
Instructions to send a list of in-county expired subscribers for a specific date range to 

Circulation Solutions for telemarketing. 

 

File 

Export List to Excel 

 

Once you have the Excel document on your screen, you can delete the columns that are 

not needed and sort the data to only see the in-county expired records.  Then you can 

delete the records that you DO NOT want to send to Circulation Solutions. 

 

Always send to Circulation Solutions the following columns intact: 

 First Name 

 Last Name 

 Address 1 

 Address 2 

 City 

 State 

 ZIP 

 Phone 

 NP Status ID 

 

 


