Creating e-newsletter list from WebCats
Export e-mail list from WebCats

1. Select General Subset from the CLIENT Views drop down

2. Select subset criteria:  CLIENT Email Address; Most Recent I/F Session
3. Specify criteria:  Enter * for Email Address, and most recent month, and click Finish

4. Select Report: Client Phone List with Company Information - choose Export format as Output 

5. This will generate a comma delimited text file.

6. Save the file as “new contacts.txt”
Import address list into Excel

1. Select Data: Import External Data: Import Data

2. Find the .txt file you exported from WebCats and click Open
3. Follow the Import Wizard, choosing the following options:
a. Select Delimited as the data type:
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b. Select Comma as the delimiter:
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c.  Click Next (accept the defaults) and then Finish.  Choose to place the data in the existing worksheet.
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d.   Delete all columns except ones you want to upload (I do Company, First Name, Last Name, Email.)
 Log in to Constant Contact
Go to Contacts

Choose Add/Import

Choose Mailing list to which you want to add names
Click Next

Choose Import List from a File

Browse to file location 

Set columns (Company, First Name, Last Name, Email)

Answer anti-SPAM questions

Submit data

Check and correct any errors

