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Lesson no. 5: Uploading Contacts for Invitation 

i. UPLOADING CONTACTS FOR INVITATION 

Invite your customers and contacts to join your Facebook Fan or Business page by following 

the steps below: 

a) Log in to your Facebook account. 

b) Go to your Fan or Business page by clicking on Ads and Pages on the left panel. (If you 

don't see Ads and Pages, you may need to click More at the bottom of the panel to see a 

full list of your applications.) 

 

c) Click the Edit Page button. 

d) From the menu on the left, select Marketing 

 

e) Click Tell Your Fans. 

f) A pop up window should appear. Browse for the file (it is best to use and Excel 

spreadsheet) containing the contacts you wish to upload under the Upload a Contact 

Fileoption. (If you don't have a spreadsheet, export your contact list from your 

Benchmark Email account.) 

g) Select the file you wish to upload and click Upload Contacts. 

h) A list of all the file's email addresses should appear. 
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i) Select Preview Invitation. 

j) Review the message that you will send. 

k) If you have obtained all necessary opt-in confirmations, check the box at the bottom of 

the preview and click Send. 

 


