
Click:   
Contacts 
then Import 
then Import a new file now
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Click:   Select to choose your saved CSV file.
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TICK:   Add imported contacts to a Group
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SELECT:   The GROUP you want to add this Import to OR Create a New Group
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IF you are Creating a NEW Group enter the new Group Name

CLICK:  Start Importing

Page 5 of 7



NOTE:   This page does NOT Automatically ‘refresh’ – it will show as ‘zero 
imported’ with the spinning arrows forever unless you ‘refresh’, or leave, the page.
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When the Import is completed you can download the ERROR FILE to see why 
some numbers did not import. The most common reasons are DUPLICATE 
numbers and numbers that are not a valid mobile number format.
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