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ABOUT THIS DOCUMENT

This document will guide you through the process 
of exporting client details using the marketing 
tool. This will allow you to export custom client 
lists based on your desired search criteria. You 
can then open the client details in a Microsoft 
Excel spreadsheet.
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EXPORTING CLIENT DETAILS

1
Click on the tools menu.

2
Click on the marketing 
icon.

3
Enter your desired search 
criteria.

4
Click the compute button 
to generate the list of 
clients.
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5
If you wish to exclude 
certain clients from the 
list, tick the relevant boxes 
in the exclude section.

6
When you are ready to 
export the list, click save. 
A new window will appear.

7
Ensure that include 
column headings is ticked.

A
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.

B
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.

8
If you want to save the file 
in a different location, click 
browse. A new window 
will appear.

9
Select your desired save 
location.

10
Click save.
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OPENING THE CLIENT LIST IN EXCEL

1
Open Excel and click on 
open other workbook.

2
Click browse.

3
Navigate to the location 
where you saved the file.

4
Select all files from the 
drop-down list. This will 
allow you to see all types 
of files.

5
Select the client list file. 
This will be a .txt file.

6
Click open.
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7
The text import wizard 
- step 1 of 3 window will 
appear. 

Click next.

8
The text import wizard 
- step 2 of 3 window will 
appear. 

Untick the tab box.

9
Tick comma and space.

10
Click next.

11
The text import wizard 
- step 3 of 3 window will 
appear.

Click finish.
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A
Once the file has opened 
in Excel, it should look 
something like this.

12
We recommend saving the 
file as an Excel workbook. 
To do this, click file.

13
Click save as.

14
Click browse and select 
your desired save location.

15
From the save as type 
drop-down list, select 
excel workbook.

16
Press save.

A

12

13

14

15

16



Page 6

B
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.

!
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