
  
 

 
Objective: To export a mail list for printing using Envelope Designer or another application. 
 

 Comment ACTION – DO THIS 

1 

 
The export function 
allows a file to be 
generated and saved 
outside of the 
ConnectRight Mailer 
application. 

2 

 
In order to simplify 
using your exported  
mail list to print your 
envelopes using  
Pitney Bowes 
Envelope Designer 
Plus, you can 
configure 
ConnectRight Mailer to 
launch Envelope 
Designer Plus during 
the export process. 
 
Select “Preferences” 
from the tool bar. 
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3 

 
Select the "Default 
Paths" tab. 

 

4 

 
Scroll down to the 
“Envelope Design 
Program” field and 
browse to the 
Envelope Designer 
Plus program. 
 
NOTE:  This may have 
already been 
configured during the 
application installation 
process and nothing 
else is required. 
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5 

 
Envelope Designer 
Plus is typically saved 
to your main drive 
("C:") under Program 
Files (or Program Files 
(x86) depending on 
your operating 
system) > Pitney 
Bowes > ED. 
 
Select the "Ed" 
application and then 
click "Open." 

6 

 
Finally, click Save to 
store your Envelope 
Design Program 
location. 
 
To learn more about 
Envelope Designer, 
visit the following link: 
 
http://support.pb.com
/ekip/index?page=con
tent&id=RE15120 
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7 

 
Begin by selecting the 
‘Export’ option from 
one of the following 
locations: 
• The ‘Process 

Definition’ menu 
• The ‘Export’ icon 

on the tool bar 
 or 
• The ‘Export’ option 

in the ‘File’ menu 
 

8 

 
The ‘Export Details’ 
page will display. 
 
Begin by selecting the 
format you would like 
to use when exporting 
your file 
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9 

 
The drop down menu 
will give you a list of 
available File types. 
 
Select the format you 
would like to use. 

10 

 
You can choose to 
export all the records 
in your list, or you can 
also customize which 
records to export. 
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11 

 
To filter records that 
you wish to export, 
select a defined filter 
from the drop-down. 

12 

 
Filters can include 
addresses which did 
not qualify for 
presorting, or 
individuals which 
moved and left no 
forwarding address. 
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13 

 
You can also export a 
portion of the list by 
selecting the range of 
records to export. 
 

14 

 
The exported list can 
then be sorted in 
ascending or 
descending order. 
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15 

 
Finally, you can 
choose to export all 
the information in the 
mail list, including 
error codes, or simply 
export the name and 
address information. 

16 

 
If you choose not to 
include all fields in 
your list, you will be 
directed to a screen 
giving you the option 
to select which fields 
to include. 
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17 

 
Click on any field you 
want to export, and 
select ‘Add”.  
 
You choices will be 
displayed in the ‘Fields 
to export’ box. 

18 

 
When all desired fields 
have been selected, 
click the ‘Next’ button. 
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19 

 
The Export Name and 
Actions screen will 
display. 
 
From here you will be 
able to name your file 
and choose where to 
save it 
 
Select ‘Browse’ to 
choose the location 
you would like to save 
your file. 
 

20 

 
Select the location to 
save your mail list and 
enter a name for the 
file. 
 
It is not necessary to 
add a file type 
extension.  
ConnectRight Mailer 
will add that for you. 
 
When you have 
selected a location 
and entered the file 
name, click "Save". 
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21 

 
For the post export 
options, if you select 
“Do nothing 
additional”, your list 
will process and save 
where indicated. 

22 

 
If you would like to 
print your list with 
Envelope Designer, 
select the Envelope 
Designer option in 
Post export.  Browse 
to your envelope or 
label layout or select 
Design to create a 
new layout. 
 
Finally, select "Run 
Export Only" to begin 
exporting your list. 
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23 

 
Once complete, 
ConnectRight Mailer 
will confirm your list 
has been successfully 
exported.  If you 
selected Envelope 
Designer as a Post 
export option, your 
mail list will open in 
Envelope Designer. 
 
Click OK. 
 
Then click Close to 
exit the Export Name 
and Actions screen. 

24 

 
Your mail list is 
exported and now 
ready for use. 

 
 

NOTES: 


