
 

 

 

 

Open your favourite spreadsheet editor (Excel/Openoffice etc) and use the following 

layout: 

 

 

 

The prefix  (0 or +) must be seen at the beginning of the number but some 

spreadsheet editors filter these out. To keep these details, set the cell format as text 

rather than a number. Alternatively, put spaces, dashes or brackets around the prefix to 

preserve them (e.g. 021 123 456 / 021-123456 / (021) 123456)  

 

 



The message body (as written in the email client) must use the same substitution 

commands: 

 

 

 

Will be received as: 

 

 

Once you list is complete, save the spreadsheet in the *.CSV (Comma Separated Values) 

format and attach to the email! 


