
 

 

 

 

How to Import  

Customer Information 
 



Introduction 

A customer import program can be used to create a tab delimited file with all of the fields from the customer master 

file. For example, this file could be used to create mailing labels using a third party label product. Most mailing label 

software has the capability to import data from a tab delimited file. 

The first step would be to run the program WR100_X and create a 

customer file. 

The file will be created with all fields. This file can be edited in Excel to 

have only the fields needed. For example, mailing labels would only 

need the customer name, address, city, state and zip code.   

If the salesperson and store number fields are blank, it will import all of 

the customers. 

The program will prompt the user to enter the file name to be created. 

This file will be saved in the directory that is entered. It could be saved 

to a shared folder for others to access, or it could be copied to the local 

drive of a user to be used in Excel or another product. 

The third image is an example of how the file would appear in Excel. 

This example has only the fields that were needed, the other fields have 

been removed in Excel.  This would be an example of how a file would 

appear that would be used with customer label software.  This file could 

be used for mailing labels or filing labels. 

This program can be used for reasons other than mailing labels. It can 

be used to create an Excel file of customer records for different 

reporting purposes. For example, a report could be created that sorts all 

of the customers by a certain zip code. It could also be used to list and 

sort by certain tax codes or a query could be written to sort customers 

by their YTD sales. Since the file will contain all of the fields that are in 

the customer master file, it can be used for many different ways. 

 

Have questions? Feel free to send us an email, we welcome the 

questions! 
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