
Exporting Client Emails  

First you want to go to “utilities” then scroll down and click on “file export.”  

                    



 
Now click on “client email addresses.”  

                               



Now if you are using a marketing list then put a check in “create a list file for client.” 
Select your list that you created and type in the destination you would like your client 
email addresses to export to in the “export file path field.”   

                  



   
Now you have a couple of processing options to choose from. The first is, “create export 
file only.” This option will only create the export file to your hard drive and nothing else.  

                



  
The second option is, “create file and print listing.” This will create the export file and 
print a listing of it.  

                 



    
The third option is, “print listing only.” This will only print the list of the export file you 
created.  

               



    
The last option is, “mass email list and backup.”  This option will not only create a file on 
your hard drive but it will also give you an immediate list of everyone that qualified with 
an email address.  You now have the ability to right click and copy all of the email 
addresses and click “start mass email.”   

   



Once the “start mass email” button has been pressed Prosolutions will automatically 
launch Microsoft Outlook and allow you to paste the copied email addresses into the 
BCC field so your clients cannot see each others email addresses for your marketing 
campaign.   
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