How To: Mass Update from a List View

Data cleanliness can be one of the most important, but also most time consuming jobs of a sales
representative. The time it takes to continually update leads and contact information in Salesforce can
turn people away from the task all together. Luckily, updating data can be managed a lot easier through
list views.

A list view in Salesforce allows you to see certain information on Accounts, Contacts, and Leads, based
on the criteria you choose. For example, | could pull a view that shows all the Contacts | own that were
created this month. From that view, | can then either use a feature called “Mass Update” or “In line
Editing” to make changes to certain fields that need updating. This can prevent me from having to
individually search each contact whose information | need to update, saving me hours of time.

To begin pulling a list view, navigate to the tab you wish to pull a view for, in this example, we will
navigate to the contacts tab. Once you click the contacts tab, simply click “Create New View” as shown
in the screenshot below.
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Once you click “Create New View” you will then choose the criteria of the contact you wish to see. In
this example, | am want to see all contacts owned by me that were created this week. | am interested in
updating the “Contact Status” field on all of these contacts so | need to be certain to add it to the
“Selected Fields” section so | can mass update the field.

The criteria selected should look similar to the screenshot below. Notice you can also filter by a
campaign as well. If you want to update all contacts that belong to a campaign, you can easily do that as
well.
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Once you are happy with your criteria, click “Save” and you will be redirected to the view page where
you can begin updating information. To update the information for the contacts, click the checkbox next
to the names of the people you wish to update. Then, either click “Mass Update” or hover over the
pencil next to the field you wish to update as shown in the screenshot below.

You can click the Open Calendar link below to display a view of your calendar underneath the list. Then, y

associated with the records. New! Tell me more!

Don't show this message again

A
2/ | My Contacts

v | Edit| Delete | Create New View

New Contact| 'Add to Campaign || Mass Edit§ Mass Update @reate Tasks Add to Watch List|| Send Marketo Ema

Name *+
Admin. Temp

Amato. Brittan
Ament, Rob

Anderson. J.J.

| | Action

| Edit]Del | @
| Edit|Del | g9
| Edit|Del | g9
| Edit| Del | gp

(2l rmanamsodia

(o= e

Account Name

tle

Fathom

Fathom Senior Online Ad. ..
Fathom Vice President, Se...
Fathom Online Advertising ...

[ S R [ _ SEGEL I S VY PORE R

Phone

4407818190



Once you click “Mass Update” you will then choose the field you wish to update, as shown in the
screenshot below. Click “Done” and all the records that were checked will be updated in seconds.

Mass Update

L

Done Cancel
Step 1. Select Field to Update
Contact Status v
Step 2. Provide Value
No Contact v
Done Cancel

Following this method can save you the hassle of constantly searching for a contact, going to their
individual contact detail page, and individually updating each field. This method of updating data will
save you time, and keep your SFDC System Admin happy with clean data, it’s a win-win!



