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Balance to Buy™ Pro Tip – Customer Export Button 
Objective:  I need to create a customer contact list 

Solution: Customer Export Button 

Have you ever needed a customer contact list created for an event? A list that already had the Customer’s Phone #, 
Email Address and Mailing address in one place.  An excel spread sheet that you can send to a mailing company and 
have post cards sent to a select group of customers?  Our Customer Export Button will do just that for you in just a few 
seconds 

Step 1:  Determine what your project is, i.e., A vendor trunk show, diamond event, wedding band event, Etc. 

Step 2: In the Drop Down Menu for the Summery-Detail tab, select a vendor or a category report 

 Step 3:  In the filter boxes you have a wide range options to choose from, depending on your project. You can choose a 
specific vendor, multiple vendors or a select group of categories.  

Example:  You have a wedding ring event coming up. You would select all Vendors and choose categories such as 
Engagement Ring, Solitaires, Semi Mounts, Etc.   

 

Apply Filter 

Step 4: Once the report refreshes, select the Customer Export button on the navigation Bar.  

 

A report will populate in an excel spreadsheet.  This report will have the information that you currently have in your POS 
system.  

 

Contact your Balance to Buy Consultant to review this feature! 

 


