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EXPORTING CLIENT DETAILS
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If you wish to exclude
certain clients from the
list, tick the relevant boxes
in the exclude section.

When you are ready to
export the list, click save.
A new window will appear.

Ensure that include
column headings is ticked.

By default, the file will be
named client list, followed
by today’s date. You can
change the file name here
if you wish to.

By default, the file will

be saved under the C:\
Program Files\Shortcuts
Software\Point Of Sale\
Letters directory. If you
want to save the file in this
location, simply click save.

If you want to save the file
in a different location, click
browse. A new window
will appear.

Select your desired save
location.

Click save.

CHRISTIANSEN, Suzie
CLARKE, Rachael
COOPER, Hailey
DAVIES, Jessica
DOYLE, Tanya
FITZPATRICK, Andrew
FITZROY, Joanna
FREEMAN, Louis
GIBSON, Talia
HAYWOOD, Kassandra
JONES, Kayla
MCDONALD, Harrison
NEILSON, Tammy
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STEVENSON, Claire
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STEVENSON, Gina
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OPENING THE CLIENT LIST IN EXCEL

Open Excel and click on
open other workbook.

Click browse.

Navigate to the location
where you saved the file.

Select all files from the
drop-down list. This will
allow you to see all types
of files.

Select the client list file.
This will be a .txt file.

Click open.
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The text import wizard
- step 1 of 3 window will
appeatr.

Click next.

The text import wizard
- step 2 of 3 window will
appeatr.

Untick the tab box.

Tick comma and space.

Click next.

The text import wizard
- step 3 of 3 window will
appear.

Click finish.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Mext, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:
O - Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 | File grigin: 437 : OEM United 5tates

DM data has headers.

Preview of file ChUsers\erin.lewis\Desktop\Client List 30-11-2016.bxt.

-
X

Text Import Wizard - Step 2 of 3

preview below,

Delimiters

[ 1ab

|:| Semicolon
Comma

Treat consecutive delimiters as one

Text gualifier: |~ ~

V |:| Other:

Data preview

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
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Text Import Wizard - Step 3 of 3 ? X

Column data format

(® General

O Text

(O Date: | DMY =

Data preview

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

(_) Do not import column (skip)

‘General’ converts numeric values to numbers, date values to dates, and
all remaining values to text.
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Once the file has opened
in Excel, it should look
something like this.

We recommend saving the
file as an Excel workbook.
To do this, click file.

Click save as.

Click browse and select
your desired save location.

From the save as type
drop-down list, select
excel workbook.

Press save.

Client List 30-11-2016¢ - Excel
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2 Hannah  Andrews 22 Tulip Road Highgate | QLD 4101 0 Lucy Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667374 hannahandrews172128@email 4.11E+08
3 Suzie Christians 150 Camellia Drive  Ashgrove QLD 4060 o PeppermintPark 123 Peach Street  Ashgrove QLD 4060 1300 667 374 suzie.elizabeth2010@email.co 0499 333 777
4 Rachael Clarke 9 EvergreenRoad Fortitude QLD 4006 0 Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667374 rach.clarkess@email.com 4408
B Hailey  Cooper 86AllesterRoad  Highgate 1QLD 4101 0 Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667374 hailey.cooperas@email.com  4.11E+08
6 Jessica Davies 7lavenderStreet Ashgrove QLD 4060 0 Anna Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667 374 jess.daviesa037@email.com  4.56E+08.
7 Tanya Doyle 234 Spearmint TerraiCalamvaleQLD 4116 0 Anna Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667374 tanya.d0yle2005@email.com 0433 666 777
& Andrew  Fitzpatrick 55 Fleet Street Ashgrove QLD 4060 viP Club 0 Katie Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667374 andy.fitzpatrick8282@email.co 4.11E+08
3 Joanna  Fitzroy 123 Peach Street  Fortitude QLD 400¢ s 0 Anna Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667374 joanna.fitzroys@email.com 0483 303 808
10 Louis Freeman 72 Rose Avenue ‘Waterforc QLD 4103 o PeppermintPark 123 Peach Street  Ashgrove QLD 4060 1300 667 374 louisfreemang13@email.com  4.11E+08
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14 Harrison Mcdonald 31 Sunny Street  Ashgrove QLD 4060 0 Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667374 harrison.mcdonaldss@email.c 4.33E+08
15 Tammy  Neilson 95 Iris Street Fortitude QLD 4006 0 Lucy Peppermint Park 123 Peach Street  Ashgrove QLD 4060 1300 667 374 neilson.tammy12@email.com 0444 000 333
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You can now copy and
use the information in the
spreadsheet as required.

If you are going to use
this list to bulk email your
clients, we recommend
copying and pasting the
email addresses into the
BCC field of the email. This
will prevent clients from
seeing each other’s email
addresses. In the to field,
you can enter your own
email address so that you
receive a copy as well.

Insert
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2 Hannah Andrews 22 Tulip Road Highgate 1QLD 4101 0 Lucy Peppermint Park 123 Peach Street Ashgrove QLD 4060 1300 667 374 hannahandrews172128@email 4.11E+08
3 Suzie Christians 150 Camellia Drive  Ashgrove QLD 4060 0 Peppermint Park 123 Peach Street Ashgrove QLD 4060 1300 667 374 suzie.elizabeth2010@email.co 04 777
4 Rachael Clarke 9 Evergreen Road  Fortitude QLD 4006 0 Peppermint Park 123 Peach Street Ashgrove QLD 4060 1300 667 374 rach.clarke56@email.com
5 Hailey ~Cooper 86AllesterRoad  Highgate 1QLD 4101 0 Peppermint Park 123 PeachStreet  Ashgrove QLD 4060 1300 667 374 hailey.cooperad@email.com
6 Jessica Davies  7lavenderStreet Ashgrove QLD 4060 0 Anna Peppermint Park 123 PeachStreet  Ashgrove QLD 4060 1300 667 374 Jess.davies4037@email.com
7 Tanya Doyle 234 Spearmint Terra Calamvale QLD 4116 0 Anna Peppermint Park 123 Peach Street Ashgrove QLD 4060 1300 667 374 tanya.dOyle2005@email.com 0433 666 777
8 Andrew  Fitzpatrick 55 Fleet Street Ashgrove QLD 4060 VIP Club 0 Katie Peppermint Park 123 Peach Street Ashgrove QLD 4060 1300 667 374 andy.fitzpatrick8282@email.ca 4.11E+08
9 Joanna  Fitzroy 123 Peach Street Fortitude QLD 4006 R 0 Anna Peppermint Park 123 Peach Street Ashgrove QLD 4060 1300 667 374 joanna.fitzroyS@email.com 0483 303 808
10 Louis Freeman 72 Rose Avenue ‘Waterforc QLD 4103 0 Peppermint Park 123 Peach Street Ashgrove QLD 4060 1300 667 374 louisfreemang13@email.com  4.11E+08
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18 George  Stevensor 11 Orchid Road Waterforc QLD 4133 #EEEH VIP Club 0 Peppermint Park 123 PeachStreet  Ashgrove QLD 4060 1300 667 374 g.stevenson0203@email.com  4.99E+08
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