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Overview 
 

This article will teach you how to query for a list of contacts (Donors/Voters) in your database and then set an attribute for the entire list at once.  

In this particular example I set an attribute called “VIP Donor” to any donor that gave over $10,000 at one time, using this mass update utility. 

 

IMPORTANT! This article assumes you already know how to create Attribute Folders, and Attribute Items.  If you’ve never created attributes 

before, it’s covered in our free weekly intro training class which can sign up for here. 

 

 

Tip: Using this process you can perform a wide variety of tasks such as: Tracking which contacts have received certain mass mailings such as 

Christmas Cards, Appeal Letters, Pledge Letters, etc. 
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Steps 
 

Navigate to the Contacts (Voter/Donor) list. 

 

 
 

Build and run your search query.  In this example I queried for everyone who’s given over 10k dollars at one time, which populated 16 contact 

records as shown in the image below. 

 

http://www.trailblz.com/kb
https://www.youtube.com/user/TrailBlazerSoftware/search?query=query
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If you don’t want to set your attribute for certain contacts in the list you can uncheck their records from the Include column.  In my example I 

unchecked two from my list of 16 giving me a final count of 14. 

http://www.trailblz.com/kb
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Click the Edit drop-down menu from the search tool strip, follow Set, and select Set Attributes. 
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If necessary, expand the folder that contains the attribute you would like to assign en masse.  In this example I chose an attribute called “VIP Donor 

(over 10k at-one-time)”. 
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Click [OK] to proceed.  You’ll be prompted with a warning message showing how many contacts are about to be updated, click [OK] again to begin 

the update. 

 

http://www.trailblz.com/kb


  

 

 KNOWLEDGE BASE www.trailblz.com/kb    7 

 
 

When the process is complete (which could take a bit of time if you’re updating 100k+ contact records) it will display the results. 
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To query for people tagged with your attribute, open a new contact list, check the corresponding attribute box under the Attribute tab, and click 

[Search].  In my example I searched by the same attribute used in previous steps, which populates the 14 people who are now part of that category. 
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You’re now finished with these steps.  The related resources below discuss similar features in the program, there’s also a link to an article on rolling 

back transactions if something goes awry during your mass updates. 

 

 

TIP: There are a lot of other mass updates you can perform from the Edit menu on the different lists throughout the system i.e. Addresses, 

Households, and the Voters/Donors.  Another popular application of this utility would be to *remove* attributes from a particular list of contacts. 
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Related Resources 
 

Article: How to Set an Attribute for All Members of a Household En Masse 

Article: Creating an Attribute Folder and Attribute Items 

Article: Adding Log Notes, Mass Log Notes, and Reminders 

Article: Rollback 

Video: Attributes – Adding New 

Video: Attributes – Assign En Masse 

 

 

 

 

 

Trail Blazer Live Support 
 

  Phone:  1-866-909-8700 

   Email:  support@trailblz.com 

   Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180 

   Twitter: https://twitter.com/trailblazersoft 
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https://www.youtube.com/watch?v=XCes8fwyGzY
https://www.youtube.com/watch?v=I30nQB4AzjA
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https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
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* As a policy we require that you have taken our intro training class before calling or emailing our live support team. 

 

Click here to view our calendar for upcoming classes and events.  Feel free to sign up other members on your team for the same training. 

 

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live 

interactive trainings. 

 

* This service is included in your contract.  

 

 

http://www.trailblz.com/kb
http://trailblz.com/Support/Learning/Events.aspx
http://www.joingotomeeting.com/

