
Adding/Updating Contact Lists To IBM Marketing Cloud 
(formerly Silverpop) 
 

*Login at:  https://engage5.silverpop.com 
 
*Video Demo - Screen Record [no sound] 
https://www.youtube.com/watch?v=589KochazeM 
 
Step 1: Hover over Data > Database > SELECT Import Update  

 
 
 
 
Step 2: Select the Contact Source:  

1.​ Click SELECT > Choose Your Market/Publication’s Database > Click SELECT  
2.​ Choose “Add New Contacts And Update Existing Field Values in The Contact Source” 

 

https://engage5.silverpop.com
https://www.youtube.com/watch?v=589KochazeM


 
 
 
 
Step 3: Contact Lists:  
Answer this question... 
 

1.​ Are you updating an already existing Silverpop contact list? If not, follow instructions #2. 
a.​ Click the button [Select Contact List] > Select the contact list you want to update. 
b.​ Click SELECT. Move on to the next step. 

2.​ Are you creating a NEW Silverpop contact list? Follow these instructions. 
a.​ Click the button [Create New Contact List] > Select the contact list you want to 

update. 
b.​ Name new Contact List [ex: WT Miami - Concierge - 12.9.15] 

i.​ All contact list names must start with the publication’s name - have an 
accurate description - and it’s recommended that the date of upload is 
added to the end. 

c.​ Click the button [Browse] > Select the folder you want to store your contact list in 
> Click SELECT  

d.​ Proceed to Step 4 
 
 
 
 
Step 4: Select File: Upload file from local hard drive 
 **File must to be a CSV file 
 **File must have field names [ex: First Name, Address, Email, Company Name, etc.] 
 
> Click NEXT 
 



Step 5: IMPORT UPDATE EXISTING page 
1.​ Check the box: “First row contains fields names” box 
2.​ Click NEXT 

 

 
 
 
Step 6: IMPORT UPDATE EXISTING page 2 

1.​ Check the boxes (on the left) to ignore fields that don’t need to be uploaded. 
2.​ Use the dropdown menu to choose each category from the “Fields” menu that matches 

closest to your “Fields from File”.** 
3.​ Click NEXT 

 

 
 
 
 
 
 
 
 
 
 
Step 7: IMPORT UPDATE EXISTING page 3 



 
Ignore this page, select NEXT on the bottom right corner. 

 
 

 
Step 8: AN IMPORT DATA JOB *Final Page 
 

1.​ Check the box “Upon completion of the data job, send an email notification to the 
address below:” 

2.​ Select Submit 

 
 

 
 
 
 


