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How Do I Export Market Leader Contacts To An ACT Database

You can export contacts from the Report Manager and the Contact Manager.  Both of these features have a mail merge function that creates a mailing list for merging into form letters or mailing labels.  The mailing list is a comma-delimited text file that can also be used to import into ACT! or any other program that accepts comma-delimited text files.

The Report Manager exports Company Name, Contact, Address, Country, Phone and Fax Number,

Project Title, Location, and Bid Date.

The Contact Manager exports Company Name, Contact, Address, Country, Phone and Fax Number.

Exporting from Report Manager to Act!

1. 
In Report Manager, search for and view the set of reports which have the contacts you want to export.

2. 
Click the Mail Merge button, or select Mail Merge from the File menu, and a dialog box will appear.

3.
Select the Current Set of Reports option.

4.
Select the Form Letter option.

5.
Click the Send To buttons for the contact types you wish to export (Owner, Architect, etc).

6.
Provide a name for the Mailing List, via the Select button or by typing in the file name in the input box.  For example, Contacts.txt.

7.
When you click Print, the mailing list will be created.

8.
When the mailing list is ready, a dialog box asking whether you want to mail merge and print now.  Click No in response to this question.

You now have a comma-delimited file that you import into ACT! or any other program that accepts comma-delimited text files.

Exporting from Contact Manager to Act!

1.
In the Contact Manager, lookup and view the group of contacts you want to export.

2.
Select Mail Merge from the File menu, and a dialog box will appear.

3.
Make sure Form Letter is selected.

4.
Provide a name for the Mailing List, via the Select button or by typing in the file name in the input box.  For example, Contacts.txt.

5.
When you click Print, the mailing list will be created.

6.
When the mailing list is ready, a dialog box asking whether you want to mail merge and print now.  Click No in response to this question.

You now have a comma-delimited file that you import into ACT! or any other program that accepts comma-delimited text files.

General information on importing the data into ACT!

1.
Start up ACT!

2.
Click on File, select Data/Exchange or Import/Exchange, then Import.

3.
In the Import File dialog box, select DELIMITED from the List File of Type box, then select the directory where you stored the comma-delimited text file (usually C:\DML95NT) and click OK.

4.
The Importing Options appears. Map the fields listed under Data From filename to the corresponding one under Fields in ACT!. Click OK when done.

5.
When the prompt "Are all Import Options Set Up Correctly?" appears, click OK.  The contacts will then import into ACT.

To save time on future mappings, you can save a map setting in the Importing Options screen by clicking Save Map and giving it a filename (saved as .map). These instructions were created using ACT! version 2.0.3 and may appear differently on later releases.  Refer to your ACT! manual or technical support for further assistance using ACT!.

If you experience difficulty or were unsuccessful, contact us at 800-393-6343 for additional assistance.
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