
Exporting customer email addresses to send an email: 

Go to Utilities > Export > Customers 

Add the required fields to the Export Fields list 

Tick “Include header record with field names”  

 

Save the file with .csv at the end of the file name 

 

 

Open the file in Excel and review the list of email addresses. 

 

 



Then copy the block of email addresses only (the grey section in the screenshot above) from Excel to the bcc field of 

your email message. 

Use bcc so that customers who are sent the email will not see the email address of other people that the email was 

sent to). 

 

Pasted to Email:  

 

 

Add a subject to your email then type in your message before sending the emails. 

 


