












a. Your download will open as an Excel file and will need to be saved. Create a folder on 

your computer and and save the spreadsheet file in it >  SAVE AS:  Your First & Last 

Name - Master List (ex.  John Smith Master List)

b. Create a ZIP File: Right-click on the folder. Select Send to > Compressed (zipped) folder 

(Windows) or Compress (Mac). This will create a .zip file containing your folder.

c. Open a New Email in Outlook: Start a new message as you normally would. Add the 

recipient’s email address smartcalls323@gmail.com and subject line: "Your name and 

master list". 

d. Attach the ZIP File: Click Attach File and select the .zip file you just created.

e. .zip  

f. You will receive a confirmation email  with the next steps once the team has opened 

the email and reviewed it for accuracy.


