GoShare User Guide — Send to List Function

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:

e Method 1 - download the template with correct column headings

How to prepare CSV file

@ OR, edit an existing excel/CSV file - to match the Column headings below (must save as CSV format) @

Example CSV file - sample data showing valid examples.

e Method 2 - edit an existing file to match headings below (recipient uid and email are
optional for an SMS bulk send)
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1 Erecipient_uid first_name last_name email mobile

2 Jane Doe 0412 345 678
Bl John Doe john.doe@gmail.com 0412345 679
4 Fred Bloggs fred.bloggs@yahoo.com 413 345 678
5 Geoff Patient 0412345 680
6 Shirley Patient shirley.patient@healthily.com.au 414 345 678
7 Mary Bloggs mary.bloggs@live.com.au 0412345 681

Save the spreadsheet as a CSV file. Click the link(%Z) for a guide to saving a CSV file.

@ OR, edit an existing excel/CSV file - to match the Column headings below (must save as CSV for'me{ @
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

Sample Patient list.csv processed and merged with your existing Recipients.

- 6 records processed: 6 valid format = 6 created, O updated, 0 found &

002. COVID-19 - Symptoms package can be sent to 4 email addresses and/or 6 mobile #'s

e If all OK, click “ Send Bundle to List”

PTO......



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” Send bundle

002. COVID-19 - Symptoms package

Send to

CSV: Sample Patient list.csv - Sen...

4 recipients with email, 6 recipients with mobile #

Email Message

Message

Hi [recipient],

Your hospital has sent you some information that
you may find useful for your visit to the Emergency
Department. We hope you find it helpful. Please

select the link below to access.

SMS Message
Message

Hi [recipient]. Your hospital has sent you some
information that you may find useful for your visit
to the Emergency Department. We hope you find it
helpful. Please use the link below. [landing_page]
To opt out reply STOP

Sendbundle 9

Close

END



