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This Quick Reference describes how to view accumulated customer e-mail addresses and export these to a .csv 
file. You must have Administrator privileges to access this function. 

The Email Management Screen allows an Administrator to:
● Search for a specific customer e-mail address based on their account number,
● display e-mail addresses based on program type,
● export e-mail addresses to a .csv file that can then be imported into a different database program or a 

spreadsheet.

Page 1 of 3

To access the E-mail Management screen, 
click on the Email Management link under 
Admin Functions - E-Mail.



Save the .csv file to a local file folder or to 
your desktop for further processing.
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E-mail Management Screen

Enter a customer account 
number and click on the 
Search button to find a 
specific e-mail address.

Click on the drop down arrow to 
select for display only those e-
mail addresses signed up for a 
spefic program.

Click on the Download Customer 
Emails List to generate a .csv file.

Pop-up screen after clicking on Download Customer Emails 
List.

Tech Tip
In a Windows system, the .csv file will 
automatically be saved to your default 
download directory. This is often a folder 
named Downloads in your My Documents 
folder. Sometimes downloads are also 
automatically set to save to your Desktop.
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Sample portion of .csv customer e-mail opened in a spreadsheet.


