
Constant Contact Instructions 

These Instructions use an upsell scenario.  The process is the same except for the report you 

will run in Service Assistant.   

1. In Service Assistant, run the customer list by program job report.  

 

2. Preview the report to make sure you are getting the correct customers 

3. Click on Export option in the green box - If you are creating a list to send out a general email with no pricing 

information, you DO NOT have to select include service price, calculate tax, service or discount options. 

  



4. Export Type:  Select Constant Contact 

5. Export File: Hit the Browse button (button with three dots) and select the path and name the export file. 

a. This will create a special file formatted correctly to easily import into Constant Contact. 

6. Click the OK button on the export window 

7. Click the OK button on the report window to export the data to the file. 

8. Logon to your constant contact account 

9. Click on the Contact icon  

 

10.  Click on Add/Import option 

 

11. Click on Create a New List option 

 

12. Give your List a name and Hit the Save button 

 

13. Hit the Next Button 

 

14. Select the Import Contacts from a File option and hit Next 



 

15. Specify File Location -  Hit the browse button and browse to the csv file you exported from Service Assistant. 

 

16. Click on the Submit Data button 

 

17. Check all the boxes on the Permission Confirmation Checklist window and hit Submit button 

 

18. Confirmation Page will display.  The special file created from Service Assistant automatically maps the fields 

during the import process for you.  If an field mapping page displays, you did not use the Export to Constant 

Contact export type. 



 

19. Click on the Activity link in the above message to check on the status of your list import. 

20. Click on the Email Marketing Option at top of the page 

 

21. Select Email to send.   THIS ASSUMES YOU ALREADY HAVE AN EMAIL CREATED. 

 

22. List Selection  - Click on Select Lists link 

 

23. Select the List to send the email by checking the box next to the list you imported. Then hit the Save button. 

 

24. You will now see that a List has been selected for this email and is ready to be scheduled. 



 

25. Preview the email to verify its accuracy by clicking the Preview button. 

26. Schedule the email to send by clicking on the Schedule Email link.  Select the appropriate delivery option and hit 

the Save Button 

 

A confirmation page will be displayed if the email was scheduled as you 

requested.

 

 



Service Assistant - Constant Contact Export File Information 

Constant Contact Field Name Data 

Email Address Email Address 

First Name First Name 

Middle Name Middle Name 

Last Name Last Name 

Address line 1 Address line 1 

Address line 2 Address line 2 

Address line 3 Address line 3 

City City 

US State/CA Province US State/CA Province 

Other State/Province Other State/Province 

Zip/Postal Code Zip/Postal Code 

Sub Zip/Postal Code Sub Zip/Postal Code 

Country Country 

Home Phone Home Phone 

Company name Company name 

Work Phone Work Phone 

Job Title Job Title 

Custom field 1 Customer Number 

Custom field 2 Company Name 

Custom field 3 Company Address 1 

Custom field 4 Company Address 2 

Custom field 5 Company Address3 

Custom field 6 Company Phone 1 

Custom field 7 Company Phone 2 

Custom field 8 Company URL 

Custom field 9 Service Name 

Custom field 10 Service Code 

Custom field 11 Service Price 

Custom field 12 Service Discount 

Custom field 13 Service Discounted Price 

Custom field 14 Service Tax 

Custom field 15 Service Price with Tax 

 

 


