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Before you can do this, you will need to add a new menu option on Back

Office called 'Mailing List'. This will give you the information needed to Adopt an Animal Online

export the file. To do this first, click here. Adding Products Online
Sales Orders
Adding Donations Online

Exporting and Importing a Menu
1. Double click on the 'Mailing List' icon.

2

Mailing List

2. Select 'All Members' and then click 'Next'. RELATED ARTICLES

B8 Mailing Lists =] E ][] Removing Stock Items

|AII customers

All current members
Expired members
Online customers

Close | Next I

3. The next window will show your membership customers. Click 'Export'.
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i Meiling Lists (= ][ @ ]
Location | CustomerCode |AccountType | AddressLine 1 AQ ~
31042017 |31/01/2018 | 7Bond Lane
MEED1Z2685MC |31/01/2017 31/01/2018 |NEE 0010000007 A 7 Bond Lane
NEEQ1VS37WYC | 18/01/2017 18/01/2018 |NEE 0010000007 (A 7 Bond Lane
MEED1IM454XGD | 18/01/2017 18/01/2018 MEE 0010000008 A 25 Grand Avenue
MEED1X5881ZM |18/01/2017 18/01/2018 MNEE 0010000005 A 29 Holden Road
MEEDIN529MUL | 18/01/2017 19/01/2019 MEE 0010000004 A Merlinsoft Ltd EB
MEED1P468QWW | 17/01/2017 28/01/2018 |NEE 0010000003 A BBIC
MEED1CO13RTX |17/01/2017 17012018 MEE 0010000002 A 1 Medlar Croft
MEED1X596PMW |21/11/2016 22(11f2018 |NEE 0010000001 A BBIC Ini
v
£ >
Close | Back | Export |

4. You need to select a format to export the file, you may used whichever

format you prefer. We use 'Excel Spreadsheet.*xIs'. Click 'Next'.

File Format
Thiz wizard allows pou to specify details of how to export pour data, “Which
export format wauld you like?
— Table type
 Paradox file [*.db]  QuattroPro file [* wgl]
" DBase file [*.dbf)  SOL script file [=.2q)
£ Tewt file [* tat) 7 =ML file [* sml)
£ HTML file [* k] WS Access database [*.mdhb)
0 5 Windows clipboard
£ Excel fil [* xlz] £ Rich Text format [*. ]
 Wward file [* doc) £ SPSS farmat [ say]
£ SYLE [Swmbalic Link) [.2lk) = Adobe Acrobat Documet 2 pdf)
= DIF [Data Interchange Format] (=.dif) & LDAP DatalnterchangeFormat (= 1dif]
= Lobus 1-2-3 file [*wk1] = ADD connection
Specifications... | << < Back | IWI >3 | LCancel

5. Make sure the 'Include Column Titles' check box is ticked. Click 'Next'.

Data Origin
Specify custom options for data exporting

File Origin: | AHSI (windows] =]

[T Selected records only
v Include calumn titles
| add ablank row after field narmes
[~ Blark if zero
[ export the ariginal value wpes

Specifications... | <4 < Back

6. Click 'Next' through the next four, till you get to the last page; 'File Name'.

LCancel

Make a note of where the document will be saved and then click 'Execute’.
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File Hame
That's all of the information the wizard needs to export your data.

Expart to & File:

IC:\Users\Usel'\DDcuments\.&Il members.#LS

[~ Merge existing file

[~ Recards per each file I

Action after exporting

* Mane
= open far file view
" e-mail with file attachment

< Back Hest = | £ |

Specifications. .. |

Execute

7. Once this has been done, you will be able to open the file and access the

information required.

Was this article helpful? & » 0 out of 0 found this helpful

Have more questions? Submit a request
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Article is closed for comments.
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