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What Is a Mail Merge File? 
 
A Mail Merge file is a data file used in your Word Processing program to generate 
customized labels, letters, envelopes, reports, etc.  Please note: It is not 
necessary to create an export in order to print from ContactEase, however many 
users prefer to added flexibility of working with an export file in Word Processing. 
 
Each exported field can then be merged in a template document to create custom 
letters, labels, etc. 
 
Records to Export 
 
The export function will only include specifically selected records.  Therefore, you 
must select the records from the results list of any search by using the Shift/Click 
key combination; or using the Select All option (Ctrl + A, key combination).  You 
can also use the Select All or Select Range function from the List menu. 
 

 
 
After selecting the records to include in the Mail Merge you can now run the export 
function of ContactEase to generate the file. 
 

Select All: will highlight all the records in the 
Result List. 
 
Select Range: will permit you to select a range of 
records from the Result List. 
 
Only Selected records will be included in the 
Mail Merge file. 
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Create a Mail Merge File (Export File) 
 
Under the File menu choose the Tools function and then Export. 
 

 
 
You can use the Export function to create any type of export file for use in any 
database application (Word Processing, Spreadsheet program, etc.). 
 

This function will open 
the Export Definition 
window where you can 
define a new export 
definition or select an 
existing definition. 
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Export Definition 
 
Use this screen to define not only the fields to export but also the format of the 
export file.  Note: Check the box to include field names – this makes inserting a 
merge field easier when defining the Main Document. 
 
 
  
 
 
 
 
 

 
 
 
 
  
 
 
 
 
 
 
 

Choose the appropriate file 
type: 
 
• CSV (comma separated 
values) 
• TXT Word Merge File 
• TXT Tab separated 
• MRG Word Perfect Merge 

File 
• DBF dbase II 
• DBF dbase III 
• WKQ Quattro 
• WKS Lotus 123 
• WR1 Symphony; or 
• XLS Excel. 
 
Check with your firm’s Word 
Processing program to 
determine the best Output 
Type to use. 
 
Generally, CSV Coma 
Separated Value, TXT Word 
Merge (MS Word™) or MRG 
Word Perfect™ are your best 
options. 

Enter a new name (to define a new 
format), or use the drop-down to select a 
previously defined export layout. 
 
If you enter a new layout description, the 
definitions will be saved under that name 
automatically. 

Be sure to check 
selections, or All 
of the records in 
the database will 
be exported. 

Enclosing text in quotes can resolve 
issues with commas within a name 
field. 
 
If using this for a Word merge you 
MUST include field names. 

It may be necessary to define what 
to do with carriage returns (CR) or 
line feed (LF) characters in the text. 

Select the fields to export from a list of available fields in 
the ContactEase database. Use the <<Add button to 
include that field in the export list. You can also use the Up 
and Down buttons to position the fields in the file. 
 
Click the Export button to generate the Export File (using 
the Output Type and File Name specified). 
 
Use this file in your word processing application to 
perform the Mail Merge. 
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Type in the path of the file followed by a file name (be sure to use the file 
extension so that it can be more easily opened) or use the File button to locate a 
file path. 
 

 
 
 
After defining the export file, click the Export button.  A status window will appear 
indicating the progress of the export.  When it is complete you will see a window 
like that displayed below.  You can click OK to end the process – you can then 
access the file for processing. 
 

 
 
 
The following steps are an example of how to use the export file created.  The 
steps below are unique to Microsoft Word™ Version 2003 and may not be the 
same for other Word Processing applications or other versions of Word. 
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Open Word Processor 
 
In Microsoft Word 2003 you can select the Tools Menu to activate the Mail Merge 
function. 
 

 
 
 
Mail Merge Guide 
 
The Mail Merge Guide is a 6-step prompt aimed to navigate users through the 
various merge options.  Options include: Letters; E-Mail messages; Envelopes; 
Labels; and Directory.   
 

Look for the Mail 
Merge function on 
the Tools menu. 
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1) Select 
Letters 

2) Click 
Next  

Step 
Indicator 

3) Select “Use 
the current 
document” or 
open an 
existing 
template. 

4) Click 
Next  

Prompt 1 Prompt 2 
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Create a Main Document 
 
Create this document like any other document.  Note: Complete the “constants” 
of the document; that is, all information will be the same for each printed 
document. 
 
 
 
 
 
 

 
 
 

Leave the address information blank as 
well as the salutation.  This information will 
come from the data file. 
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5) Select “Use 
an existing list” 

6) Select 
“Browse”.  
Select the 
exported file. 

7) Click 
Next  

8) Select the 
“Address 
block” and/or 
“Greeting 
line”.  Note: 
Follow 
Instructions 
per option. 

Prompt 3 
Prompt 4 
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By selecting Edit, you can then view, edit and save the document prior to 
printing.  This is the best way to insure that you have the results that you wish; 
otherwise they will go directly to the printer. 
 
NOTE:  If you edit a value from the Edit list it WILL NOT change the values in 
ContactEase.  Therefore, if you spot any corrections you MUST go back to 
ContactEase and make the same correction in the database. 
 
 
 END OF HINT! 
 

9) This prompt 
allows you 
preview letters, 
and make last 
minute 
changes to the 
recipients. 

10) Click Print or 
Edit to see the 
merge results 
before it is printed 
(recommended) 

Prompt 5 Prompt 6 


