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1 — Open the Excel spreadsheet that 2 — Save the file as a CSV
contains the e-mail addresses (comma-separated values)
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3 —Open the CSV file as a text file (for example, with WordPad,

Notepad, etc.)
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4 — It’s possible that some versions of Excel save the CSV in a
semi-colon delimited format (;). In this case in this case, you'd
have to substitute the semi-colons (;) with commas (,). In order to
do this it’s necessary to go to: Edit -> Replace
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5 — Copy the data from the text using the right mouse
button.
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My Lists
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6 — From the “My Lists” section of EasyGoingSurveys.com create a new distribution
list or select an already existing list.
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Adding Contacts ta an E-Mail List
Add

E<rnail List in the text box and click "Add”. Each e-mad address must be on a different kne. You have four extra fields for adding: i and Free
t 1. Yeu can alsc 8ssign an sscess passward 1o the quastionnaires for #ach a-mail, Separate sach of tham with commas.

you orly with to add e-mail addresses, you 80 not need 1o place commas. If you wish to leave one of the intermediate fislds blank, simply leave a blank space between the commas.

Step-by-step guide for adding e-mad addresses from Lucel and From
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7 — Paste the data from the text file into
the window. Click on “Add” in the lower
right corner
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8 — Afterwards you will see the
complete, organized list.




