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Creating a Label Mailing List Document in MS Word from the Market Leader Contact Manager
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This document defines the procedure to create a label mailing list document in MS Word from contacts in the Dodge Market Leader database.

1. In Market Leader, open Contact Manager.
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2. Click on the File pull-down menu, select Mail Merge and click on Form Letters.
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3. Enter the name of the mailing list you wish to create (example:  Test.MAI).

4. Click on the Print button.  
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5. A prompt will a appear asking “Merge & Print Letters now?”.  Click on the No button.

6. Close Market Leader and open MS Word.

7. Click on the Tools menu and select Mail Merge.  
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8. A Mail Merge Helper (wizard) window will appear with three buttons.
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9. Click on the Create button and select Mailing Labels in the (1) Main Document section.

10. A prompt appears asking where to create the Mailing List.  Click on the New Main Document button.
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11. In the Mail Merge Helper window, click on the Get Data button and select Open Data Source in the (2) Data Source section.
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12. Select All Files (*.*) in the Files of Type box, locate & select the .MAI file created in Market Leader & click on Open.

13. A prompt appears to asking to set up the main document.  Click on the Set Up Main Document button.
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14. A Label Options window appears.  Select the desired label and click on OK.
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15. A Create Labels window appears.  
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16. Click on the Insert Merge Fields button and select the fields for the label.  Repeat for each field to be included on the label.  When finished, click on OK.
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17. Returning to the Mail Merge Helper window, click on the Merge button in the (3) Merge the data with the document section.  
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Jambross Enginsering Inc
‘Ambrose Wilger, (In Charge)
W63 543 Hanover Ave
CEDARBURG, W1 530121917

Children's Hospital of Philadelphia
34h5t & Civic Center Bivd
PHILADELPHIA, PA 19341

E. Harvey Myers Architects
Mz, Meyers, Owner

245 Nassau Steeet
PRINCETON, NI 08540

Fitmenich
Construction Manager

PO Box 3880

Princeton, NJ 03543-5830

Irwin & Leighton Inc
1030 Continental Dr
King Of Prussia, PA 19406-2308

|m-2-A-

Boter Engineering
Project Engineer

776 Mountain Boulevard
WATCHUNG, NI 07060

DonTodd Assaciates
1800 Chapel Ave W Ste 310
Cherry Hill NI 08002-4605

Ernest Back & Sons Inc.
2800 Southampton R
Philadelphia, PA 191541284

Goody Clancy & Assacs Ine
334 Boylston Street
BOSTON, MA 02116

17 Detca Company Ine
125 Strafford Ave Suite 200
Wayne, PA 100873336

C H Schwertner & Son Inc
25 Rock Hill Rd
Bala Cynwyd PA 190042050

E C Provini Campany
1 Bethany Rd Ste 85
Hazlet, NI 07730-1669

Exxon Corporation
1900 Eest Linden Ave - Bldg 14
LINDEN, NJ 07036-0730

IMC Ine (Intemational Mgt Consultants)
9 0ld Lincotn Huy Ste 300
Malvern, P4 193552551

AR, Enginering Inc
14 Commerce StSte 110
Flemington, NI 08822-1797
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18. Select New Document then click on the Merge button.  The finished label document will then appear.


When doing a mail merge (form letter) from Report Mgr. create labels from Report Manager as well.  Likewise, do both in Contact Manager, also.

When performing a mail merge and/or label print from Report Manager and selecting firm type, then doing the "same" in Contact Manager, it will most likely produce different results.

Short explanation: A firm (ABC, Inc.) can be either Owner & GC (or other duplicate function for a project) on a specific report.  The company is listed only once in the FIRM (master) table by the primary function (Owner, in this case).  However, the company will be listed twice in the DRFirm table (Owner & GC) as it is report specific.  Report Manager takes data from the DRFirm table, while Contact Manager uses only the Firm table.
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