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Creating A Distribution List 
 

Bulk email and bulk print jobs can be completed in Catalyst. Before doing the bulk job, we recommend 

creating the email or print template. Please refer to the Marketing – The Template Library guide. 

 

After creating your template hover over Marketing and select the Bulk Email/Print option. 

 

 

 

There is a Standard Library of lists built for you. You can click on the list to duplicate it, make changes, 

and save it to the Agency Library.  You can also build your own lists. To create a new list click on Add 

New Lists in the toolbar. 
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The category should be who the bulk job is built to go to. The 

Data Sources options are what filters you would like to pull into 

the distribution list. 

 

 

 

 

 

In this case I have selected the Customer category. I have also 

selected the Customer Information and Policy Information data 

sources. The Customer Information data source gives you 

filters like Customer Birth Month, Customer Status, Marital 

Status, Gender and Customer Source. The Policy Information 

data source gives you merge fields like Writing Carrier, Policy 

Number, Policy Premium, Effective Date, and Expiration Date 

and Policy Status. Click Next to continue in the workflow. 

 

 

 
 

 

 

 

 

On the next tab you will be able to add filters. 
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Filters allow you to narrow your distribution list for target marketing. You can add additional filters by 

clicking on Add Another Filter. There is no limit to the number of filters you can use. 

 

 

 

When you click next you will be able to name your distribution list, add a description and select a type. 

Click save to exit the workflow. 
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Creating A Bulk Email & Print Job  
 

After you have created the template and the distribution list, you can create a bulk job. Click on the 

distribution list and select Create Bulk Email/Print. 

 

 

 

Then you will be prompted to select a template from your Templates Library. Make your selection and 

click Next to continue in the workflow. 
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The template will be opened to make any changes for the bulk job. If there are no changes to be made, 

click Next to continue. 

 

 

 

When you click next you will see the number of contacts that meet the distribution list criteria you built. 

You can cycle through the list by clicking on the green arrows. 
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On the next tab you will be able to enter a title for the file and select your Delivery Option. To print the 

documents, select Print This Document and click Finish. 

 

 

 

 

 

When you click Finish, the system will inform 

you of how many documents will be created 

and ask for confirmation to continue. When you 

click Yes, the job will be started. 

 

 

You do not need to wait for the Bulk Print job to be completed. You can continue working in Catalyst. The 

system will inform you when the bulk job begins and when it is completed. 
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Click on the Notification Bell and then select the View PDF link to print your letters. A copy of the letter is 

automatically attached to the contact’s file. 
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To email the documents, select Email This Document and click Finish. 

 

 

 

 All validated email addresses assigned to you will be listed in the From field and your contact’s primary 

email will be listed in the To field. If your email address does not populate in the From field, please refer 

to the Setting Up Email in Catalyst guide. 

 

 

 

 

When you click Finish, the system will 

inform you of how many emails will be sent 

and how many contacts are missing primary 

email addresses. When you click Yes, the 

job will be started. 
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You do not need to wait for the Bulk Print job to be completed. You can continue working in Catalyst. The 

system will inform you when the bulk job begins and when it is completed. 

 

 

 

A copy of the email is automatically attached to the contact’s Files tab and the Log tab. 

 

 

 


