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Lists 

Layout of List Pages 

A List contains a selection of 

journalists which you have 

grouped together. 

You can see all journalists within 

a List and, from here, view their 

profile pages. You can perform 

actions on the journalists - they 

are; batch emails, adding 

to Streams, activities and 

marking their GDPR levels. 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Lists 

Left Navigation 
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Left navigation actions

Search to filter Lists by name

View Lists in alphabetical order

Folder

Perform actions on selected 
items - group and delete 

Add a new folder 

Add a new List within the 
current folder



Lists 

List Tabs & Action Buttons 
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Save and Delete the current List. You can also 
clear any changes you’ve made prior to save.

Edit the name of the 
current List.

Journalists displays all journalists who have been added to the List. 

Alerts shows the most recent moves and appointments for journalists within the List. 

Activities shows all activities which have been added for any journalists within the list, in chronological order.



Lists 

Journalists 

All journalists within a List are displayed under the Journalist tab. Once selected, actions on these journalists are available. 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Lists 

Alerts within a List 

Each alert panel describes a journalist move or appointment. 

To perform actions on these, select the relevant journalists, which the panels relate to. 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Lists 

Activities within a List 

 

To add a new Activity select and the right hand panel will 

appear. Enter details of the Activity and click  

You can add activities for multiple journalists. Any saved Activities will be listed and 

you can search using 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Lists 

Adding Journalists to a List 

There are three ways to add a journalist to a List: 

1. From a journalist’s profile page 

2. From an Outlet page 

3. Within the advanced Search 

4. From within your Lists 

Adding a Journalist from a Journalist’s profile page 

 

To add a journalist to a list from the journalist’s profile page,  

click the  button. 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Adding a Journalist from an Outlet Page, from Search & from Lists 

Wherever you see several journalists on one page, you can perform actions on them using the buttons in the toolbar above the results. 

 

Within the results pages, select the button to add all journalists to a List. 

The number represents the number of journalists being displayed, in this case 660.  To specify which journalists you would like to add, simply 

click on them to select each one. The number will account for the amount selected. 
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From the dropdown, select the name of the Lists you would like to add the journalists to and click     .  Alternatively, create a new List 

directly by entering a name of your choice. 
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Contact 

If you have any questions 

For any questions or if you need any advice, please contact our account managers, by email or phone: 

 

 

Roxhill Media, WeWork No.1 Poultry, London, EC2R 8EJ 
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help@roxhillmedia.com +44 (0)20 3981 0010
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