Pop-a-Note: How to Import a CSV file into Pop-a-Note:
Login to PopANote.com, Go to Contacts tab, click “Import Contacts”:
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You will arrive at “Import Contacts Window.”  Click “Choose File” button:
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· Browse to the CSV file that you exported from your mail or customer service software.  
· Select file by clicking it so it highlights. 
· Click Open from Windows explorer.
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· Click “Upload” and you will start to see the first few rows appear. 
· Use the Ignore First to avoid importing the header row if your file has descriptions or titles in the first row as headers over each column. 
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· Identify the First Name, Last Name and the Email address of client.  
· If client has more than one email address be sure to only select ONE column. 
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Hint: You may need to use the scroll bar in bottom of window to scroll to the right or left to find the first, last, or email column.
Hint: Skip the columns that you do not need – just leave the selector blank.
(Continued)
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When all fields are identified click  “Import.”
Pop-a-Note will de-duplicate during import. Contacts will not be added twice. You can import another list in the future without fear of adding a contact twice.
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Using GROUP is optional.

See other instructions about assigning contacts to a Group during import.




image1.png
MyHome My Account [|Contacts'| Notes  Reports

ng helps you stey in touch
| grow your business

Click Import Contacts.

m My Contacts

First Name: Last Name: Email Group:

Select Al
Deselect All

Name Status  Created





image2.png
Stay Social. Build Business.

MyHome My Account [Contacts | Notes

Effective, easy e-marketing helps you stay in touch
| grow your business

Import Contacts

* RISMedia strictly forbids the practice of uploading purchased email lists. *

Please click on a tab to find your importing instructions
1. Ifyouh v file. Your
Click "Choose File" button. T de first name

2. To uploa
‘Open

3. Once the file is select

mport File (.¢sv)" (Ghoose File)





image3.jpeg
8 » "W » Downloads ~ | 45 | Search Downloads P A g

-~ 0 e

Organize = Newfolder

o Favorites Name B E

B Deskiop e ERCEY i
B Dowriosss

B Recent Places

24 Libraries 2 .Browse to your CSV file ...
) Documents

& Music 3. Click Open.

Pictures

H Videos

n!.:im:n;vkm ig purchased email lists.
8 rise (Wrisetlntl) |
3 pdisalvo (Wrisct] =

0

File nome: sample2-addresses ~ [AuFies
ave that file (Save As) a csv |

ptional columns include first
"Browse', locate the file on yol

"Open’
3. Once the file is selected, click 'Upload"

1. Click “Choose File” ——pm
IMport File (¢5V). [ Ghooss File] sample2-addresses csv




image4.png
'by choosing the numBer of fows you Wsh to gnore from the gnore first[#] ows' drop down
Select”1to avo importingth st row ine It header row.

i g
o T o

s 1 hescer rom.

LN
e T ot
[————— e omesms
o ——— e o
[o———— e s
sosaomussrines Tt Comtn
[o— Tews  wcus





image5.jpeg
lgnore irst 1 (] row(s)

NS T T T

email st sroup Streett Streetz
paisahostesti@rismed... Peter Curtent Buyers

pisatostest2@rismed... Peter Curtent Buyers

pisalvostesti@rismed... Peter Testers PastClients

pisaioHteste@rismed.. Peter Testers Past Clients

paisalvoHtests@rismed.. Peter Testers Curtent Buyers
palsahortesto@rismed..._Peter Testers Past Clients

\columns in CSV files vary - yours may not look like this.
In this file the first column contains email aqareses. Cnoose “Email” from the

selection box to identify it. (ONLY ONE COLUMN CAN BE IDENTIFIED AS EMAIL)

NOTE: You may need to use the scroll bar to move left and right to see columns.





