Procedure: Export Customer Data To Excel
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Data entries in the fields of a selected group of customer records can be exported to an Excel spreadsheet for a
variety of reasons such as a source file to be used for a large mailing, management reports, etc.

Begin the procedure by making a screen search of the customers to be included in the spreadsheet file; audit
the search results to verify that the qualifiers of the search yielded the desired segment of customers.

Click the “Wizards” icon down arrow, select “Export Contacts Wizard” to display the first screen:

E
" 1of &
Export Contacts Wizard

This wizard will help you to:

* Select a group of contacts to export.
* Select a format for the exported contacts.
* Select a file to hold the exported contacts.

* Confirm your selections.

To continue, click Mext.
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Export Contacts Wizard
Select a format to export the contacts into:

Select the type of file that you want to export your
contacts into.

Export format: | Excel (Selected) (.xls) v

To continue, click Next.
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Export Contacts Wizard

Select a file for the export:
Use the Select File button to select a file name and
location for your export file.
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Export File

To continue, click Next.
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Click “Next” through this screen and
the next screen until you reach Wiz-
ard screen #3; to select the export
format.

Click the down arrow next to the
selection field and select “Excel
Selected .xls” from the menu. Click
“Next” to proceed to the next Wiz-
ard screen.

Click the “Select Export File” icon
to the left of the data field. Your
computer directory navigation
screen will appear with “Riata” dis-
played in the directory title field.
Click the down arrow on the right of
this display field and double click
the “My Documents” folder.
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Savein: [ (3 My Documents

Give your Excel spreadsheet a file name
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Export Contacts Wizard
Select the fields to export:
Use the Add and Remove buttons to select the fields
that you wish to export.
Available fields Selected fields

Bus/L Mame

County

[ Add I3 ][ &€  Remove ]

To continue, click Next.
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Export Records

Export of records is complete.

Give your Excel spreadsheet a file
name (export is the default name),
click the “Save” button and the ex-
port Wizard screen will re-appear.
Click the “Next” button on this
screen to activate the export fields
Wizard screen.

Double click the Riata data fields
you want included in the spread-
sheet. The double clicked field will
appear in the right hand work area
screen of the Wizard. Click the
“Next” button to see a confirmation
screen, click “Next” again to com-
plete the export.

Click “OK” to close the export rou-
tine. Go to “My Documents” and
open the new Excel spreadsheet. All
Excel procedures and utilities are
available to sort, edit and organize
the data. Select your version of Ex-
cel when saving this spreadsheet
after you have made any changes.

Product specifications, availability and price are subject to change without notice.



