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1. First select a content bundle to send to a list of recipients 

2. Click the “Send Bundle to List” button on the top RHS of page  

 

3. Ensure your CSV file is in the correct format by following these steps: 

 

• Method 1 - download the template with correct column headings  

 

 

 

 

 

 

• Method 2 - edit an existing file to match headings below (recipient uid and email are 

optional for an SMS bulk send) 

 

 

 

 

 

 

 

 

 

Save the spreadsheet as a CSV file. Click the link       for a guide to saving a CSV file. 

 

 
 

4.   Click “Select CSV file” button 

     

5.   Select saved CSV file on Computer, upload it, then click “Next”   

 

6. Check that all recipients will receive the SMS 

 

 

 

 

 

 

 

 

• If all OK, click “ Send Bundle to List”   
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GoShare User Guide – Bulk Send Function cont…… 

 

7. Select email or SMS check boxes to send to SMS and/ or email 

 

8. Click “ Send Bundle”    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

END 


