
 

Activity Advantage Software Documentation  

© Copyright Miller Commercial Investments LLC. 2004-2007 All Rights Reserved. 

Revised: Dec. 7, 2009 

 

 
Using the Contact Export Program  

²ƛǘƘ !ŎǘƛǾƛǘȅ {ƻŦǘǿŀǊŜΩǎ ƴŜǿ /ƻƴǘŀŎǘ 9ȄǇƻǊǘ tǊƻƎǊŀƳ ȅƻǳ Ŏŀƴ Ŝŀǎƛƭȅ ŜȄǇƻǊǘ ![[ ƻŦ ǘƘŜ ŎƻƴǘŀŎǘǎ ƛƴ 

your database, or filter them to get the list you want to use to email special announcements or 

sales offers. 

CHAPTER 1: EXPORTING FROM ADVANTAGE 

Step 1: 
Lƴ ǘƘŜ !ŎǘƛǾƛǘȅ !ŘǾŀƴǘŀƎŜ ǇǊƻƎǊŀƳ ŎƘƻƻǎŜ wŜǇƻǊǘǎΧΦ{ŀƭŜǎ wŜǇƻǊǘǎΥ 
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Step 2: 
Clicking on Sales Reports takes you to that section of Advantage: 

 

Step 3: 
Clicking on the CUSTOM tab in Reports takes you to the Custom Export program icon: 
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Step 4: 
Double-click the Contact Export icon and it opens the new Export program: 

 

The Customer Contacts Export program gives you multiple choices as to what you want in your 

export file to be imported to your email program. You can include or exclude any feature 

(industry, etc) and the format in which you want to export the information. If you use Constant 

Contact please choose CSV. 
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Step 5: 
Click on the EXPORT button to begin the operation. Pick a name that you can use to import your 

contact information from and save it in CSV format. 

 

 

If you are using Outlook or some other program to do your mailings please check with that 

program to see how to import this file. 

If you are using Constant Contact for your marketing emails please see the next chapter. 
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Chapter 2, Constant Contact 

Step 1: 
After saving your file you can then import it into your emailing program. We highly suggest you 

look at Constant Contact as an Emailing option. It is easy to use and has several hundred 

templates for emailing, announcements, sales, etc. 

Once you have opened the program choose the method of importing. We will use Constant 

Contact for our example 

In this program choose CONTACTS and Add/Import to start the process. 

 

Step 2: 
Select an existing list to import to or create a new list for special occasions. 
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Step 3: 
LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ŎǊŜŀǘŜ ŀ ǎǇŜŎƛŀƭ ƭƛǎǘΣ ƻǊ ŘƻƴΩǘ ƘŀǾŜ ƻƴŜ ŀƭǊŜŀŘȅΣ ƎƛǾŜ ǘƘŜ ƴŜǿ ƭƛǎǘ ŀ ƴŀƳŜ ŀƴŘ ŎƭƛŎƪ 

NEXT 
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Step 4: 
Creating the name for the list lets you choose which list to import to from Advantage. 

 

Step 5: 
You will be given a choice on how you wish to add to a list.  In this case choose to Import my 

list from a file on my Computer  Click NEXT 
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Step 6: 
Browse for the file you wish to import from your computer. It will be the same one you created 

in the Advantage Contact Export program.  Go to the directory, usually Documents, where you 

saved the file and double-click on it to choose it. 

 

 

Step 7: 
You MUST fill out the Permission Checklist to go any further. Do that and click SUBMIT 
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Step 8: 
You will have to fill out the form used to import your information. It tells you if you have data in 

the field or not and a clue to what that field should be called. You can also choose NOT to import 

a particular field by choosƛƴƎ 5h bh¢ Lathw¢ ŦǊƻƳ ǘƘŜ ǎŜƭŜŎǘƛƻƴǎ ƎƛǾŜƴ ȅƻǳΦ  ¸ƻǳ ŎŀƴΩǘ ƭŜŀǾŜ 

ŀƴȅ ŦƛŜƭŘ ǿƛǘƘƻǳǘ ŀ ƭŀōŜƭ ŀƴŘ ȅƻǳ ŎŀƴΩǘ ƘŀǾŜ ǘƘŜ ǎŀƳŜ ƭŀōŜƭ ŦƻǊ ǘǿƻ ŘƛŦŦŜǊŜƴǘ ŦƛŜƭŘǎΦ 
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Step 9: 
Once you have the list filled out click on START IMPORT.  If you left any field blank it will stop 

and show you which fields need to be filled in before proceeding. 

 

Step 10: 
It will start the upload process for you and let you know how long it will be before they are all 

imported.  The more contacts you have the bigger the file will be so it may take awhile. 

 

 


