
How to Import Contacts into ActiveCampaign

Promo Social Post leverages ActiveCampaign to send email campaigns. The ActiveCampaign subscription in 
included with you email marketing subscription with us, so there is no extra cost to you. You can even use 
ActiveCampaign to send your own campaigns. These instructions walk through the process of importing contacts 
into ActiveCampaign. This should take 5-10 minutes to start the import and additional time depending on the 
number of contacts being imported.

1. Log into ActiveCampaign by going to your login page. Your login page will start with your company name 
with no spaces or special characters followed by “.activehosted.com”. For example, Ad Plus, LLC's login 
web address is “adplusllc.activehosted.com”. The first time you log into the system you will need to reset 
your password. Enter your email address and then press the “Forgot?” link. When the next page opens, 
click on the “Submit” button. An email will be sent to you. 

2. Open the email and click on the blue “Reset Password” button. Follow the instructions to reset your 
password. Then login into your ActiveCampaign account.

3. Once logged into ActiveCampaign, click on “Contacts” on the top left corner of the page.



4. On the next page click the “Import” button on the top right corner.



5. On the next page, click the blue “Import File” button in the top center of the page.



6. Your import file must be a CSV (comma separated values) file. Ideally, it would have first name, last name 
and email address, but just email address is required. Select this file to import.

7. A new page opens where you will need to map the fields in the import file to the fields in ActiveCampaign. 
The “first name”, “last name”, and “email address” fields may already be mapped. If you have the “Phone 
Number” and “Company” field on the left side, then map them on the right side by clicking the “Do Not 
Import This Field” drop down selection box and then click “Phone” or “Company” accordingly.



8. Scroll down towards the bottom of the page until you see the “Select Lists” section. Click on the “All 
Contacts” and “Pushdown” check boxes.



9. Scroll to the bottom of the page. You will see the “Import Options” section. To the right of the blue words 
“Import as Active Contact”, click the checkbox for “Update existing contacts while importing”. Then click 
the blue “Import Now” button on the bottom right corner.



10. It may take a few minutes or longer for the contacts to be imported. You do not have to stay on this page, 
the import will work in the background, but do not close ActiveCampaign until the import is done. You can 
click on the contacts menu bar option on the top right to see how many contacts have been imported. 
Refresh the pages once in a while and you will see more contacts are imported until they are all brought 
into the system.


