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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	
  

 

3. Choose	
  the	
  program	
  to	
  open	
  your	
  list	
  (Excel)	
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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.	
  

	
  

	
  
	
  

	
  

	
  

4. Save	
  this	
  exported	
  list	
  as	
  an	
  archive	
  of	
  your	
  email	
  subscribers.	
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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	
  
2. Last	
  Name	
  
3. Email	
  address	
  
4. Oldest	
  Child’s	
  Name	
  (Optional	
  –	
  Can	
  be	
  left	
  blank)	
  
5. Oldest	
  Child’s	
  Year	
  (Optional	
  –	
  Can	
  be	
  left	
  blank)	
  
6. Created	
  On	
  (Must	
  be	
  a	
  column	
  but	
  can	
  have	
  no	
  data	
  in	
  this	
  column)	
  
7. Status	
  (Must	
  be	
  a	
  column	
  –	
  if	
  you	
  fill	
  column	
  with	
  Yes,	
  then	
  all	
  the	
  subscribers	
  will	
  

be	
  approved	
  upon	
  importing!)	
  
8. Group	
  1	
  
9. Group	
  2	
  

Etc.	
  
 
Each	
  group	
  should	
  have	
  it’s	
  own	
  separate	
  column.	
  	
  See	
  example	
  on	
  next	
  page:	
  
 
Optional fields are: Oldest child’s name and Oldest child’s grade. 
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1. Your	
  new	
  database	
  should	
  be	
  saved	
  as	
  a	
  .csv	
  file.	
  	
  File,	
  SAVE	
  AS	
  –	
  
Comma	
  Separated	
  Values	
  (.csv)	
  

 

2. Go	
  to	
  COMMUNICATE	
  –	
  Email	
  Subscribers.	
  	
  (Ensure	
  you	
  have	
  exported	
  a	
  
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.	
  

 

4. When	
  you	
  have	
  found	
  your	
  file,	
  hit	
  open.	
  
 

5. You	
  will	
  now	
  see	
  the	
  file	
  is	
  listed	
  in	
  the	
  CMS.	
  	
  Hit	
  IMPORT.	
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