
Importing Contacts into your Contact Manager
Before You Get Started:

On your Excel file, you will need to have a separate heading for each different field of information. For 
example, the first name and last name of a contact MUST be in separate columns to work correctly 
with the SendOutCards system.

The required fields in SendOutCards that you will want to have a column for in your spreadsheet is 
First Name, Last Name, Address, City, State, Zip/Postal Code and country. 

You may also add birthday or anniversary’s in a column as well. The proper date format would be 3/14, 
for a person’s birth date of March 14.

If you would like to import your contacts into a specific group in your Contact Manager you must FIRST 
create the group in SendOutCards. From the Card Manager Main Menu, click Contacts then Groups.



Go to the Main Menu, then Contacts and select Groups.

In Groups, type in your new group name and click “Add Group.”



You will get the message “Group added successfully” and the new group will show up under Existing 
Groups.



Open your Excel or spreadsheet file and insert a new column on your spreadsheet. To do this you will 
right click on a column and choose “Insert.”

Type in “Group” for the column heading (first row)



Next to every contact name you will need to have the group name. It is important that this matches 
the group name that you have in your Contact Manager. For example, if you added a group in your 
Contact Manager and named it “New Upload”, you must type in “New Upload” for the group name in 
your spreadsheet. If you do not have the group in your Contact Manager the contacts will be imported 
into the “Unassigned” group.  It is recommended that you copy and paste the group name from Send-
OutCards into those fields.



Once you have your headings and columns correct in excel you must save it in the correct file format. 
Click “File” then “Save As.”

This will open the “Save As” window. Select where you would like to save your file. Generally we rec-
ommend saving the file to your Desktop or to the my Documents folder as it will be much easier to 
access at a later time. Select the drop down menu next to “Save as type” and choose “Text (Tab delim-
ited). Now click “Save.” 

Note: This step is VERY important, as your file MUST be a Text Tab Delimited file in order to upload 
correctly into your SendOutCards Contact Manager.

The following windows may pop up. If they do then click”Yes”



A new file is created in the area you specified. This will be the file that you will upload. 

Close or hide Excel or your spreadsheet program 

Open your web browser and login to your SendOutCards account

From your Card Manager Main Menu click Contacts and then Import, then from Import click “Browse.”



This will open a Choose file or File upload window. Find your file, select it and click “Open.” Note: The 
icon for the file you need to upload should look like a small notepad.

The File upload window will then close and you should now be back to your Import Contacts screen. 
Choose “None” for the “Profiles to Use” drop down menu then go ahead and click “Upload File.”



Click the drop down menu next to “First Name” choose “first name.” Note: Your first name field may 
not be named “first name” and may be named something else. If this is the case, make the proper 
selection. If needed, you may want to re-open your excel file to check on your specific file. Continue 
down through the drop down menus and line up all of the information that you have. If you do not 
have information for the field, leave that field marked as “Not in File.” Type in a Profile Name (also 
known s the name for the “map”) click “Update Profile”. 

Where it says “Contact Type-Group” at the bottom, this is where you would match your group name 
column from your spreadsheet.



Note: If you do not select a Country field from the file you uploaded, your home country will be de-
faulted to all of your contacts.

A preview of the first 5 contacts in your file will display. Make sure everything here is lined correctly. If 
it is not, correct the fields above then click “Update Profile” again.

Once everything is correct in the preview click “Import Entire File.”

This will take a moment to complete then you will be directed to your Card Manager Main Menu. “All Records Im-
ported Successfully” will appear on your screen.

If you have further questions regarding importing your contacts you my want to contact your sponsor, check the 
FAQ Page or contact SendOutCards Customer Support.


