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‘My Lists’ Management: 

ASSIGN MULTIPLE  
FILTER TAGS TO A RECORD 

 

Refine Saved Company Lists 

You may want to assign more than one filter 
tag to a list of company record saved in ‘My 
Lists.’ 

(See page 4 for instructions to assign an additional tag 
to a single record.) 

For example, companies tagged as Chamber 
of Commerce members can be further sorted 
by industry sector using filter tags such as 
‘Manufacturing’ or ‘Information Based 
Industries.’ 

 To begin, select the ‘My Lists’ tab within 
ProspectVue™. 

 Then, use the Filter drop-down menu to 
select the records you would like to update 
with additional filter tags. 

 In this example, the selected filter tag is 
‘Chamber of Commerce member.’ 

 

 
 

 Click ‘Export/Import List.’ 

 Choose ‘Edit Filter Tags: Assign, Create, 
Edit, Remove.’ 
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Assign Additional Filter Tags 

 From the drop-down list, select the 
additional filter tag you would like to assign 
to one or more of the company records saved 
the Chamber of Commerce list. In this 
example, the additional filter tag is 
‘Manufacturing.’ 

 Use the check boxes to choose the 
company record(s) to receive the additional 
filter tag. In the example list, two of the ten 
companies are checked. 

 Click ‘Go’ to assign the new filter tag. 

 

 
 

The selected company records have been 
successfully updated with the additional filter 
tag. 

When viewing the company records in the 
column on the left of the screen, the updated 
filter tags will be listed. 
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Assign Additional Filter Tags (cont.) 

Repeat the previous steps as many times as 
necessary to update the company records in 
the original list. 

 From the drop-down list, select the 
additional filter tag you would like to assign. 
In this example, the remainder of the 
companies contained in the Chamber of 
Commerce list can be assigned an additional 
filter tag for ‘Information Based Industries.’ 

 Use the check boxes to designate the 
company record(s) to receive the additional 
filter tag. In this example, eight of the ten 
companies are checked. 

 Click ‘Go’ to assign the new filter tag. 

 

 
 

The selected company records have been 
successfully updated with the additional filter 
tag. 

When viewing the company records in the 
column on the left of the screen, the updated 
filter tags will be listed. 

 

 
 

  

Apply Multiple Filter Tags 

You can now further refine your search 
results within ‘My Lists’ by layering the saved 
filter tags. 

 For example, by using multiple filter tags 
you can create a more specific list of 
companies that meet TWO search criteria, 
such as companies that are a ‘Chamber of 
Commerce member’ AND part of the 
‘Manufacturing’ industry sector. 
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Apply Additional Filter Tags to a 
Single Company Record 

Note: The example shown in this user guide 
demonstrates the steps required to assign 
additional filter tags to a selected list of 
company records.  

 If desired, you may assign an additional 
filter tag to a single company record by 
searching for a specific business and making 
updates using the ‘Edit Record’ tabs available 
in the company lists on the left side of the 
screen or in the company listing pop-up box. 
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