
ActiveCampaign List
How to set up a Contact List



Choose Lists in the left-hand column



Click on Add New List
list

list



Remind the contact 
how the subscribed

Name list

Add the website

Cick Create List



Click link 
name to 

add contact



1. Click New 
Contact

2. Fill in the 
blanks

3. Click Add 
Contact



1. Choose list
2. Click Apply

x



To add a contact list click import



The standard method for 
importing a contact  file is 
the use of a .csv file, 
Click Import from File to 
choose file



1. In the pop-up, click on 
the .csv file

2. Then click Open



Map the fields, make sure they match up. When 
done, scroll down and click Import Now.



You should get the 
message:

‘Your import has been 
completed’

To go back to the 
Dashboard, click the Active 

Campaign icon

Congratulations
You have created 

your first CONTACT 
LIST!


