Exporting a Customer List with E-Mail Addresses

Run Customer List Report
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You can clear all the criteria and start fresh to make sure you do not overlook any old settings from the last time you ran this report.  You can clear the settings by runing the Clear Current Report Criteria option.  This option is only available with a report window open.
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Select your customer status and other options to select the list of customers you wish to export.  

Click on the Export option in the green box.
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 Click on the Export Type Dropdown

Select Excel File

 Click on the Browse Icon for Export File
Browse to the folder to save the excel file

Enter the name of the file

Check Export Only A Simple Customer List

Check Exclude Customers with no E-mail Address

Click OK button

Note: If you are not on Service Assistant, the export screen will look different, however, the same options do appear on the screen in a different location.
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You will be back to the Customer List Screen.  You will notice that the options button has the word OPTION in blue letters.  This lets you know that you have export options selected on the export options screen.
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Click the OK button on the Customer List Screen.

After you click on the OK button, a message will appear asking if you want to mark the customers as exported.  If you select YES, an entry will be added to the Letters section on the customer CONTACT tab.
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