Adding Subscriptions to ResultsMail from NinjaForms
[bookmark: _GoBack]Suggestion: do this at least once a month, shortly before the eNewsletter goes out. 

From your dashboard, hover over “NinjaForms” and choose “Submissions" from the pop-out menu:
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On the next screen, choose “Newsletter Subscription” from the drop-down menu.
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At the bottom of the list that comes up there is a button that says “Download All Submissions”. Click this, and an excel spreadsheet will download.
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Step 2: Go to ResultsMail
Click “Lists” in the top menu [image: C:\Users\Gracey\Documents\ShareX\Screenshots\2019-10\chrome_F4VH08GJkO.png]
On the next screen there will be a right-hand menu called “Manage Contacts”. Choose “Add Contact(s)” from there.
From your next options:
1. Select “New Sign Ups” from the drop-down menu.
2. Choose “Paste in Multiple Emails” from the radio buttons.
3. Click “Next Step”.
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You will now see this screen:
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Open the CSV file you just downloaded. Select all the emails (ignore all other columns and rows).
Paste the emails into the box. There should only be one per line.
Click the blue “Import Now” button.
If all goes well, you should receive a confirmation email from ResultsMail in a few moments. Always check to make sure it worked. There will sometimes be some failed emails, but if the majority import successfully all steps were followed correctly.  

Once successfully imported, return to NinjaForms and clear the “Submissions” list so that you do not have repeats next time.
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