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All Users

Addin the Constant Contact user id and password into SalesOutlook.

1. In Outlook 2003/2007 choose Tools | Options | SalesOutlook Folder settings tab.

Outlook 2010/2013 choose File | Options | Addin | Addin options button

2. Click on the user info button

3. Enter the Constant Contact User ID into the Email Integration section

4. Enter the Constant Contact password into the Email Integration section.

Once this is doen the SalesOutlook Contacts and Leads forms will have a “Campaign Tracker” button that will search real time to contact contact. Veiwing Constant Contact History from a contact or lead. Click on the Campign Tracker button on the contact or lead. 
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Please enter your personal information in the spaces provided below. This information will appear in documentts and spreadsheets when
working with SalesOutiook documents. This information is privatte to your computer and cannot be seen by any other users of SalesOutiook.
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Veiwing Constant Contact History from a contact or lead. Click on the Campign Tracker button on the contact or lead. Note: Constant Contact sign on information is needed to view the Campign Tracker button.

Administrators 

For users that are going to upload contacts to Constant Contact then install the Constant Contact upload tool.

QuickImport Version 2.8 for Outlook* allows you to import contact information directly from Microsoft Outlook. Use it to add new contacts to Constant Contact lists of your choice and/or update existing contacts' details. Before you get started, please note QuickImport's default settings.

· Individual contacts
· Folders
· Categories
· Distribution lists  



You must upload contacts from each of location separately. You cannot, for instance, upload a category and a folder at the same time.

*Follow these instructions if you are using QuickImport v2.2 or v2.3 for Outlook Express/Windows Mail.

Individual Contacts

To select and upload individual contacts from Outlook:

· Click the Constant Contact button on the Outlook toolbar and select Upload Selected Contacts.

· In the QuickImport Upload Wizard that pops up, enter your Constant Contact User Name and Password, then click Next.

· Read the email permission confirmation checklist. If you agree to the listed permission conditions, click the checkbox and Next.

· Select the list or lists* into which you want to transfer those contacts. If you want to import different contacts into separate lists, import them separately.


· If you do not see your Constant Contact lists and you want to add new contacts, find out how to view your lists.

· If you only want to update existing contacts' details (and do not want to add new contacts) select any list; you will see an option to do an "Update Only" upload in step 8.

· Click Next to go to the Review and Confirm screen. 
Note: If you see a pop-up message that "A program is trying to access email programs you have stored in Outlook...", click Yes.

· (Optional) To modify which contact fields will be imported and to change the upload type, click Advanced.  

· If the information on the Review and Confirm screen looks correct, click Finish to initiate the upload. There is additional help for verifying that the contact was uploaded successfully.

Back to Top
Folders

To upload contact folders:

1. Click the Constant Contact button on the Outlook toolbar and select Upload Contact Folders.

2. In the QuickImport Upload Wizard that pops up, enter your Constant Contact User Name and Password, then click Next.

3. Read the email permission confirmation checklist. If you agree to the listed permission conditions, check the checkbox and click Next.

4. In the left pane, select the folders which you want to move to Constant Contact.  

5. In the right pane, select the list or lists* into which you want to transfer those folders. If you want to import different contacts into separate lists, import them separately.

6. In the right pane, select the list or lists* into which you want to transfer those contacts. If you want to import different contacts into separate lists, import them separately.


· If you do not see your Constant Contact lists and you want to add new contacts, find out how to view your lists.

· If you only want to update existing contacts' details (and do not want to add new contacts) select any list; you will see an option to do an "Update Only" upload in step 8.

· Click Next to go to the Review and Confirm screen. 
Note: If you see a pop-up message that "A program is trying to access email programs you have stored in Outlook...", click Yes.

· (Optional) To modify which contact fields will be imported and to change the upload type, click Advanced.  

· If the information on the Review and Confirm screen looks correct, click Finish to initiate the upload. There is additional help for verifying that the contact was uploaded successfuly.

Back to Top
Categories

To upload contact categories in Outlook 2002, 2003, 2007:

1. Click the Constant Contact button on the Outlook toolbar and select Upload Categories.

2. In the QuickImport Upload Wizard that pops up, enter your Constant Contact User Name and Password, then click Next.

3. Read the email permission confirmation checklist. If you agree to the listed permission conditions, click the checkbox and Next.

4. In the left pane, select the categories which you want to move to Constant Contact.  In the right pane, select the list or lists into which you want to transfer* those categories. If you want to import different categories into separate lists, import them separately.


· If you do not see your Constant Contact lists and you want to add new contacts, find out how to view your lists.
· *If you only want to update existing contacts' details (and do not want to add new contacts) select any list; you will see an option to do an "Update Only" upload in step 7.

· Click Next to go to the Review and Confirm screen. 
 Note: If you see a pop-up message that "A program is trying to access email programs you have stored in Outlook...", click Yes.

· (Optional) To modify which contact fields will be imported and to change the upload type, click Advanced.  

· If the information on the Review and Confirm screen looks correct, click Finish to initiate the upload.  There is additional help for verifying that the contact was uploaded successfuly.

Back to Top
Distribution Lists

When you upload an Outlook distribution list, you can either upload the entire list or just the members you select.

To upload Outlook distribution lists:

1. Click the Constant Contact button on the Outlook toolbar and select Upload Distribution List.

2. In the QuickImport Upload Wizard that pops up, enter your Constant Contact User Name and Password, then click Next.

3. Read the email permission confirmation checklist. If you agree to the listed permission conditions, check the checkbox and click Next.

4. Select the distribution list or lists or distribution list members to import.  
     *If you cannot select distribution list members to import, please see this FAQ for help.

5. In the right pane, select the list or lists into which you want to transfer the contacts.  If you want to import different distribution lists into separate Constant Contact lists, import them separately. 


· If you do not see your Constant Contact lists and you want to add new contacts,find out how to view your lists.
· *If you only want to update existing contacts' details (and do not want to add new contacts) select any list; you will see an option to do an "Update Only" upload in step 7.

· Click Next to go to the Review and Confirm screen. 
Note: If you see a pop-up message that "A program is trying to access email programs you have stored in Outlook...", click Yes.

· (Optional) To modify which contact fields will be imported and to change the upload type, click Advanced.  

· If the information on the Review and Confirm screen looks correct, click Finish to initiate the upload.  There is additional help for verifying that the contact was uploaded successfuly.
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