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Address books or mailing lists are the best way to gather your contacts and emails together based, for 
example, on interests, type of message (newsletters, announcements, alerts) or acquisition mode.

The ability to create and manage different address books allows you to set up separate campaigns for 
the various websites or groups of people (e.g. prospects and clients) and to customize the message 
according to the target group.

In MailMarketing there is no limit to the number of lists you can create!

Enjoy your reading!

 IMPORT AND MANAGE YOUR CONTACTS
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1.  ADDRESS BOOK CREATION
Before uploading the contacts, create an address book, i.e. the list to 
which you will then associate the individual contacts. The address book 
is composed of a name and a descriptive note (optional), e.g. date of 
creation and contact acquisition creation mode.
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CREATES THE ADDRESS BOOK AFTER LOGGING IN TO THE 
YOUR ACCOUNT

1. In the side menu select Address Book 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Proceed by clicking the ADD AN ADDRESS BOOK button 

CREAzIONE RUbRICA
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3. Enter the address book name and the address book description note.

The address book name and note is for internal use and unlike the sender name it will 
not be displayed by any recipients.

ADDRESS bOOK CREATION
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2. LOADING CONTACTS
You can choose different ways to upload your contacts:

1. Add a single contact
2. Importing multiple contacts simultaneously from csv files
3. Import multiple contacts simultaneously from txt files
4. Import multiple contacts with Copy Paste



Mail Marketing gUiDe -  IMPORT AND MANAGE YOUR CONTACTS 8

2. LOADING CONTACTS
1. Add a single contact
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To enter a single contact, select in the Address Book Management section:
INSERT CONTACT

In the contact form you will have the possibility to insert (regarding the contact): per-
sonal and geographical and business information. The only mandatory data is the email. 
All the other contact data is not mandatory, but it is recommended as you would have 
the possibility to send highly profiled messages.

Once the information has been entered, click on SAVE or SAVE AND INSERT 
ANOTHER in order to add a new contact. In case you have already added an address 
book or more address books you can already - at this stage - associate them with the 
contact.

LOADING CONTACTS
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2. LOADING CONTACTS
2. Importing multiple contacts simultaneously from .CSV files
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LOADING CONTACTS

To correctly import your contacts from files you need first of all that the your data in 
the file is correctly formatted.

Importing from file, both in CSV and TXT format, allows you to upload multiple contacts 
simultaneously. 

The CSV format file allows you to upload more data over and above the email (for 
example name, surname, date of birth, etc.), associated with the contact. The TXT 
file allows you to add only the contact’s email information. For any added contact you 
can always manually add more information. The list of contacts cannot contain more 
than 5,000 contacts, while in the address book there is no limit for what concerns the 
number of contacts. 

In case you have a file with a number of contacts greater than 5,000, we suggest to 
divide them and load them in several stages. To import contacts from an external file 
in the Address Book section, select IMPORT FROM FILE

Let’s see in detail how to import contacts from .csv and .txt format files
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LOADING CONTACTS

IMPORT .CSV FILES

The first thing to do before uploading the list is to format correctly the data in the file.

1. DOWNLOAD THE CSV EXAMPLE FILE TO VIEW HOW ENTER 
THE DATA CORRECTLY.

This is an example of a .csv file
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LOADING CONTACTS

Here are some points to follow in order to format and load your list of contacts in CSV 
format:

•	 The file must be in .csv format. You can create a .csv file with a program as Excel 
remembering to select the CSV UTF8 format when saving (see example).

•	 The file name must not have spaces or special characters, for example a good 
name could be: clientslist.csv

•	 The only mandatory field to fill in is: email
•	 The information must be entered correctly in every single corresponding column
•	 The information must be entered only following the order of the file example 

(email/name/surname/cell phone etc.)
•	 The first line, where there are labels (e.g. name, cell phone) is optional, you can 

also omit it.
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LOADING CONTACTS

Once the file data is correctly formatted we can proceed with the import

2. CLICK THE “+ SELECT CSV OR TXT” BUTTON

3. SELECT ON YOUR DEVICE (PC, TABLET, SMARTPHONE) THE 
CSV FILE WITH THE CONTACTS AND CLICK ON OPEN
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LOADING CONTACTS

The Software will automatically show you the number of contacts found, the presence 
of duplicates or errors.

Once the file is loaded select one or more address books to which you want to asso-
ciate the contacts by selecting the check box and then click the SAVE button.
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2. LOADING CONTACTS
3. Importing multiple contacts simultaneously from .TXT files



Mail Marketing gUiDe -  IMPORT AND MANAGE YOUR CONTACTS 17

LOADING CONTACTS

As for the .csv file the first operation to 
be done before proceeding to the
loading the list is formatting correctly 
the data in the .txt file
Importing contacts via .txt file is much 
simpler than to the .csv, you must insert 
in the file exclusively emails.
Emails must be entered one by
line and semicolon “;” at the end,
as shown in the image.

To import the contact file always in 
the Import Contacts from external file 
section:

1. CLICK ON THE “+ SELECT CSV OR TXT” BUTTON
ì
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LOADING CONTACTS

2. SELECT ON YOUR PC THE TXT FILE WITH THE CONTACTS 
AND CLICK ON OPEN

As for the .csv file, the Software will automatically show you the number of contacts 
found, the presence of duplicates or errors.

Select one or more address books to associate contacts to and save.
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LOADING CONTACTS

Once saved, you will have completed the contact import procedure and you will be 
able to find the new address book in the address book section or in the campaign 
creation phase in the “TARGET SELECTION” section.
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2. LOADING CONTACTS
4. Importing multiple contacts at the same time with COPY/PASTE
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LOADING CONTACTS

For importing with Copy Paste it is not necessary to insert a separator between the
email (for example johnblack@gmail.com ; paulared@gmail.com, in this case the 
semicolon “;” separator is not necessary) added.

The platform reads and imports any expression with alphanumeric characters that
has the format of a valid email address.

1.  IN THE ADDRESS BOOK MANAGEMENT SECTION SELECT 
IMPORT WITH COPY PASTE

2.  COPY ONLY EMAILS AND PASTE IN SPACE AVAILABLE VIA 
“CTRL + V” (PC) OR “APPLE + V” (MAC)
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LOADING CONTACTS

3. CLICK ON VALID EMAIL TO CHECK IF THE SYSTEM 
CORRECTLY RECOGNIZES PASTED EMAILS

4. ASSOCIATES THE CONTACTS TO ONE OR MORE ADDRESS 
BOOKS AND SAVE
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DID YOU FIND THIS GUIDE HELPFUL?
Discover how to take advantage of the potential of email 

thanks to a solution tailored to your needs.

www.mailmarketing.com


