Working With Emails in Convio

Click on the Add Contact link under the Send email button to get to the Contacts page.
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Once on the Contacts page click on the Add single contact button.
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The Add Contact form below will come up under Contacts.
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Fill out the fields under Add Contact.
Now click on the Add button

The individual will appear under your
list of contacts ready to be emailed to.
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Working With Emails in Convio

IMPORTING A GROUP OF CONTACTS

On the Contacts page click on the Import contacts button.
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e For file based email lists, they will need to be exported out into a CSV file
before they can be uploaded into Convio (see Exporting your

Outlook emails for Convio.doc)
Click on the Next button.

Import Contacts

Select an Import Source

Importing contacts from other email senices into your Participant Center Address Book
makes it easy to solicit donations, monitor who has responded, and follow up with personal
thank you notes.

Let's begin by identifying where you keep your address book.

You can import contacts directly from an email service below:
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OR you can upload a .csv file exported from another email client:

File-based import for Tell me mare.
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If you chose Gmail or Yahoo just follow directions (they are very straight forward).

For Outlook
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1. First export your emails out of Outlook into an Excel file

0]
File Ho ive
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P Aci b. Click on the Export button and follow the directions.
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|:> Export Cutlook information to a file for use in other programs.
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2. Once exported
a. Remove emails that you do not want uploaded into Convio
b. Delete all columns except for: First Name, Last Names and email
c. Save the file in a.CSV format and
3. Go back to the Convio Import page, choose the import for a CSV file, find the file you just saved and
imported it into Convio.

OTHER EMAIL CLIENTS

Hotmail
Follow the outlook directions,

1. Export them out of Hotmail into Excel —
a. Ifitis a free account go to http://email.about.com/od/hotmailtips/qt/et_export_addr.htm for
direction on how to do this.
b. Ifitisa paid account use their export software

2. Once they are in Excel, delete any emails that you do not want uploaded into Convio and clean up the
rest (the above link show how to do this)

3. Save in CSV file format
4. Go back into the Convio Email upload and follow the direction for importing a CSV file

Facebook

Requires a Yahoo email account. If you don’t have a Yahoo email, then proceed to register an account on Yahoo.
Once you have your account signed up, login with Google Chrome. You have to use Google Chrome or this might
not work.

Click on the Contacts menu button — Import Contacts
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Based on the comments below, some users are unable to see the pop up box when trying
@ 1o import the emails from Facebook. We have edited the article to enable pop ups.

dmin@setui.: % V- (1 unread) - setu@ymail. X . EM
— =
[ .4 | The following pop-ups were blocked on this page:

C https.//www.facebook.com/dialeg/oauth?...25252F %26no_confirme301 &display=popup -
® Always allow pop-ups from us-mgb.mail.yahoo.com
o ' n,
Continue blocking pop-ups

Manage pop-up blocking... Dene n

Once you have enabled pop ups, click on Import from Facebook again and a pop up window will appear. Login
to Facebook and click on OK.

& Log In with Facebook - Google Chrome =

g https//www facebook.com/dialog/oauth?&client_id=233589305519&redirect_uri=http

ﬂ Log In with Facebook

Yahoo! Contact Importer will receive the
following info: your public profile and friend list

Once the import has been completed, you will see a list of emails appear in your Yahoo mail contacts.
Now you can use the Convio Yahoo email importer to bring in your Facebook contacts.
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