How to Set the “National Newsletter” Tag

When National sends out the newsletter, all current members and scholar emails are pulled from all chapters
so you know that these important contacts are receiving ARCS news on a regular basis. But what about other
friends of ARCS like donors, university administrators, potential members, etc.? Now, in addition to sending
the newsletter to members and scholars, your chapter can include other contacts from your database by adding
the “National Newsletter” tag to those contacts.

Here are the directions for setting the “National Newsletter” tag. This assumes you are signed into the website,
have access to the CiviCRM menu on the black bar menu and know how to search for contacts. If you need
any help with these preliminary steps or those below contact is.help@arcsfoundation.org.

For individuals: Find the individual contact record and add the tag by clicking on the "Tags" item in the menu
and clicking the box in front of "National Newsletter".
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You can also add or (remove) a tag by clicking on "Edit" and then opening up the "Tags and Groups" section of
the contact record toward the bottom of the list and checking (or unchecking) the box next to “National
Newsletter.”
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For groups of contacts: If you already have a group (or groups) of contacts that you want to receive the
national newsletter, use the Search/Find Contacts (or Advanced Search or Search builder, etc.) to select the
group of records. Once you have a set of records selected by choosing "All" records or checking the box in
front of specific records, you will see "Tag - add to contacts" in the drop-down menu of "Actions”. Choosing
this option brings up a menu with a list of all the defined tags.
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Find "National Newsletter" in alphabetical order in the list and mark the checkbox, click on “Tag Contacts” and
all the contacts in your list will be updated to have the "National Newsletter" tag.
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Remember: You ONLY need to set the "National Newsletter" tag for contacts who are NOT members and NOT
scholars.



