
CRM & Custom 
Lists



Overview
● Where to start with custom lists
● Creating a custom list
● Add contacts
● Campaigns (in general)
● Sending/scheduling campaigns to custom lists
● Sending/scheduling campaigns to individual contacts



No Phone/No Email - Existing Contacts
Update your contacts. If 
your clients have no email 
account on file, then they 
won’t be able to get the 
campaigns. It’s important 
to update each client to 
have a valid email on file.



Step 1: Create a new custom list

When you log into your CRM page, select contacts from the menu on the left 
then “My Custom List” in the top right corner.



Step 1: Create a new custom list (continued) 

Once on the Custom List page, select “Create New Custom List” in the TOP 
RIGHT corner.



Step 2: Name your custom list
We will be creating 2 custom lists 
today.

1) No Email & No Phone 
2) No Email WITH a Phone

In the description detail how you 
will reach out to these contacts. 
Phone? Snail mail?

Remember: the goal is to get an 
active email address for everyone 
in your contact list



Step 3: Filter clients without emails

Select “More” under 
“Suggested Searches”

Select “All Contacts without 
Emails” and hit “Apply”



Step 3: Filter clients without emails (continued)
Your contacts should look something like this. 

Sorted alphabetically by people who do NOT have an email on file.



Step 4: Select contacts to add to list
Check all of the contacts on 
the page that fall into the set 
parameters (for example, No 
Email WITH Phone).

Using the dropdown menu at 
the top, select “Add to 
Custom List”

Then select the appropriate 
list.

Repeat for all pages in your 
database.



Step 5: Start reaching out
1) No Email & No Phone 

a) Contact via snail mail letter. Ask them to call you so you can update their contact 
information. 

b) Use the notes section to keep track of who you have sent letters to.

2) No Email WITH a Phone
a) Contact via phone. Goal is to get a valid email on file. You can also check in and see if they 

have anything new going on. Take notes on the conversation or if you left a message.



Step 6: REPEAT
Repeat these steps for all different lists. Use the campaigns as guides.

● Over or approaching 65
● Recently married
● Recently had or are planning to have children
● Nearing retirement
● Recently graduated from college
● THE POSSIBILITIES ARE ENDLESS



Add New Contacts
Take 1 campaign at a time 
and think about who you 
have in your phone that 
might be interested in 
each category. 

Use the + Contact Quick 
Add to input their 
information into your 
database and set them up 
for specific campaigns. 



Campaigns
Select “Campaigns” from 
the menu on the left. 

To select campaigns to 
use, click the star in the 
right hand corner. You can 
also Preview each 
campaign under each 
description.

Please note: Selecting the 
star DOES NOT send a 
campaign automatically. It 
just makes it available to 
send.



Campaigns (continued)
Go back into your contacts using the menu

You can add specific campaigns to each contact OR using a custom list, you 
can send a campaign to that list. 



Campaigns (continued)



Campaigns (continued)
Scroll down to 
customize campaigns 
for clients. Schedule 
or send immediately.



GET STARTED TODAY!
Use the tools.

Go into your own CRM, start organizing and utilizing the tools.


