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Using the Contact Export Program
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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:
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Step 2:

Clicking on Sales Reports takes you to that section of Advantage:

Production Financial Merketing Custom

| Reports DWW Reports
Daily Activity Report EEE Commission Repons [E]
EEMN MTD Sales Listing » B
EEE WTDAdjustments B
MENE Sales Promotions B &
EEE  Industy [E]
EEE Cusiomer Origins B8
EEE ProductSales =]
EEE Sales Tax EWE]
BN Annual Sales B

= Fillered by paymenttermsALL <
Close Day * Filtered by salesperson [ALL -

Past Finance Charges

Daily Orders Placed = =

Daily Orders =

Daily Orders Picked o0

Daily Orders Paid **

Daily Payments - (All payment types)
Daily Payments - (Specific payment types)
Royalty Repon

Estirate Report *

DEDDDEDDDD @

Sales Staff Summary =

Repotts to Print (® Single/Ending Date (" Date Range

® Daily From -
" Weekly Date [12/072009 |- — 1
" Monthly o

Last Transaction Saved

[T20aPM 11162008
[ Exit

Step 3:
Clicking on the CUSTOM tab in Reports takes you t€tistom Export program icon:

Contact Export B
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Step 4:
Doubleclick the Contact Export icon and it opens the new Export program:

Production Financial HR hdarketir

[v Prospects

Salesperson: |<ALL>

Contact Export Incustry: |<A|_L>

Origin; |(A|_|_)

Profile List Field 1: |<ALL>
Contacts:

v AP v FiS [v Additional

Expont Format:

® CSY " Excel i

The Customer Contacts Export program gives you multiple choices as to what you want in your
export file to be imported to your email progm. 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 yowedanimgport your
contact information from and save it in CSV format.

ction T Financial T HFE T Marketing T Custom

L » Libraries » Documents » v|&f|| Search Documents jo

Organize ~ New folder = - 9

e

| Favorites —  Documents library
¢ Recently Changec Includes: 2 locations

| Public = Name Date modified Type
M Desktop

Arrange by: Folder ~

ls Downloads | artarmon 11/21/2009 1:57 PM  File foldel| =
% Recent Places | Bluetooth Exchange Folder 10/30/2009 11:08 ...  File foldel—
| BrainsBreaker puzzles 12/6/2009 8:11 PM File folde
---u libraties | Camtasia Studio 11/2/2009 1:30 PM File folde
L, Documents . Digsby Logs 11/2/2009 10:55 A...  File foldel
Js/ Music | Downloads 10/31/2009 9:46 PM  File foldel
5, Pictures | microsoft 11/1,/2009 7:01 PM File foldel .
B videos ~ | il | b
File name: -

Save as type: ICSV File (*.csv)

+ Hide Folders [ Save ll Cancel l

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 market@ntpils 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 atConstant Contachs an Emailing option. It is easy to use and has sevendréd
templates for emailing, announcements, sales, etc.

Once you have opened the program choose the method of importing. We wiCaisstant
Contactfor our example

In this program choos€EONTACT&hd Add/Importto start the process.

- My Account | Pricing | GetHelp
=
yd . -
Constant Contact Welcome, Terry | Logout User Community fff
Home Emails Suveys Events Images My Settings

Export Manage Bounces Activity Join My Mailing List

v 0 lists were successfully deleted. A Delete Lists activity has been submitted to remove contacts from these lists.

CETASS———————————

-
Add /Import | Export | Update | Removelil | Move to Do Not Maillil | Import Tools lil

§ Active Contacts

View Contacts: Search for Contacts:

All

- Search | Email Addresses [=] witnin | Active =]
Active

Awaiting Confirmation that | beginwith [ ]

Do Mot Mail

Removed

Create New | Merge | Clear Contacts |il | List Properties |il

List contact counts are being updated
See the Activity page for the update status.

Step 2

Select arexisting list to import to or create a new list for special occasions.
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- My Account | Pricing | GetHelp
3=
Constant Contact” Welcoms, Terry | Logout User Community offfs
Home Emails Surveys Events Images My Settings
Manage Contacts Reports Export Manage Bounces Activity Jaoin My Mailing List

Contacts : Add & Import Contacts (Step 1 of 3) a9

Next >
Select Lists
Select the list to which your contacts will be added. You may select one or more lists.
Create a New List
Lists Contacts
] Activity Employees 5
Next =

Step 3
LT &2dz Ok224a$8 (2 ONSBI
NEXT

A

aLISOALE fAal:z

[@N
(0p))

- My Account | Pricing | GetHelp
2= E ;
Constant Contact” Welcome, Terry | Looout User Community fffe
Home Emails Surveys Events Images My Settings
| |
Manage Contacts Reporis Export IManage Bounces Activity Join My Mailing List

Contacts : Add & Import Contacts (Step 1 of 3) @

Next>
Select Lists
Select the list to which your contacts will be added. You may select one or more lists.
New List Name_ Save = Cancel
To sdd this list to your Join My Mailing List Form, or to designate this list to receive autoresponder emails, go to Contacts * List Properties
Lists Contacts
[] Activity Employees 5
Next >
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Step 4

Creating the name for the list lets you choose wHishto import to from Advantage.

- My Account Pricing Get Help
=5 E ;

i
Constant Contact’ Welcome, Terry | Logout wser Community A
Home Emails Surveys Events Images My Settings

Repors Export Manage Bounces Activity Join My Mailing List

Contacts : Add & Import Contacts (Step 1 of 3) e

Exit Next »
Select Lists
Select the list to which your contacts will be added. Y'ou may select one or more lists.

Create a New List

Lists Contacts
Contacts 0
[[] Activity Employees 5
Exit Next >

Step 5:
You will be given a choice on how you wish to add to a list.  In this case chdogsotomy
list from a file onmy Computer CIlickNEXT

. My Account Pricing Get Help
2 E ;
Constant Contact’ Welcome, Terry | Logout user community ff
Home Emails Surveys Events Images My Settings

Repors Export Manage Bounces Activity Join My Mailing List

Contacts : Add & Import Contacts (Step 2 of 3) a
Exit <Previous | | Next>

How would you like to add your list?

Select the method you would like to use for adding your list.

Be advised, your account is subject to the terms in our zero tolerance Anti-Spam Policy. Your list must be permission based. Please read rules for adding contacts.

)] Type or copy my email addresses into Constant Contact i/

3] Type my email addresses and contact details into Constant Contact i/

() Import my list from a file on my computer i/ B

Download our easy-to-use import tools to addiupdate contacts.

Exit =Previous | MNext>
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Sep 6:

Browse for the file you wish to import from your computerwitl be the same one you created
in the Advantage Contact Export programGo to the directory, usually Documents, where you
saved the file and doublelick on it to choose it.

. My Account Pricing Get Help
=7 f 7
Constant Contact” Vielcome, Terry | Losout ser Communiy
Home Emails Surveys Events Images My Settings

Reports Export Manage Bounces Activity Join My Mailing List

Contacts : Add & Import Contacts (Step 3 of 3) @
Exit < Previous Submit Data

Specify File Location
“You can upload your file here. File formats acceptable for uploading are Excel (xls) and Comma Separated Value (.csv) and Text (txt), with one email address per line. We recommend
reading the instructions prior to uploading your file

File o Upload

(bt cav, xis)

Exit < Previous Submit Data

Step 7
You MUST fill out the Permission Checklist to go any further. D@atiobclickSUBMIT
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Permission Confirmation Checklist

Only contacts that have given you or your business prior consent to receive
communications can be used in Constant Contact. If your list does not meet each
condition on the checklist below, select Cancel. All boxes must be checked before
your import can begin.

My list is consent based - All contacts have given me or my business
their prior consent to receive email communications.

My list is NOT a third party list - My list has not been purchased,
rented, appended or given to me from any third party source.

My list does NOT contain role addresses or distribution lists - E.g.
email addresses that may be received by more than one individual:
sales@, support@, users@, list@, etc.

My list does NOT contain email addresses captured in my address
book without prior consent. Including but not limited to: user group
addresses, transactional addresses or auto-response addresses.

Violation of these rules will make you subject to our Anti-Spam Policy and may
result in the immediate termination of your account. Please contact Customer
Support with questions.

Submit | Cancel

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

aparticular fieldbychodsy 3 5h bh¢ Lat hwe¢ FNRY GKS &aStSOlAz2ya

lye FASER gAGK2dzi | fl1 0SSt IyR &2dz OFyQli KI @S

Select how to label your data
File Name: stssar csv

* Please select a label for the * Please select alabel for the
“CustomeriD" column “Customerhame" column

836 Granada Cyclry
* Please select a label for the * Please select a label for the
"BillAddress 1" column "BillAddress2" column
: .
4798 n senvice rd No data found
* Please select a label for the * Please select a label for the
"BillAddress 3" column "BillCity” column
, ‘
No data found stpeters
* Please select a label for the * Please select alabel for the
"Bill State” column "BillZip” column
. ]
Mo No data found
* Please select a label for the * Please select a label for the
"ShipAddress1” column "ShipAddress2” column
No data found No data found
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Step 9
Once you have the list filled out click on START IMPORT. If you left any field blaskoip will
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 ittak@yawhile.
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