ConnectRight™ Mailer

Exporting a Mailing List

pitney bowes

Objective: To export a mail list for printing using Envelope Designer or another application.
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Select the "Default =n =]

Preferences
Paths™ tab.
Extended Festires I \Visihle Fields

[General | Defautt Paths | Wamings | Defaut Mai List | Envelopes | Post-Expott | PostalOne! | Miscelk | Entey Poirts |

»

Recent job list size: 5 T
o i for
Import sample size: 100
Defauk fixed record length 50
Date format:  System - shott date -

Date time format:  System - short date - long time -

On startup; [ Load most recent fle -

Browse

Backup data before merging changes Copies to keep: | 2
[¥] Allow edit

[¥] Ignore name wamings

[7] Ignore address wamings

] Ignore presort wamings

[] Auto-reverse names

[7] Append IMb/IMpb components as individual fields -

Scroll down to_the =n |
“Envelope Design

v g Exended Features | Visible Fields |
Program” field and WmiDda.lMiLﬂ|Envelope||Po¢-Emo¢l|Pwm! Miscelaneous | Entry Ponts |
browse to the © Persora i
Envelope Designer @ Machine
PIUS pl’Og ram. @ Company |C:\ProgramData\ConnectRight Mailer

Merge definition list location
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configured during the © Company [C:\ProgramData\Connectfight Maier

application installation ot Match dafestion ket loeston

process and nothing R T

else is required. © Machine
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m
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Envelope Designer
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To learn more about
Envelope Designer,
visit the following link:
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/ekip/index?page=con
tent&id=RE15120
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The ‘Export Details .
port < Epon o=l
page will display. Export Details
Use saved export settings (optional)
Begin by selecting the [ ]
format you would like Eoot e hpe

to use when exporting
your file

Export fomat | (DBF

Export fields
Bxport all fieids: @ Yes () No
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The drop down menu

- -— T— — -
P . 2 Eport I =
will give you a list of - — — R
. . xport Details
available File types. o soved st setngs ot
[ Browse export settings defintions |
Select the format you Eapot fe type
would like to use. Erportfomat: M
I Excel
DBF
| Fored width (ASCI)
| Visual Fox Pro
Advanced export fabel style)
Records to export
l @ Alrecords
O Definedfiter | -
CFomrecsd | O to 0]
| © Prn )
!
! Expotfields
: Export all fields: @ Yes Mo
|
I
| o R | @ Eack
. = — _ —— —— —
You can choose to oot s
export all the records Export Details
in your list, or you can [mmmmwm |
also customize which oot st fnfore
records to export. Boot fietype
Export fomat: [ Excel -
Excel version: (O Excel 972003 @ Excel 2007+
Include field names:
Reconds to export
@ Allrecords
*) Definedfiter | -
©) From record 0t 0|
oot (]
Export fields
Bwport al fields: @ Yes Mo
R | O Back
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To filtt_ar records that s bpon a3
you wish to export, Export Details
select a defined filter Use saved export setings (eptional)
from the drop-down. (e i ntsdertrs )
Export file type
Export fomat: | Excel -

Bxcel version: (7 Excel 97-2003 @ Bxcel 2007+
Include field names: V]

An | @ Back

Filters can include  SY— — ————— Ead R
addresses which did - — S - :

N port Details
not qualify for Use saved expor setings (options)
presorting, or (__Browss expot setinge dfrtons |
individuals which Exportfle type
moved and left no Epotioma: (Exce g

| Excel version: () Bxcel 57-2003 @ Excel 2007+
|| Include field names: ]

forwarding address.

Records to export
Il @ Alrecords
I () Cument selection
|
© Defnedfiter | |
Presort
o DPVV; o
facant
Fresort DPV N or Blank
NCOALink Moves
NCOALink Moved. Left Mo Address
Export fields =

Bxport al fields: @ Yes (© No

(s J[ Ao | O Back | [ Net ][ Ome ]
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You can also export a
portion of the list by
selecting the range of
records to export.

=
« Export

Export Details
Use saved export settings (optional)

Export file type

Expor fomat: [ Excel

Bxcel version: (7 Excel 97-2003 @ Bxcel 2007+
Include field names: V]

Records to expott
@ Al records

o=

©) Definedfiter |

Export fields
Export allfields: @ Yes O Mo

T

geck | [ Nes ][ G ]

The exported list can
then be sorted in
ascending or
descending order.

« Export
Export Details

Use saved export settings (optional)
| Browse expon settings defintions |

Export file type

Exportformat: | Excel

Excel version: () Excel 97-2003 @ Excel 2007+
Include field names: [¥]

Reconds to export
@ Alrecords
©) Cument selection
O Definedfiter | -
) From record 0 to 0
7 Presott 'I
Ascendng
Descending
Export fields

Export allfields: @ Yes () No

[(swe ][ ma ] @

Bock | [ Mee ][ Coe ]
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Finally, you can
choose to export all
the information in the
mail list, including
error codes, or simply
export the name and
address information.

g-Exporl
Export Details
Use saved export settings (optional)

Export file type

Expor fomat: [ Excel

Bxcel version: (7 Excel 97-2003 @ Bxcel 2007+
Include field names: V]

Records to export
@ Alrecords

© Definedfiter [

© From record 0w o
B —

Export fields
Export all fields: @ Yes (© Mo

[(swe ][ mn | O

If you choose not to
include all fields in
your list, you will be
directed to a screen
giving you the option
to select which fields
to include.

'@ Bxport
Fields to Export

Fields available:

Fields to expart:

_SYS_ID

_SYS_ORDER

_SYS_PRIORITY
RS

_SYS_ZIP4_Vaid
~SYSPREFIX

i »

ir Lk

Merge definitions available:

C5Z

ZIP 10-chgit

2Py

ZIP10 or PostalCode
ZIP or PostalCode

i

“Rn ] O
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Click on any field you L o=l
want to export, and Fields to Export
select ‘Add”. Fields avalable: Fieds to expot:

SYS_ID A name Export name
5YS_ORDER Bold
FIRST

. . “SYSPRIORITY
You choices will be A LAST_NAME | LAST_NAME
ADDRESS ADDRESS

displayed in the ‘Fields “SYePRER
CITY cmr
STATE STATE

SYS_FNAME
zIp
2ZIP4

0 00 B

’ SYS_MI
to export’ box. SIS
SYS_SUFFIX
SYS_PREFIX2
SYS_FNAME2

E(ﬂ
=
S

SYS_LNAME2
17 SYS_SUFFIX2

SYS_ISCOMP
_BADNAME
SYS_FUNNYNM

SY5_PRINUM S
Include fislds from procassing

3

Merge definitions available:

CszZ

Fr0se e ]
ZIPS

2P 0or PostalCode
ZIP9 or PostalCode

When all desired fields i
have been selected, Fields to Export

click the ‘Next’ button. Fields avaiable: Fields to export:
_SYSD
_SYS_ORDER = Field name Export name
_s;r_gﬁm?gm 2 FIRST
AL
POSTALCODE LAST_NAME LAST_NAME
S5Y5_ZIP4 Vaiid ADDRESS ADDRESS
cITY Ity
STATE STATE

_SYS_PREFIX =
S_FNAME
ZIP ZIP
ZIP4 ZIP4

0 I Rk

SY:

1
I

&
=

le

S_LNAME
SYS_SUFFIX
SYS_PREFIX2

““‘Ns'mmsg

QQI |
g5z
g

SYS_SUFFIX2

18

-
g
z

:
;

SYS_FUNNYNM
SYS_PRINUM x5

Include fields from processing

Merge definitions available:

C5Z
ZIP 10-chgit
2Py

i

ZIP10 or PostalCode
ZIP or PostalCode

(s J[Ra ] @ Bock || hee [ o |
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The Export Name and
Actions screen will
display.

From here you will be
able to name your file
and choose where to
save it

Select ‘Browse’ to
choose the location
you would like to save
your file.

= Export
tXpO[l Name and Actions
Export file

File name:

Post export

@ Do nothing additional
©) Open exported fie
© Envelope Designer

Save export settings

[ ) [ ncosiow | @

Design

Select the location to
save your mail list and
enter a name for the
file.

It is not necessary to
add a file type
extension.
ConnectRight Mailer
will add that for you.

When you have
selected a location
and entered the file
name, click "Save".

= SaveAs

@Ov' 4o » Computer » Windows (C:) » ConnectRight Mailer

QOrganize v New folder

W Favorites plame

~ [ 42 | Search ConnectRight Maiter |

= @

Date modified Type

[ Desktop | __ Mail List - Moved Left No Address.dbf 01/08/2015 1:42PM  DEF File

# Downloads
% Recent Places

Al Libraries
3 Decuments
o Music
(=) Pictures.
B videos

1

1% Computer
&, Windows (C:)
W Seagate Expansion Drive (F:)

= Local Disk (Q:) &l %! W
File name:  Mail List - Moved Left No Address.dbf

Save a5 type: | DBF/DBase (".dbf)

“ Hide Folders
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For the post export ~ =
options, if you select Export Name and Actions
“Do nothing Eootfie
additional”, your list Fie name. | C\CornectRght Mader\Wai Lis - Moved Lfl No Address df
will process and save g
where indicated. ® Do nthing addiions
) Open exported file
© Envelope Designer
" Browse
Design
Save export settings
([swe ][ Runbpotowy | Ned
If you Woul_d Iikg to e o
print your list with Export Name and Actions
Envelope Designer, Bt fie
select the Envelope Fie name:  C\ConnectRight Maler\Mai List - Moved Left No Address.dof
Designer option in
Poxt export
Post export. Browse ) Donething aciinal
to your envelope or ) Open exported fle
label layout or select D Erveloph Domonsr —
Design to create a = —_—
g [ Dessn |
new layout.
H n Save expor settings
Finally, select "Run _ [ Ssve expot stings defrtons |
Export Only" to begin
exporting your list.
sve | [ RnbooiOw | [ o et
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Once complete,

ConnectRight Mailer Export Name and Actions
will confirm your list Bt fie
has been successfully Diemame: (CACorvsect P Mlorhat Lk S boved Lok M Addiest bl
exported. If you
Post export
selected Envelope ) Do nathing addtional
Designer as a Post b_-we'w;, =
export option, your S |

et | Export Complete &)

mail list will open in mwzmmedmc:wwmwu-uommm )

Envelope Designer.

Click OK. Smeses o)

Then click Close to
exit the Export Name
and Actions screen.

[(sawe [ mnbootowy | @ ((Back ][ e Gose |

Your mail list is T T s Peonim Comet Ven el
E a \ - - :
exported and now BB E = = =l E|& 7
New Open Save Cut Copy Pase | lmpon Verfy MovelD DipslD Suppess Preson Emot | b Defintons Preferences Fapots | Tuonss Help
ready for use Process Definition « | | MALINGADD | emy | state | z | 2 | Postacooe |
) [ ye— it e o — e e
i Urdarwood Bivd. iran: LY 75 1
e | N K o 100 Marharsmvile R Ste 1E02 Purchase N o7y 21 |
St 5270 Sogen Ln Sie 502 Eaton Fouge L I Tomen
3350 Haltmark Drive Maneta GA 30067
ot _‘l. 2200 Neeth Freeway Feet berth ™ 137 5021
rrrm i =1 Elmesst 4 Seamtord [ i |os2s
[ty ] 8150 SPRINGWOOD DRVE STEZ0 | IRVING ™ 75083 | I
» £150 SPRINGIWDOD DAVE STEZ00 | IRVING ™ 75063
[Moven 4] Move tasks E150 Springwcod Drive, Sie 200 Inving ™ 75081
- | | homtz crestn 3550 Fossill Creek Biva S 203 Fort orth i3 %137
(Dot | i) 6301 Indian School Fload, Sie 510 Albuerave e a7 |
4504 CENTURY PARK SOUTHSTE 1084 | BRMINGHAM AL 35026 |
4504 Century Park South Ste 1054 Birmingham AL 3526 |
2533 Bert Kouns Indusinial Loop S1e223 Shreveport LA s
13101 NORTHWEST FREEWAY STE312 | HOUSTON ™ 7040 6328 |
13101 NORTHWEST FREEWRY STEJ12 | HOUSTON ™ 77040 6328
20658 Stone Ok Parkcaay Ste 104 San Artonic ™ 7258 71
501 MAINSTREAM DRIVE NASHVILLE ™ w228
4350 Brownabers Roed Ste 137 Louisvible K a0
1657 Shelby Oaks Dr. e 105 Memetis ™ 1 |
501 Minsweam Drive Hashtle ™ | I
5310 CYPRESS CENTER DRIVE STE 115 | TAMPA FL 3809 1057
37405t Jokns Bl Rd So. Ste 12 Jacksorville AL o |
3000 S 1468th Aveeue, Suite 110 Masrar P |
£50°5 Horthiake Blvd Se 430 Altarmonte Serirgs | FL Eaal I
5310 Cypress Certer Drive Ste 115 Tompa FL A
5607 GLENRIDGE DRIVE. SUITE 760 ATLANTA GA 0342
5607 Glenricge Drive, Sude 760 Adants Ga 0342 |
121 Executive Certer Drive Ste 164 Colurbin s a0 |
3224 TEAKWOQD STE 120 EDMOND oK R
3234 TEAKWOOD STE 120 Eamand oK 7013
343010 56th Sweet Lenexs K s 1 |
34705 12 Mhde Road Ste 200 Farmingion Hills M w wn |
527 SECOND AVE S0 CRARLESTON | W =03 10|
3520 Vero Foad, STE A Balsmore MD nzmr 17
527 Second dwerve 5o Charleston W 303 (1310 |
7630 Litthe River Turnpike Ste 500 Areandale Vi 2003 2610 |
7874 THORNDIKE ROAD GREENSEORD NC 27409 %X
7874 Thomdike Road Greensboro NC 409 6N
£731 Red Qv Ste 210 Charlcas NC 17
[ 3150 Spsing Forest Foad St 122 Faleish NC 66
| Record 1 098 Records | | Sorted by 5V5 ORDER
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