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Lists: 
Excluding a previous List  
 

The situation here is you want to make a new list but exclude people from a previous list you’ve made.  

This uses an example of making postcard lists in batches of 500 addresses.  You will need to make the 

first batch of 500 addresses and save it.  Then exclude that list when making the second batch so you 

don’t duplicate sending to them. 

Saved Lists 
In the Edit Search page, there is a section My Saved Lists 

 

This section allows you to add/exclude voters from a previous list. 

When used in a Remove People step, this will exclude anyone from the previous list. 

When used in a Add People step, this will narrow the list to only people on the previous list 

Search vs List 
To do this, you need to save each batch off as a fixed List of voters that doesn’t change with voter 

updates, rather than a Search, which will get updated each time you run it.  List will be used to save a 

fixed copy of a mail or postcard list that you previously mailed to. 
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Process: 
1. Create the Search criteria used for each batch of postcards 

2. Create the first batch and save it as a fixed List. 

3. Create the second batch adding a Remove People step and the My Saved List to exclude the first 

batch. 

 

Step 1: Create the search criteria 
This purpose of this step is to save the Search criteria you use for making each postcard batch.  This way 

you are using the same search criteria for each batch, and then removing previous batches 

1. See the instructions for Create a New List 

 
2. Save the criteria as a Search to reuse it for creating each batch.   

Step 2: Create the first batch 
 

3. Open the saved Search to get the voters you want to target.   

4. Use Edit Search to narrow your list down. 

5. Click Add Step 

6. Select one of the Narrow steps to reduce you list to 500 people 
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7. Once you get the desired list click : Save List As 
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8. Select Saved List to save it as a static list 

 

a. Select New List 

b. Select the Folder to save it to 

c. Give it a name, for a fixed list include the Date in the name to indicate when it was 

created    

d. Click Save. 
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9. After saving the list, it will return to the list view.  You can print or export the list from here. 

10. Click on the Print icon.     
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Step 3: Create the second batch 
This will follow the same steps as creating the first batch, but add a step for removing the first batch. 

1. Open the saved Search to get the voters you want to target.   

Removing people from a Saved List 
2. Click Edit Search to edit the list. 

3.  

4. Click Add Step and select Remove People to remove the first postcard list 

 
5. Look for the section My Saved Lists 

 
6. In the List pulldown, find the saved list from the first postcard batch to exclude. 

a. The List pulldown will include all static Lists by folder. 

b. When added with the Remove Step, this will exclude anyone from the previous list 

 


