Sage E-marketing

Quick Start Guide to:
Creating Your Database
Please refer to the image below; use Microsoft Excel or a similar spreadsheet to set up your database.

1. "Row 1" will have all your column headings. First Name, Last Name, Email Address are required; you
may have any other information within your database as you desire, just remember to name the column

in Row 1.
Mma\H - )+ Excel sample - Microsoft Excel
" il
. Home Insert Page Layout Formulas Drata Review View Add-Ins
B % Cut Calibri -1 - |A &[T = =||®-| |SiwapText General - *;_:,‘I
F‘_t 53 Copy e A - 0 .00 | C d':; I
aste - . - -lll= = = - v 0 onditiona
- - J Format Painter RIESE | a)| === B | e Center=) |16 _ L. Formatting -
Clipboard L] Font IF] Alignment F] Number L]
| Al - Fe | First Name
A B C D E F G H | J
1 |First Name !Last Mame Email Address Company Phone Street Address  City State Zip Code
2
3
. |
5
2. Now, add in your contacts into each row just as shown in the image below.
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5 |Chris Turner cturner@xypcorp.coi XYZ Corp  800-555-1010 71 W. Rigel Drive Denver Colorado 85421
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3. Click on File > Save As, give the list a name and then be sure to choose CSV (Comma Delimited) as the
file type. You are now finished creating your CSV list and can upload it using the Sage E-marketing List
Manager.



