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INSTRUCTIONS: MyWorldAbroad’s .csv files contain bulk messages for our Social Media Campaigns. 

The instructions below describe how to: PART ONE: Loading .csv files into Hootsuite, and PART 2: Load 

the images associated with each pre-loaded message. 

PART ONE:  Loading.csv files into Hootsuite 

1. Start the loading process in Hootsuite: From the main icon menu on the left-hand side, select 

the paper airplane icon to reach the “Publisher” tool (see below). From there, find the “Bulk Composer” 
option (see bottom of image). 

 

    

 

2. Select .csv file: The Bulk Composer tool allows you to select a .csv file.  
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3. Choose social networks: Once your file has been selected (1), choose which social networks 

you will be sharing on (2). Once this has been done, move on to the next step. 
 

 
 

4. Review messages: After loading the .csv, you will be brought to a page where you can review 

each of the preloaded messages (see below). 
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PART B:  Load MyWorldAbroad images into Hootsuite:  

Images cannot be included in the .csv files themselves, since the .csv format is incompatible with images. 

However, Hootsuite allows images to be loaded individually for each pre-loaded message. This may seem time-

consuming, but this process is still quicker than pre-loading directly via Facebook, because you’re not required to 

load each written message and date individually, and when a message/image is loaded into the Hootsuite platform, 

you’re able to share it via multiple social networks.  
 

1. You should have already downloaded the MyWorldAbroad images onto your PC.  

See this page and locate the DOWNLOAD the Social Media Images package heading, about half-way down the 
page. 

 

2. Load each image into 

Hootsuite: After loading the 

.csv file, you’ll be brought to a 
page where you can review each 
of the preloaded messages. On 
this page, you can highlight any 
message and load an image to it 
from the right-hand side of the 
page (see below).  
 

 

 

 

 

 

 

3. Easy process for locating 

correct image file names 

for each message: Retrieve 

the MyWorldAbroad Excel file, 
and go to the Master Share 

Sheet tab (See #1). Note that 

this sheet/tab is sorted in the 
same date order as the .csv file. 
Locate the message in Hootsuite 
and find the equivalent message 

[use #2 (date) & #3 

(message)] in the Excel file. 

Take note of the Image File 

Name (see #4). 

 

  

http://myworldabroad.com/social-media
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ALTERNATIVE PROCESS for loading images into Hootsuite 

If you miss the opportunity to load images directly after loading the .csv, it is always possible to add photos to any 

pre-scheduled message by returning to the “Publisher” (paper plane icon) tool. 

 

STEP 1: Visiting 

the “Publisher” tool 

after your .csv file 

has been loaded, 

you will see all pre-

scheduled 

messages (see 

right). From this 

page, you can edit 

any pre-scheduled 

message. 

 

 

 

 

 

STEP 2: When you click a 

message, an edit box will pop up 

(see right). From there, you can 

add an image to the message by 

clicking the paper clip button 

(highlighted). 
 

 
 


