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Exporting E-Mail Addresses out of 

Shortcuts & Sending out a bulk email from 
Ms Outlook 

Summary: 
This article will take you through the steps of exporting client email addresses out of Shortcuts so they can 
be pasted into the BCC field in Ms Outlook or used externally. 

 

Article Applies to:  Shortcuts V7 
 

 

How to Export client email addresses: 
 

1. From the Marketing Screen select your criteria and then click compute to generate your list of clients. 
 

2. Select No Email from the Exclude Options.  This will exclude clients with no email addresses. 
 

 

 
 

 

3. Select Save to save the list of clients 
 

 
 

 

 
 

4. By default the file will be saved under the C:\Program Files\Shortcuts Software\Point Of Sale\Letters 
directory.  You can select Browse and you will be given the opportunity to save the file in another 
location. 

Select Save 

Select No Email 
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5. Open Excel. Click the Office button and select Open, the open window will appear. 

 

 

6. Change the Look in directory so that you are looking in the directory where you have saved your 
marketing list eg: C:\Program Files\Shortcuts Software\Point of Sale\Letters\Ms Word\New Client 

Letter 

7. Change Files of type to All Files 

8. Highlight the txt file you wish to open (Note it should be a txt file) 

9. Click Open 

 

3. Highlight txt 
file 

4. Click Open 
2. Change to All 
Files 

1. Select 
relevant 
directory 
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10. The Text Import Wizard – Step 1 of 3 window will appear, click Next 

 

 

 

11. The Text Import Wizard - Step 2 of 3 window will appear, un-tick Tab and tick Comma, click Next 

 

 

 

12. The Text Import Wizard - Steps 3 of 3 window will appear, click Finish 

 

 

Click Next 

1. Un-tick Tab 

2. Tick Comma 

3. Click Next 

Click Finish 
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13. Once the file has opened up in Excel you can copy the column containing email addresses into the 
BCC field in Outlook. 

**It is highly recommended that you copy this information to the BCC field in Ms Outlook 

when sending a bulk email to clients as this will prevent clients from seeing each other’s 
email addresses.  In the To field you can enter your business email address so you too 

receive a copy.** 

 

In Excel the list should look similar to this: 

 

 
 


