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.

Select No Email

Clients Selected' by Marketing
5 Sort By...
GeaihEs Delete

« Last Name
© First Name

Exclude
I No address
I No phone

ALLTHORPE, Pauline
ANGELL, Melissa
ANNING, Lisa
ARKARDVIPART, Nicole
AASELMANN, Phil
BACKSTROM, Jayne

BAMPI, Greg
BATTENBURG, Dace
BEAR, Karen
BERALDO, Craig
BLOOMFIELD, Jill
BODEL, Leanne
BOURKE, Sam
BRICKER, Frances

}elect Save

GARDINER, Phillipa
JACKSON, Catherine
JAMES, Liz

JESSUP, Joslyn
ROBERT, Robert
SAMIN, Sharyn
SANTANA, Yvoone
SEGAVCIC, Melissa

3. Select Save to save the list of clients

Save the Client List As: i
Client List 25-06-2009 1

¥ Include column headings

yo

Browse Save Cancel |
1
.

L Y o —— p————

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.
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Browse for Folder | |

-3 Shorteuts Software
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) Data
] Help
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1) Old Letters
I5) Reports h
{3 Reports-Custom P
| I Resources
2 tmp
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] 123 UltratNC
{5 Uninstall Information
1 1) windows Live i
1 {5) Windows Live SkyDrive

E3

|>

< b

Save 1 [ Cancel

5. Open Excel. Click the Office button and select Open, the open window will appear.

/_Ei Ho-u-88 )+ Bookl - Microsoft Excel
w View Developer A
Recent Documents
ﬁ New L General - | [& conditi
|$ - % o | [G5Format
~ s
7 Open d 8 5% 1= cenn syl

G| Number [

I =
E Save As b

Print 3

Prepare b

Send b

@&t@

EEB: Publish »
LY
] cuose
) | [X et
16
17

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

Change Files of type to All Files
Highlight the txt file you wish to open (Note it should be a txt file)
9. Click Open

Look in; ‘@NEWCIlEntLEttEr ! 1. Select

M Recent Hew Client Database.nds relevant
Documents E] Hew Client Database. txt
(2} Desktop [0 Wew Clienk Letter Clients - June.nds dIrECtorv

[Z) New Client Letter Clients - June.bxt

A : (7 New Cllent Letter Clints.nds
3. Highlight txt v | P o
I@]Naw Cllent Letter Envalnpas doc
E_]New Clienk Letter Labels.doc
84 yew Client Letter doc

i
Computer

.&My Mekwark
Places

4, Click Open

2. Change to All |\
File name: ‘ v‘

Files N s
F“E-Filesoftvpa |8l Fles (%) %

=7
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10. The Text Import Wizard — Step 1 of 3 window will appear, click Next

2%
The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes vour data.
Original data kype
Choo: i VpE that best describes vour data:
® Delimited: - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columins with spaces between each Field.

Start import at row: |1 % | File origin: M5-DOS (PC-8) w

Click Next

Preview of file Ci\Program Files\Shortouts Software\Point OF SalelLet. . \Mew Client Letter Clients. bxt, _—

alutation", "FirstName", "LastNane" , "Addressl" "Addressz" "Suburb!
"Abbott", "Z/62 Kensington Boad", "Perth",
"Alexandratos", "4 Pile Screet", "Adelai . 'SA", "500
"Allan", "Z12 Lillyfield Road", . "Melbourne", "WIC", "200
. "Rllthorpe", "Z9 RBofe Street", ""_  "Melbourne", "WIC"_  "300[+w

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

. 2 1x)
1. Un-tick Tab ) ) Qd

2. Tick Comma

nsecutive delimiters as one

[v] Comma o
Text qualifier: w
DSJ:ace
[ other:
Data preview
3. Click Next

alutation FirstName LastName ddressl ddress?

"Dani" "Abhott" "z/62 Fensington Road" [ ""

"Lisa" "hlexandratos" [ "4 Pile Streec"” "

" Tean" "Allan" "Z1% Lillyfield Road"

"Josrme" | "Allthorpe" "79 Rofe Street"
<

Cancel ] [ < Back. I [ Mext = ] [ Finish

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

£ 2]
This screen lets you select each column and set the Data Format,

Colurnn data Format

(%) General ) ) )

‘General' converts numeric values to numbers, date values to dates, and all
O Text remaining values to text,
O pater  |Dmy v

() Do not impart column (skip)

Click Finish

Data preview

speral speral speral Vel]
LastHNane fpddressl fpddressz Bubu
"Abbott" "Z2/63 Kensington Road" | ""
"hAlexandratos" [ "94 Pile Street" "
"Allan" "z12 Lillyfield Road" "
"Allthorpe" "Z% Rofe Ztreet" "
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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:

o

'_"\.II Ho-o-BB )+ Mew Client Letter Clients.txt - Microsoft Excel ST

™
]
—/‘ Home Insert Page Layout Formulas Data Review View Developer Add-Ins e - = X

j & o P e || §||@"| = General - -?_SII Conditional Formatting = i’ﬂlnsert' X - % ﬁ
EE] : | % = % 92| ﬁ Format as Table = I Delete = E ad b
it o || (M e et | S| ASES FEED) ) el styles = [EiFormat ~ || G~ Fiers seiette
Clipboard ™ Font (F] Alignment (F] Mumber = Styles Cells Editing
| AL - fe | salutation
A B i D E F G H 1 1 K £ M N l:.
1 Salutatior FirstMameLastName Addressl Address2 Suburb  State Postcode Referred Birthdayst ClubMame Clubldent Points Employee BL
2 "Dani" "Abbott" "2/63 Ken " "Perth"  "waA" "6000" Louise We "30/05/15 "Club Shc ™" 0 "Kathy" "¢ |
3 "Lisa" "Alexand "94 Piles ™ "Adelaide "SA" "5000" "8/06/19¢ "Club Shc "" af == &
4 "Jean" "Allan" | "213 Lillyl "™ "Melbour "VIC" "3000" "14/05/1¢ "Club Shc " o " -
5 "Joanne" "Allthorp "29 Rofef " "Melbour "VIC" "3000" "26/07/1¢ "Club Shc "" af == "
6 "Narelle" "Allthorp "2/418 Kir "" "Perth" | "WA" "6000" "6/02/197 "Club Shc "" 0 "Johnny" "¢
7 "Pauline" "Allthorp "72/18 Ce¢ ™ "Sydney" "NSW" "'2000" "17/12/1¢ "Club Shc "" 0 "Gavin" | "¢
3 "Valerie" "Allthorp "118 Woo ™" "Melbour "VIC" "3000" Duncan Fi "28/08/1¢ "Club Shc "" 0 "Diana" | "§
9 "Rob" "Allu" "34 Camb "" "Perth"  "wa" "6000" "18/07/15 "Club Shec "" o " -
10 "Darryl"  "Anastasi "135 Albe "" "Sydney" "NSW" | "2000" "16/04/1¢ "Club She "" 0 "Grace" "¢
11 "Fiona" "Andrew: "29 Lincol ™" "Perth"  "wa" "6000" "17/12/1< "Club Shc "" af == 5
12 "Melissa" "Angell" "169 lllaw "" "Perth"  "WA" "a000" "20/09/1¢ "Club Shc " 0 "Johnny" "
13 "lackie" "Anning" "64 Camd "" "Melbour "VIC" "3000"  Gina Bingt "22/07/1¢ "Club Shc "" 0 "Gavin" | "f
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