[ontactEase @ Helpful Hints

Creating and using a Mail Merge (Export) File

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.

INES Fecord  Ackiviey  Assignmel

Copy Record(s) Select All: will highlight all the records in the
Result List.

T Select Range: will permit you to select a range of

Select Al records from the Result List.

Select Range. ..

Only Selected records will be included in the

| Deselect Al Mail Merge file.

Delete Selections. .. Del

Cick Find Chrl+L

After selecting the records to include in the Mail Merge you can now run the export
function of ContactEase to generate the file.
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Create a Mail Merge File (Export File)

Under the File menu choose the Tools function and then Export.

Mew, .. Chrl+M
Qpen... Chrl+0
Close Chrl+wy
Save Bs. .. This function V\'/i||. open
Delete, .. the Export Definition
window where you can
L Saia define a new export
LI definition or select an
B oo existing definition.
Prink Presview. ..
Print Setup, ..
Send...
Synchronize 4
Pref N Export...
references Backup...
1 c:hprogram Files...\Training Restore...
2 C\PROGRAM FILES!.. \TEST Impart MAPI Address Book
Exit
Rebuild Database. .. Ctr4B
Rehuild Directary... Chrl+D
Adrninistrative reports. ..
Undelete. .,
Status...

Set as Model Database. ..

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

Be sure to check
selections, or All
of the records in

Enter a new name (to define a new ]
format), or use the drop-down to select a
previously defined export layout.

the database will L ) i
be exported. If you enter a new layout description, the Choose the appropriate file
definitions will be saved under that name type:
automatically.
* CSV (comma separated
values)
* TXT Word Merge File
Export Dutput * TXT Tab separated
* MRG Word Perfect Merge
£ Al Selections Type: |T><T-'w'|:|rd merge file ﬂ File
* Remove CR/LF File: |E:"~M_I,I Documentst eveslether 2. tat . BEE gggzz ::I
| [ Change CR/LF to CR WKQ Q
— . uattro
" Keep CRALF Lavout Description « WKS Lotus 123
[ Include Field Mames |Mail Labels ﬂ Bemave * WR1 Symphony; or
[ Encloze in "Ouotes" « XLS Excel.
Fields to export: [ratabaze Fields: [ Master
First Middle Last, Suffix ContactiD 4 Check with your firm's Word
Title ~————— |First Middle Last 5 Processing program to
Campany First Middle Last, Suffix B determine the best Output
M ailing Address Street = |LaztFirst Middle Type to use.
M ailing Addrezs City Last First kiddle
Mailing Address State First Generally, CSV Coma
Mailing Address Zip Middle Separated Value, TXT Word
M ailing Addrezs Country ———— Last _ Merge (MS Word™) or MRG
E::i: td;gtdle Wo_rd Perfect™ are your best
Cancel 5 alutation options.
Prefix
1 W
Help | Suffis ¥
— | Enclosing text in quotes can resolve
issues with commas within a name
field. Select the fields to export from a list of available fields in
the ContactEase database. Use the <<Add button to
If using this for a Word merge you include that field in the export list. You can also use the Up
MUST include field names. and Down buttons to position the fields in the file.

Click the Export button to generate the Export File (using

It may be necessary to define what the Output Type and File Name specified).
to do with carriage returns (CR) or
line feed (LF) characters in the text. 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.

Output
Type: ||:5"v"-|:|:-mma Separated Values j

Eile: |I::"-.T empiMergeExport. cav

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.

Export Status §|

C:ATemphhdergeE sport. cav
Record: 35

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.

y Creating and Using a Mail Merge (Export) File
cele volley

Page 4
SOFTWARE




[ontactEase @

Helpful Hints

Creating and using a Mail Merge (Export) File

Open Word Processor

In Microsoft Word 2003 you can select the Tools Menu to activate the Mail Merge

function.
Tools ]
% speling and Grammar. .. F7
4| Research... Alb+Click.
Language 3
word Count...

.'ﬂ AutoSummarize. ..
Speech

Shared Workspace. ..

#| Track Changes Chrl+Shift+E

Zompare and Merge Documents, .
Protect Document. ..

Zipline Collaboration

Letters and Mailings

Look for the Mail
Merge function on
the Tools menu.

4 || Mail Merge...

Macra

Templates and Add-Ins. ..
| futoCorrect Options. .,

Customize. ..

Options...

Mail Merge Guide

3 Shioww [ail Merge Toolbar
=1| Envelopes and Labels...

Letter Wigard. ..

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.
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Mail Merge  ®

Select document type

What bype of dacument are v,
warking ony

(%) Letter

) E-mail messages

1) Select
Letters

() Envelopes
) Labels
() Directory

Letters

Step

Indicator Send letters ko a group of

people. You can personalize the
letter that each person
receives,

Click Mext ko continue,

Step 1 of B

% Mexk: Skarking docure

cele volley
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Mail Merge *

Select starting document

Howe dao wou want ko set up wour
letters?

(%) Use the current document
() Skart From a kemplate

() Skart: From existing document:

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

Use the current document template.

Skart From the docurnent shown
here and use the Mail Merge
wizard to add recipient
information.

Step 2 of 6
% Mext: Select recipients

¥ Previous: Select document bype

Creating and Using a Mail Merge (Export) File
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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.

Tharde oz for regietaring: forthe CortacBwre ™ training: clae to-be hald ore Tueedige ; Apcik 16 ; 2000 to-Ta-
held at-the: Batercord merdal Hotel ; Hewr Vore City; 111 E- 488 St begimdng o- 10- A1 ]

l

Fuchaded-writhethis letter ic 4 conarse- onrtline- aloryz-withe 4 Het of are & hotels  Testammarde- sod- other stractiones-
that-ponamight: find: nderest it durirg o staye it Hioae Works - - B yony require: arge additioral- trawe] acsistance:
Please gt o call

]

Wler look-fomarard- to- o atterudace anud-arithe et g o pers cru by T

il
Sincerely f]
il

ll
il

T
Dawrid B - Chethomd]

aryclonmres §
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Mail Merge

5) Select “Use

an existing list”

Select recipients

(%) Use an existing list
() Select From Qutlook contacks

) Tvpe a new list

Use an existing list

IJse names and addresses from

a file or a daktabase, 6) Select

“Browse”.
i Browse Select the
2 exported file.
Step 3 of 6

S Mexk: Write wour letker

¥ Previous: Starking document
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Prompt 4

Write your letter

If wou have not already done
50, write wour letber now,

To add recipient information to
wour letter, click a location in th
dacurnent, and then click ane of
the items below,

= Address black..,

= Greeting line. ..
_-+| Electronic postage. ..
I Postal bar code. ..

=] Mare ikems. .,

When wau have finished wriking
wour letker, click Mext, Then yvou
can preview and personalize
each recipient's letker,

Step 4 of 6
S Mext: Preview your letbers

¥ Previous: Select recipients

Creating and Using a Mail Merge (Export) File
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8) Select the
“Address
block” and/or
“Greeting
line”. Note:
Follow
Instructions
per option.
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Prompt 6

Mail Merge Mail Merge *

Preview your letters Complete the merge

Mail Merge is ready to produce
wour letters,

Cne of the merged letters is
previewed here, To previem
another letker, click one of the
Following: To personalize your letkers, click

"Edit Individual Letters." This will

el 9) This prompt
Recipient: 3 I)I W promp open & new document wikh wour
) - aflo _S you merged letters, To make
-j}, Find a recipient... preview letters, changes ko all the letters, swikch
Make changes ar?d make last back to the original document.
minute
You can also change your changes to the Merge

recipient lisk:

recipients. 4 Print...
7 Edit recipient list,,. F} o

& 7 Edit individual letter

[ Exclude this recipient ]

When you have finished
previewing yvour letkers, click
Mexk, Then wou can prink the
merged letters or edit individual
letters to add personal
camments,

Step 5 of b

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

Step 6 of 6
% Mext: Camplete the merge
¥ Previous: Preview your letters
@ Previnns: Write wour letker
-

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!
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