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1. Overview 

The information you collect about your customers is what allows you to tailor your promotions and 

customize your offers so that you get the best possible return from your Email Marketing effort. What 

customer information you need depends on how you can use that information to tailor campaigns, to 

better target different groups of customers, and therefore get the best possible response from your Email 

Marketing. 

 EkoBuzz allows you to segment your contacts on the basis of your needs and helps you achieve your 

target results in a better and improved way. 

To manage contacts click on ‘Manage Contacts’ option in the left panel on the Home page or click on the 

Contacts tab: 
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2. Creating contacts 
 

Contacts can be created in EkoBuzz in 3 different ways: 

1. Type-in Contact Details 

2. Importing contacts through a CSV file 

3. Synchronizing Contacts from your website 

2.1 Type-in Contact Details 

The following steps guide you to create a new contact in your EkoBuzz account :   

1. Click on ‘Manage Contacts’ option in the left panel on the Home page or click on the Contacts 

tab. 

2. Hover your pointer on ‘Add Contacts’ button and you will see a drop down list open. Select 

‘Create New Contact’ from the list. 

 
 

3. Once you select create a new contact it navigates to a page where you can enter all the 

details of the new contact to be added  

4.  
 

5. Finally click on ‘Save’ button to save the details of the contact. 
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2.2 Import Contacts 

To import contacts into your EkoBuzz account it is necessary that your contacts be stored in a .csv file 

format. To learn how to save your contacts in .csv format go to How to save as CSV ( This will be a link ) 

tutorial.  

In order to import your contacts into your EkoBuzz account your CSV file is recommended to be in the 

following format: 

 

 

This CSV file can contain any custom detail you want to add. EkoBuzz provides a functionality of filtering 

contacts on the basis of custom fields which are needed specifically by a user. So by adding the required 

columns in such CSV files and then importing it in your account allows you to filter contacts based of the 

information present in those columns.  
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The following steps guide you to import your contacts which are in .csv format into your EkoBuzz account:   

1. Click on ‘Manage Contacts’ option in the left panel on the Home page or click on the Contacts 

tab. 

 

2. Hover your pointer on ‘Add Contacts’ button and you will see a drop down list open. Select 

‘Import Contacts’ from the list.

 
 

3. Once you click on ‘Import Contacts’ you see a page open which displays Step 1 of 3. 

Step 1:  Select a file which has all your contacts. Here  you also need to mention if there is a 

header row in your file. It is recommended  to have a header row always. In the column 

delimiter option put a comma ‘,’(optional). 

 

4. Once you are done with this click on Next button.  

 

5. Step 2: In this step you need to provide import criteria as per your requirement.  

 In the 1st point your need to mention if custom mapping is required.  

 In the 2nd point you can select various fields for which duplicates cannot be created.  

 In the 3rd point make sure that the database field matches your column field in your 

CSV file. 
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6. Once you are done filling the details click on  Import Now button. 

 

 

7. Once you click the Import Now button you will see a small window loading your contacts into 

your EkoBuzz account . 

 

 

8. The application will navigate to a page where you need to confirm your import and you have 

an option to add the imported contacts to a particular list created earlier. You also have an 

option to undo your last import. 
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EkoBuzz provides a functionality through which it is possible to identify the duplicate contacts in your 

new list which are already there in your EkoBuzz account. You can manage even this situation by 

segregating them into different contact list or the same contact list. 

 

9. Once you are done with everything that is required click on the Finished button. 
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2.3 Synchronize contacts from you website  
 

EkoBuzz APIs can be used to sync registrations on website, CRMs and custom 

databases with contacts in your EkoBuzz account. 

 

Please contact support@ekobuzz.com for details about these APIs and help to setup the 

same. 

 

  

mailto:support@ekobuzz.com
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3. Deleting contacts 
 

1. Click on ‘Manage Contacts’ option on the Home page left menu or click on the Contacts tab. 

 

2. Select the contacts you want to delete from your account. 

 
 

Note: Please refer to List Management Tutorial to remove contacts from a contact list. 

 

3. Click on ‘Delete Selected’ link to delete the selected contacts.  

 

 

About the company: EkoBuzz provides web based, on-demand email, mobile and social 

marketing. Besides executing these campaigns, EkoBuzz assists customers in building 

opt-in leads and convert them to paid customers.  

For any further assistance and help, please contact EkoBuzz support at 

support@ekobuzz.com 

 


