
 Creating Contact Groups 
Quick Reference 

                                    

 

 

 
www.awaremanager.com 617.542.8555 Version 956   Page 1 of 2 

 

Contact Groups allow you to link several Contact records together.  Once these groups are created, you can utilize them 

as a reference for locating important information such as telephone, organization and email addresses. 

   

Creating Contact Groups will also give you the ability to send correspondence (letters and emails) to all of the contacts 

within a group. 

 

You can create Contact Groups by manually adding a new record to the Contact Groups capsule or from within the 

Contacts capsule.  Bring up the list of contacts you want to group and go to OperationsCreate Contact Group.  

 

 

Hint: Use the chooser field to select a contact to add to the Contact Group. 

 

Notes: 

 You can move a contact line within the list while in New or Change mode. Click once on 

the line you want to move so it is highlighted, then right-click and choose the option that 

best fits your need to move the line. Remember these changes will not be saved until you 

click the save button. 

 To remove a line from the list, click on it once to highlight it. Right-click and choose the 

Delete Line option from the menu. Remember to click the blue save button. 
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Contact Group Operations                                                                       

There are several operations to make creating and maintaining your contact groups simple 

and efficient.  These Contact Group Operations are found under the Operations buttons.   

 

Note: Contacts in different Divisions may not occupy the same contact list, unless the user 

has global access. 

 

Find and Replace Contact 

The ‘Find and Replace Contact’ feature allows you to replace a Contact with a new or different Contact throughout the 

entire Contact Group file. This is a helpful tool to use when new employees are replacing past employees, you can 

replace their name with the old contact to be sure the right person remains in the Contact Group. 

 

AwareManager will make the substitutions and will let you know when the operation has completed. 

 

Generate Letters 

This operation will create a letter for a Contact Group  

 

Generate Emails 

This operation will create an email for a Contact Group  

 

Please see AwareManager’s Quick References for full instructions on using the Generate Letters and Generate Emails 

features.  

 


