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How do I perform a Market Leader Mail Merge?
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Follow the steps below to perform a Market Leader Mail Merge:
1. Open the Contact Manager from within Market Leader.

2. Select Group or Lookup of contacts desired.

3. Click File | Mail Merge or click on the “Mail Merge” icon in the toolbar.
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4. Name your mail merge file. e.g. my.mai, in the “Mailing List” field. 
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5. Click “print” when finished creating the my.mai file.  You will be asked if you want to merge and print letters now.  

6. Click “no”.  The mail merge file, my.mai, has now been saved to your C:\DML95NT folder.  

7. Select the current report or current set of reports desired to use for the mail merge.

8. Click File | Mail Merge.

9. After selecting “Mail Merge”, a box named “Mail Merge” will pop up prompting you for options.  
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10. Bullet the option of the current report of current set of reports, of which you desire to implement.

11. Click on the contacts you wish to incorporate in your mail merge. i.e. owner, architect, etc.  

12. Click in the “Mailing List” field and name the file. e.g. “my.mai” 

13. Click on the “Print” button.

14. When done creating the my.mai file, you will then be prompted to merge the letters and print the documents.  Click no, and the file will be saved to the C:\DML95NT folder. 


15. The file should now be ready to merge in the Dodge Market Leader “Direct Mailer”, MS Word, Word Perfect, or most other word processors with a mail merge function.  

16. 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.  

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

18. Short explanation: A firm (ABC, Inc.) can be both 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.

19. When performing a mail merge we advise them to go where they need to be most specific - by report/firm & function data, use Report Manager (overall, more accurate) - by Company (name/single primary function) use Contact Manager.

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