Importing Email addresses from
DiamondCounter into Mozilla

Thunderbird

This guide will walk you through how to export your customer email list from DiamondCounter and
import it into Mozilla Thunderbird so you can easily send emails to your customer base. This guide is
written only for Mozilla Thunderbird. With so many email client programs available (Eudora, Windows
Mail, Outlook etc.), we cannot hope to support them all. If you would like to try Mozilla Thunderbird as
your email client, you can download it from www.mozillamessaging.com. Thunderbird is a free, full-

featured email client with lots of installable extras and no advertising.

Step 1: Extracting your customer list from DiamondCounter

If you already know how to extract your customer list from DiamondCounter, please proceed to Step 2:
Importing your Customer List into Mozilla Thunderbird.

The import process for this is involved, but simple. First, in DiamondCounter, you must log into the
software with your username and password, and then click on Tools | Customer CRM Tools
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Under the Customer CRM Tools screen, click on Export Customer List / Print Labels, the last button on
the bottom row. This will bring you to the export screen and allow you to export the customer list. The
screen can be seen below.
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email address on file. Once these options are selected, we can

move on to exporting the file.

On this screen, there are a number of options that we are going to
both select and unselect according to the data that we would like
to export. In this case, starting from the left hand side we will
move to the right. Under the Exporting Fields options (right below
the Customer QuickPick and Item QuickPick buttons), we want to
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Step 2: Importing Your Customer List into Mozilla Thunderbird
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This wizard will import mail messages, address book entries,
preferences, and/or filters from other mail programs and common
address book formats into Thunderbird.

Once they have been imported, you will be able to access them from
within Thunderbird.
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Once in the import menu, there are a few basic steps to cover.
First, select the Address Books option and click Next.

On the next screen, select the Text File option and click Next.

On the next screen, navigate to where you
saved the CSV file (the Windows desktop was
suggested). Then in the bottom right-hand
corner of the window, click the drop down and
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click on your customer list file and click Open.
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Type email addresses to add them to the mailing list:

=]




) AddressBook Onceyouclick Finshon t he | mport dialog box, you

File Edit View Tools Help

& v comacs Gyt | @rmen/wee @0ress book that has been created for your customers. To make it a bit

e Neme easier to manage, click on your
Ersaing -
llCotomes Customers address book so all | '/ AddressBeek
= Eile Edit View Tools Help
the customers get listed on the top right hand pane. From & New Contact &) New Lit ‘ @ properties |/ write | X Delet
there, click on the first customer listed and hold the SHIFT Address Books Name
key on the keyboard. While still holding the SHIFT key click | plfezenl addes: Sock 7
on the slider on the right-hand side of that pane and drag gtiﬂ?mmmnmk -
all the way to the bottom and click on the last entry in the e e B
address book. This will highlight all of the entries in the =
address book. Once you've done thaté click and h
anywhere on the list and drag them to the list you created e @00 02
in the Personal Address Book. Now all of those emails will [ 3 ?
be available in that list.
& Inbox - Mozilla Thunderbird Tosend emailtoa | | of your customers, you’'ll F

Eile Edit ViewoGaolMeraza Toos | Thyuynder bird’s main screen and click ¢ttt

> 1l e B . . .
el | wie [l doress® b on has been clicked, the Create New Email window will open, where

(%, Inbox you can fashion your email to your clients.

All Folders 4 p

4 F Karl@incom.ca

Write: Super Huge Sale This Weekend!! =& Adda Subject to your email and
Eile Edit View Insert Format Options Iools Help
(Bl send | 00 spell - | Attach - (2 Security + [ Save - 1) Return Receipt type the bOdy of it. You can also
Contacts B3| From: | Kerl Williams @ Incom Technical Solutions rmaikincorn.ca - H
— : e attach a PDF or an image for a flyer
or whatever you like. Feel free to
Search For: . . .
Narme or el » use your imagination. Just

ame . || Subject:  Super Huge Sale This Weekend!! .
" i e s E— —— remember that if you do attach

- Body Text Variable Width A A | AAA | EIIEE| =S
Text of the email goes in here. You could also paste an image for a flyer in here or attach Someth I ng Ilke a p|CtU reor PDF’

a PDF or something similar.

B make sure that iit’s o
carl il Many people receive emails on

Smart Devices (iPhone, BlackBerry,

Droid and the like) and may not

- appreciate having to download a

huge file or image when they only

have limited bandwidth to do so.

o Pk kkk PR DD DD Rk




Once you’' ' re happy Wittt he way your S

File Edit View Inset Format Options Tools Help

email is set up, you must select the | send |’§’i Spell = ] Attach = (2 Security + g Save + (1) Return Receipt
Contacts [ || m— =
Personal Address Book on the left- povs— ‘ : ‘

Bec: 12 Mailin

hand side of the New Mail window

from the Address Book drop-down. :
ame .m ium# Su‘rHugESa\ETh\sWEEkEnd!!
Once you' vdickidtbene |t ha/t', el - [wmemmn W xn[AaalzinEE|EE0
H Type the body of your message in here. You can also attach things like picture files or a
address fleld and type the name Of PyI;)pF toyaur:mairbefore yougsend it. ¢ F

the list you created in the field. For -
exampl e, mi ne was named

so | typed that into the field. Now et
t hat vy ohe listsedecta,alick o

on the part to the left of that that
part ™ , ‘ ,
says To: and change that to Bcc: .

This part is very important! _If you @ not select BCC (blind carbon copy) everybody will see everybody
St aS50Qa SYI NotonlyiRRisNBeabat& éaiset people up for unwanted spam messages and
upset your client base a great deal. You do not want to do this! Make sure you sethie email to BCC!

{ Write: Super Huge Sale This Weckend! Once this has been configured correctly and you have made sure
B e that the email is being sent as a BCC or Blind Carbon Copy, click
L.._,J Send a?;Spell 2 M Attach - "éSEcurity = DSEV . . . . .

- the Send button, and the emails will be sent to their destinations.

Contacts E3|| From: | Karl Williams @ In

Address Book: = | g . . . .

(Pasonai Ao = N - s=|8V please be mindful that you may receive some emails back that will
ersonal Address Bo k -

request you to remove them from the mailing list. Please grant

Search For:

21l theirrequests to do so, and send them one more email informing
/= || Subject:  Super Huge Sale

i Body Text = | | Variabl

Type the body of you

Name e

them that you have done so. Remove their email address from
both Thunderbird and from DiamondCounter to ensure that they

B

[

o [c

no longer receive further correspondence. Please also
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