MCA OPERATING MANUAL
Activity Messenger: List Upload

Purpose: To create a new contact list in Activity Messenger for direct messaging and mass
communications.

Step 1: Create a New List
From the Activity Messenger top menu, select Lists.
From the drop-down menu, select + Create.
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Step 2: Add a New List
On the Lists page, click the blue + button on the right-hand side of the screen.

Communications * E-Commerce > Staff~ Microsite More~ Q

MANITOBA
cYCLING &

Balance 7,528 SMS

P
(Q)
h
e S . .
@ (Taw-) 3w @ @ © 4=
Name Type Staff Lastupdated Recipients Valid mobile Valid email
KOM Coach/Volunteers emails Upload =z July 23, 2026 2:24 PM a7 0 97 e
Tags @
KOM Contact emails Upload [r4 July 23, 2026 1:41 PM 191 0 191 PR
Tags &
Community Partner Affiliation Membership [r4 June 2, 2026 8:11 AM 4 3 3 e
Tags @
2026 MCA Club Affiliation Membership = April 28, 2026 10:21 AM 29 24 28 e
Tags &
MCA Hybrid Performance Pilot Membership T4 April 5, 2026 10:23 AM 3 3 3 e -
Program- Summer
Tags & i O Help
LN _

MCA Hiah Performance - Fuill Membershin = March 19. 2026 9:52 AM 0 0 0



Step 3: Name and Set Up Your List
In the Name field, enter a descriptive name for your new list.
Under Type, select Upload. This option allows you to upload a large list of contacts directly from an Excel spreadsheet.
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Step 4: Import Your Excel Document
Under the list setup options, select Import to upload your Excel spreadsheet containing your contact information.
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Step 5: Select Your Excel File
Under the Import section, click the three dots beside “Choose a file or drop it here...”
Select the Excel file you would like to upload.
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Step 5: Sync Your Columns & Save

Once your Excel document has been uploaded, you'll need to sync the columns from your Excel spreadsheet with the
corresponding fields in Activity Messenger.

The columns you select in Activity Messenger can be used as placeholders in your communications. This allows you to
personalize mass emails using information from your contact list, such as a recipient’s name or other contact details.
Once all columns have been matched, click Save.

Your new mailing list has now been created in Activity Messenger and is ready to use.
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