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The sponsor-ed system will allow you to easily refresh your email database at any time.
We do suggest that you EXPORT your existing list first, to ensure you have a copy of
your existing database should you run into any trouble.

EXPORTING YOUR EXISTING SUBSCRIBERS
1. COMMUNICATE - Subscribers
2. Click on EXPORT TO CSV
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3. Choose the program to open your list (Excel)

O Opening subscribers.csv

You have chosen to open:

subscribers.csv

which is: Microsoft Excel Document (7.6 KB)
from: http://spgtest4.sponsoredi.com

What should Firefox do with this file?

) Open with Microsoft Excel (default) E

" Save File

Do this automatically for files like this from now on.
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You can now sort your list as you would with any excel spreadsheet. It gives you a list of
who is/is not approved, (status) and also what groups each are subscribed to.

=) A l B | C | v | E | Ls L] | | 1 l J l K |
L _|First Name LastName Email Oldest Child' Year Level  Status Created Group Name Group Name Group Name Group Name
! |Warren Sanchez Cras@conseguat.org Yes 1/02/17 Newsletter Year 2

b |Cassidy Sullivan Cras.convallis@FuscefeugiatLorem.net Yes 1/02/17 Newsletter Year 2

I | Travis Peck conubia.nostra.per@lectusNullamsuscipit.com Yes 1/02/17 Newsletter Year 2 Year 6

i |Rajah Avery consectetuer@vehiculaPellentesque.org Yes 1/02/17 Newsletter Year 2 Year 5

5> |Nora Hull consectetuer@odioauctor.co.uk Yes 1/02/17 Newsletter Year 2 Year 4

T |Tyler Howe consectetuer.adipiscing.elit@infaucibusorci.com Yes 1/02/17 Newsletter Year 2 Year 3

3 |Mark Howe bibendum.ullamcorper.Duis@amet.ca Yes 1/02/17 Newsletter Year 2 Year 6

} _|Simon Bauer auctor@enimcondimentumeget.edu Yes 1/02/17 Newsletter Year 2 Year 5 Year 6
0 |Shannon  Spence at@ametanteVivamus.net Yes 1/02/17 Newsletter Year 2 Year 4 Year 5
1 |Hilda Hickman arcu@Nullasemper.co.uk Yes 1/02/17 Newsletter Foundation

2 |Ria Rosales arcu.Vestibulum.ante@eu.co.uk Yes 1/02/17 Newsletter Foundation Year5

3 |Karen Stewart amet.risus@ Donec.com Yes 1/02/17 Newsletter Foundation Year 4

4 |Pandora Sherman amet.consectetuer.adipiscing@ipsum.com Yes 1/02/17 Newsletter Foundation Year 3

5 |Shay Garrett aliquet@luctuslobortisClass.edu Yes 1/02/17 Newsletter Foundation

6 |Clark Bennett aliguet.sem@vitaeodiosagittis.com Yes 1/02/17 Newsletter Foundation Year5

7 |Veronica Holcomb Aenean.eget.magna@ Mauris.com Yes 1/02/17 Newsletter Foundation Year 4

8 |Carson Gutierrez accumsan@nec.com Yes 1/02/17 Newsletter Foundation Year 3

9 |Yael Quinn a@ipsum.net Yes 1/02/17 Newsletter Foundation Year 3 Year 6
0 |Glenna Duffy a@elitfermentumrisus.com Yes 1/02/17 Newsletter Foundation Year 3 Year 5
1 |Jared May a.nunc.In@Vestibulumaccumsan.ca Yes 1/02/17 Newsletter Foundation Year 2 Year 4
2

4. Save this exported list as an archive of your email subscribers.

IMPORTING BULK EMAIL SUBSCRIBERS

To import a bulk list of email subscribers, firstly ensure that your database is correctly
formatted with appropriate information in separate columns:
1. First Name
Last Name
Email address
Oldest Child’s Name (Optional — Can be left blank)
Oldest Child’s Year (Optional — Can be left blank)
Created On (Must be a column but can have no data in this column)
Status (Must be a column — if you fill column with Yes, then all the subscribers will
be approved upon importing!)
Group 1
Group 2
Etc.
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Each group should have it’s own separate column. See example on next page:
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1. Your new database should be saved as a .csv file. File, SAVE AS —
Comma Separated Values (.csv)
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2. Go to COMMUNICATE — Email Subscribers. (Ensure you have exported a
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Newsleter Year 2 Year 4
Newpletter Yoar 2 Year S
Newsleter Year 2 Year 6
Newaletter Yoar 2 Year 3
Newsletter Year 2 Yeard
Newsletter Year 2 Year S
Newsletter Year 2 Year &
Newsletier Year 2
Newnletter Yoar 2
Newsletier  Year 2 Year 3
Newsletter Year 2 Year 4
Newsletter  Year 2 Year S
Newsletter Year 2 Year 6
Newsletter  Yoar 2
Newsletier Year 2
Newnletter Yoar 2
Newsletter Year 3
Newsletter Year 3
Newsletter Year 3
Newsleter Yewr 4
Newnletter Yoar S Yoar &

Newsletter  fourdation Year 3
Newsletter Foundation Year 3
Newsletier Foundation Yeard
Newnletter fourdation Year $

B wilandrariseprimaryschoolphotos

Excel Workbook (.xlIsx)

Common Formats

v Excel 97-2004 Workbook (.xls)

Excel Template (.xltx)

K

Yoar 4
Yewr S5
Yewr 6

Yew S
Yexr 6

Yewr 6

Yewr 4
Year 5
Yew 6

Excel 97-2004 Template (.xlt)
Comma Separated Values (.csv)

Web Page (.htm)
PDF
Specialty Formats

Excel Binary Workbook (.xIsb)
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copy of your existing email subscribers as outlined above).
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3. Click on browse. Browse your computer for your new subscriber
spreadsheet.

Import a CSV file
ﬁ Browsa... No file selected.

st be in the format: user@email.com, User Name, without quotes.This can take a while if there are many registries, so please be patient.

Manage Subscribers

4. When you have found your file, hit open.
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5. You will now see the file is listed in the CMS. Hit IMPORT.

Import a CSV file
ﬁ Browsa... New subscribers to import.csv
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