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Achieving Referral and Repeat Business




Section 1: Guidelines for Exporting Outlook Contacts to a Spreadsheet

Mailing lists must be in Excel (.xls) or Comma Separated Values (.csv) format.  Follow these guidelines to export contacts from the Outlook Contact folder. If you don’t need to export contacts, skip ahead to Section 2 below.
Note: Steps and wording may vary slightly according to the version of Outlook in use.

· Open Microsoft Outlook

· Click on File ( Import and Export. (The Import and Export Wizard will open.)  

· Select the action( Export to File and click Next (Excel).
· Select type of file( Microsoft Excel and click Next, OR Comma Separated Values (Windows) and click Next.
· Select folder to be exported( Contacts and click Next.

· Select a location to save file to by browsing.

· Name file (we suggest using the company name AND a contact name, e.g. Heartfelt_JohnDoe) and select(Okay, and then click Next.

· Select type of action( Export “Contacts” from: Contacts and click Finish.

Using the Excel (.xls) OR Comma Separated Values (.csv) file you have just created, continue your database preparations by formatting the customer listing according to the guidelines listed below.

Section 2: Guidelines for Submitting Customer Mailing List in Spreadsheet format

Mailing list must be in Excel (.xls) or Comma Separated Values (.csv) format.  To save an Excel spreadsheet to a .csv file go to File ( Save As ( type in file name, then select file type ( csv (Comma Separated Values or “comma delimited values”). 

You may download our pre-set Mailing List template here: http://charitycards.com/turnkey.asp listed at the bottom of the Birthday Program.
Please ensure your customer list spreadsheet is as complete as possible; the content we receive, is what we print. The following fields (columns) must be included in the file, in the order shown:

Column
Name of Column

Clarification
A

Client Name


Last Name

B

Client Mailing Name

First and Last Name together – as you wish it 

to appear on the envelope, but NO titles

C

Company Name

*1 line, 35 characters maximum

D

Address Line 

1 line, 35 characters maximum

E

City



City

F

State



2 characters, capitalized, NO punctuation

G

Zip



5 digit zip code only, NO “+four”

H

Birthday or Anniversary      Use format below (does not apply to Holiday List)


Date

The following must be included if a Birthday, Anniversary or “New” start date card:

Birth date



(MM/DD/YYYY format)  

Anniversary date


(MM/DD/YYYY format)  

NOTE:  

· Envelopes look better if the names and addresses are not entirely in upper case characters, and the USPS requires addresses to be in both upper and lower case.

· Additional charges will result from incomplete or improperly formatted listings, and the mailings may be delayed.

· The street address, including suites, departments and floors, should be contained within Column D.

· *If your list does not include company names, please leave this column blank.

Email completed file to your sales person and CS@CharityCards.com.  To ensure your cards are sent in a timely manner we will need your spreadsheet no later than the 15th of the prior month.  

If you have any questions, please contact a Heartfelt customer service representative at 1-800-464-7880, or at CS@CharityCards.com.
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