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Setting up your profile 

Click here to go to your 

profile page 

• Here you can edit all of 

the fields in your profile. 

• Fields marked with a red 

star are REQUIRED. 

• The more information that 

is uploaded, the better the 

user experience will be. 

• Uploading a your logo 

here, will make 

customization quicker and 

easier. 
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Importing Contacts 

Locate the file that has the contacts you want 

to upload and open the file 

• If the list is for Direct Mail, it is okay to have 

no email addresses as seen here.   

• Since all contact records require an email 

address, when loading a direct mail ONLY 

file, the system will add “dummy” email 

addresses. 

• If the list is going to be used for an email 

marketing campaign, make sure all fields 

have an email address. 
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Importing Contacts 

In order to import your contact records, 

they must be saved in a comma 

delimited (CSV) format. 

1. Click “file”, then select “save as”. 

2. Open the “Save as type” drop 

down by clicking the down arrow. 

3. Select “CSV (Comma delimited) 

(*csv). 

4. Name your file in the “file name” 

field. 

5. Click Save. 
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Importing Contacts 

After you have created 

your CSV file, go to the 

home page and click 

on the “Upload 

Contacts” link. 

After the Contact 

Management screen 

opens, the Contact 

Group Browser opens.  

Click on the “+New 

Group” button.  Next, 

you will name your 

new list and click OK.  

You will receive a 

message that your 

group was created with 

“0” contacts. 

From this window, find 

your new list name, 

Click the box next to 

the name, and at the 

bottom of the window, 

click “+ Add New 

Contacts” 
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Importing Contacts 

On the “Add Multiple 

Contacts” window, 

make sure your list is 

selected, choose the 

correct radial button, 

then click the “Add 

Contacts” button to 

begin the upload. 

Click the “Browse Button” 

Locate the correct list 

from your documents 

folder and double click 

it to continue the 

upload. 
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Importing Contacts 

You have reached the “Map CSV Columns” window.  This is 

the most important step in the upload process.  This is where 

you will map the data in your contact file to the correct fields in 

the database.  Be carefule to select the correct fields that 

match your data.   

 

**Note: there are 3 sets of address fields, if you are using the 

list for mailing, then you must map your address data to the 

“mailing” fields from the drop downs. 

Once you have completed mapping the fields correctly, click 

the “Add Contacts” Button.  This completes the process of the 

upload. 

 

**Note: If the list is a direct mail ONLY file, then you must click 

the “Create fake e-mails for contacts without emails” box in 

order to have the list upload.  The system recognizes ALL contacts via an 

email address. 
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Accessing the Marketing Asset Manager 

From the home 

screen, click on the 

“Access Materials” 

link 

The DMP offers many 

options when 

searching for 

materials.  You can 

type the name of the 

item in the quick 

search bar, click the 

“View All Materials” 

link”, or click either of 

the 3 links at the 

bottom to search by 

Audience, Segment, 

or Type. 
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Accessing the Marketing Asset Manager 

In the Marketing Asset Manager, you can continue your search by 

using: 

 

The Navigation Options on the left or The Search Bar 
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Customizing And Distributing A Marketing Piece 
Download and Print  

Locate the piece you 

want to customize 

Click the “Customize” 

button 
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Select the area you 

want to customize 

The area that you 

select will have the 

red highlighted box 

around it. 

Info will be defaulted 

based on the current 

user profile that you 

are logged in with. 

Use these fields to 

update the piece with 

the info from the 

agent you are setting 

this piece up for. 

Customizing And Distributing A Marketing Piece 
Download and Print  
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Once you have 

completed customizing 

the piece, FOR 

PRINTING, click the 

“Digital Download” button 

In the cart, your piece 

should be labeled as 

“Added for Digital 

Distribution”  

 

At the cart, you will click 

the “Checkout” button 

You have reached the 

fulfillment screen.  From 

here you can click the 

download button and 

your piece will open as a 

pdf that can be saved 

and printed. 

Customizing And Distributing A Marketing Piece 
Download and Print  
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Locate the piece you 

want to customize and 

have sent in bulk. 

Customizing And Distributing A Marketing Piece 
For Bulk Mail 

Click the “Customize” 

button 

Customize all available 

fields using the tool: 

• Agency info 

• Agent Logo 

• Return Address 

   (for mail pieces). 

 

 

Then click the 

“Fulfillment” button 
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From the “Cart” click the 

“Checkout” button 

Customizing And Distributing A Marketing Piece 
For Bulk Mail 

At the Checkout cart you 

can review your order, 

then click the “Continue 

To Shipping” button. 

At the Checkout Shipping 

screen you will: 
1. Select “Standard Shipping” 

2. Select or “add a new” “ship 

to” address. 

3. Select or “add a new” “return 

Address”  

 

Then, you can add 

comments as needed for 

the fulfillment house. 

 

Then click the “Continue 

to Billing” button 
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At the Checkout – Review screen, you can review the details one 

last time.  Then click the “I accept the terms and conditions” 

Customizing And Distributing A Marketing Piece 
For Bulk Mail 

Once you have reviewed your order and clicked the acceptance of 

the terms and conditions, you will click the “submit” button to 

complete your order. 
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Customizing And Distributing A Marketing Piece 
For Mail Merge – Direct Mail 

Locate the piece you 

want to customize 

Click the “Customize” 

button 
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Customizing And Distributing A Marketing Piece 
For Mail Merge – Direct Mail 

Select the area you 

want to customize 

The area that you 

select will have the 

red highlighted box 

around it. 

Info will be defaulted 

based on the current 

user profile that you 

are logged in with. 

Use these fields to 

update the piece with 

the info from the 

agent you are setting 

this piece up for. 

Once you have 

completed the 

customization, click 

the “Mail Merge” 

button 
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Customizing And Distributing A Marketing Piece 
For Mail Merge – Direct Mail 

From “Contacts for Direct Mail Merge” screen, click the “Add 
Group(s)” button.  You will receive a pop up window where you 
can select a group or groups to add to your mail merge.  Be sure to 
select a group where you have mailing contact field info.  Then 
click the “Add Selected Groups” button 
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Customizing And Distributing A Marketing Piece 
For Mail Merge – Direct Mail 

Once your groups have been loaded, you can spot check to 

make sure the data looks correct, then click the “Add to 

Cart For Mail Merge” button 

At the cart, click the 

“Checkout” button 
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Customizing And Distributing A Marketing Piece 
For Mail Merge – Direct Mail 

Click the 

“Continue to 

Shipping” button 

Add comments if 

needed, then 

click the 

“Continue to 

Billing” button 

Click to “Add 

Payment”, add 

your credit card 

info. 

 

Then click the 

“Continue to 

Review” button 
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Customizing And Distributing A Marketing Piece 
For Mail Merge – Direct Mail 

At the Checkout – Review screen, you can review the details one 

last time.  Then click the “I accept the terms and conditions” 

Once you have reviewed your order and clicked the acceptance of 

the terms and conditions, you will click the “submit” button to 

complete your order. 


