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	Exporting a contact list from Constant Contact
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	Question

	 
	How do I export my email distribution list?
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	Answer

	 
	To export your contact list from Constant Contact:

1. Click Contacts > Export. 

2. Use the "Contact List" drop-down box to select the category that you would like to export. 

· For example, the Do Not Mail List 

3. Use the "Sort Contacts by" drop-down box to select Email Address or Date. 

4. (Optional) Select any additional contact details that you would like to export by checking the appropriate boxes. 

5. Click Export as CSV or Export as Text. 

6. Click Open or Save to copy the export data to a file on your local computer. 

Notes:
· The export is usually processed within an hour but this will depend on the list size and details. 

· If you are experiencing delays when exporting your list from Constant Contact, click here.  


