently delete the selected items from your Group.
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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:
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Cantact Key ] e B Fashion & Beauty P Newspaper © MedaType > Bleg

Conlact Type [ ] United Arab Emirates ¥ Food & Drink 0 Onlina Tapic = Foshion & Booury
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. M Mar Microblogger Meaxim Bovchand Fitvoss & Exercise,life...  Filness & Exorcise life...  Microblog maxim.bouchard®... +44 [7852] 850858

] ‘ Fashion Chamaleon Micrablogger Jim Joquica Cars, Filness & Exarcls..  Cors,Fitness & Exarcls...  Mieroblog jim@fashionchame. . +971 (55) BA7 2997

L I, o T Blagger Sanne Crargeard Mallar Bars, Clubs & Pubs,N...  Bors, Clubs & Pubs,Mi.. Blog mitziemee@mitzie..  +971 (55) 481 4B05
LU
@ Maiha 3 Microblogger Maitha Ahmed Beouty, Food, Home D, Beauty, Home Decora...  Microbleg maitho@peonyand..

a The Style Chorso Microblogger Paul Ramas Food,Men's Fashion,T..  Food, Men's Fashion,T..  Microblog thestylechorealg . +971 (50) 382 2240
[ - PR Rhogger Menica Kagila Bowuty,Entartginment,... Beauty, Enterkainment,...  Blog doindubaiegmail....
ﬁ. Love, Life & The Ll One Lifustyle & Mammy Blo..  Maeghna Dixit Beouty,Matherhood,...  Beawly, Motherhood P...  Microblog lovelifelinlecne@g... +971 (56) 816 1232

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:
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Jim Jogquice Fashion Chamulecn Conuct Add n
Sonne Overgoord Maller Mitzie Mea Contoct Add n
Paul Ramas Tha Style Charea Cantact Add n

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:

= Q Search + & BS
Group: View

GROUP COMTENTS (0] PENDING CHANGES m

] ] .

Mame [:]
Ouslet [-]
Audinnce Type [-]
Catngory [-]
City Location (]
Cantact Key ]
Cantact Type ]
K All {Max 5000) L Mark ol for Re d | + All to Brisk: (Max 5000) ] i Choase Columns Reset Columns Result Count: 598
- Namas + Job Title Outiet Email Phone Cotegory Media Type Focus Record Type
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You will receive a prompt asking for confirmation:
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Are you sure you wish fo p fy delete GCC E i English?

Eaes

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