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exporting an email list

Follow the suggested procedure for exporting SalonBiz® customer
email addresses into Outlook.

Getting the List
1. From the SalonBiz®/SpaBiz® menu bar, click on the Reports icon.

2. Double click on Customer Email List from the report list side
navigation. You will find it under the Customer category.
3. Click the OK button.

Saving the List
From the Customer Email List report.

Click the down arrow on the right side of the Save button.
Select Comma Separated Values (*.csv)

Save the file to your computer.

Type in sbemail as the file name.

Save as type Comma Separated Values (*.csv).
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Import and Export Wizard

Choose an action ko perform:

Importing the List

1. Open Outlook.

Select Contacts.

From the main menu, select File.

2.
3.
4. Select Import/Export

The Import and Export Wizard will open.

Export to afile

Expart to The Timex Data Link watch
Impart & YCARD file {vcf)

Import aniCalendar or vCalendar file { ves)
Irnport coiMail Archive

Import from another program or file

Impart Internet Mail Account Settings
Description

Import data from other programs or files, including
ACT!, ECCO, Lotus Organizer, Personal Folders

(.PST), Schedule+, Sidekick, database files, text
files, and others.

Ia Mest » | Cancel

[

Select Import from another program or file.
7. Click Next.

%

Import a File

Select file bype taimpoart from:

ACT! 2.0 Contact Manager For Windows
ACT! 3., 4.0 Contact Manager For Windaws

>

Lokus Cwganizer 1.0, 1.1
Lokus Organizer 2.1

[

< Back Next » I Cancel

8. The Import a File screen will open.

9. Select Comma Separated Values (Windows).
10. Click the Next button.

Import a File

File ka impart:

‘ sm Files\SalonBizisbemailosy csw Browse ...

Options

* Replace duplicates with items imported
" allow duplicates to be created

" Do nat impart duplicate items

< Back Next » I Cancel
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11. In the File to Import field, browse for the location of your saved email
report “sbemail.csv’ file.

12. Click the Next button.



Import a File

Select destination folder:

@ Personal Fu\ders
@

B Drafts

B Inbox

(ﬁ Journal
hates

538 Outbox
Qé Senk lkems

T Tasks

@ < Back Next » I Cancel

Import a File

The Following actions will be performed:

(] 1roport “shemail::

inko the "Contacts” Folder

Change Destination ...

This may take a few minutes and cannot be canceled,

’E < Back Cancel

13. Select the destination folder you wish to import the email addresses
into (preferably Contacts).
14. Click the Next button.

15. At The Following Actions will be performed: screen, you should see
Import “sbemail.csv” into the “Contacts” folder.

16. Place a check mark in the box next to this item.

17. Click the Next button.

18. The Map Custom Fields Screen will open.
19. Drag the items from the From section to the area you want them to be
stored in the To section after they are imported. For example, in the

Map Custom Fields E‘
Draq the values From the source Fle on the left, and drop them on the appropriate destination field
on the right, Drag the item From the right ko the left ko remave it From the: field mapping.

Fram: Ta:
Comma Separated Values (Windows) Microsoft Qutlook
shemailcsv.cay Contacts
Value Field Mappedfion &
Susan B Name —
Ataman = Tite
mail@enail. com = First Mame Susan
Page 1ot 1 ~ Middle Mame
Atzman
Suffix
Company a
< I 3
< Pravious Hext > Clear Map | Default Map ‘
ot |

e -
Map Custom Fields E\
Drag the values Fram the source file on the left, and drap them on the appropriate destination field
on the right. Drag the item from the right ta the left ko remove it From the field mapping.
From: Tas
Comma Separated Yalues (Windows) Microsoft Outiook
shemalcsv.csv Contacts
Yalue Field Mapped from ~
Susan Bitthday
Atzmnan Categories
emaili@emai com Childrer
Page 10t 1 Directary Server =
& E-mail
el email@email.com
E-mail Type 3
< I 3
< Previous Hext = Clear Map | Default Map ‘

YOO
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20.

21

From section highlight the first name of the customer and drag it to the
First Name field in the To section. Drag the last name of the customer
to the Last Name field in the To section.

Drag the email address of the customer to the E-mail Address field of
the To section.

. Once you have mapped the fields to import, click the OK button.
22.

The customer names and addresses will then be imported into
Outlook.



