Mail Merge Instructions

Creating a Letter

1. Go to www.ForecloseHouston.com and login.

2. Select the list you want to work with from box 1, then “Sort and Select” from box 2, then pick a date from box 3 (Tax lists
will not have a date option). Click “Submit”.

B https//www foredlosehouston.com/login O « & O |8 Login | Foreclosure Informati... *

Auction Date for Next Foreclosure Posting List January 5, 2016

REPORT ACCESS OPTIONS:

Click your selection from EACH DROPDOWN MENU below that shows an option.

1. Reports you subscribe to:
Harris Mortgage Pre-Foreclosure Posting List & HOA (Trustee Sales)

Commercial Property Pre-Foreclosure Postings (All counties)

2. Desired Action

View Entire Report

3. Auction Date
December 1, 2015
Retrieve Individual Record [January 5, 2016
Sort and Select

Harris Sales Confirmation Report - Results of Most Recent Sale

Nueces Mortgage Pre-Foreclosure Posting List & HOA (Trustee Sale)

Fort Bend Mortaaae Pre-Foreclosure Postina List & HOA (Trustee Sales)
<

N

| ( suemIT)

MESSAGE BOARD

Customer Options
Change password

Change credit card

View Report Field Title Definitions.

View User Agreement

View Disclaimer & Statement of Purpose
Add More Products

Cancel Monthly Membership

Renew Current or Expired Subscriptions

3. Enter any data you want in Section 1. Skip section 2.

In Section 3 click “Customized Format”, then “Spreadsheet Layout”. Enter the number in the fields as shown.

B https//www foredlosehouston.com/login O « & O |8 Login | Foreclosure Informati... *
111. FORMAT SECTION (Choose either Standard or Ct

Standard Format (Report will print all fields automatically) | o |

Customized Formt JYou select the fikds to display) @ |

Page View Layout I Q @readsheet LayuD I ®
Exported data from this website i for Intermal use only. By User Agreement, such exported data may not be sold,
reqroducerd or rerfistribubad in whole or in pert i third parties

For every field you wish to display, sequence the selected fields by placing a number i the bax to the right of
each field title.

Address Orignal Owner

Tax Account 10 Nbr

Original Loan Amount

Loan Origination Date

Legal Description

Key Map Code

[ County Clerk Number

Estimated Loan Balance

[ Mortgagee

Number of Bedrooms

Loan Number

Property Value

Loan Term

Trustee

Square Footage

Time of Sale

Trustee Reference Number

Estimated Equity

Estimated Profit Margin

Lomnp(

—

et Number

|E street Name

Town Name

[F_ zmcote

Owner Last Name

|7 owner First ame

Negar Buitt

r Estimated Bid

State

[F—

Click “Submit”



http://www.foreclosehouston.com/

4. When you see this box click “Save As”

< B https://www.foreclosehouston.com/login O - & G $¥ Login | Foreclosure Informati... %

For every field you wish to display, sequence the selected fields by placing a number in the box to the right of
leach field title.

Address [ Orignal Owner
Tax Accourt 1D Nbr [ Original Loan Amount —
Lean Originaticn Date |i Legal Description _
Key
Esti

Mmt What do you want to do with WebSpreadsheetxls?

Size: 337 KB
From: fls.foreclosehouston.com

T

Time

esim ¥ Open
Lomn The file won't be saved automatically.

% Save

» Save o

[ IGNORE-RETURN TO MENU |

General Information FILS Products Contact Information

Mortgage Pre-Foreclosure Email Us

5. Choose a location and give it a name:

@ - 4 | » ThisPC

Organize = New folder

Y]

Search Documents

"4 ™ Name Date modified Type Size
- ). Custom Office Templates 8/25/2015 1155 AM  File folder
X () My Data Sources 11/11/2015 1:55 PM  File folder
> | My PaperPort Documents 8/5/2015 2:08 PM File folder
™ ). MyWebPages 8/2/201510:04PM  File folder
= ). ScanSnap 8/2/2015 4:50 PM File folder
»
k
]

. .
4

v

File name: Mail Merge December 2015 -
Save as type: Microsoft Excel 97-2003 Worksheet v

* Hide Folders

General Information FILS Products Contact Information

Home Mortqage Pre-Foreclosure Email Us

6. Open the file from the download bar or the location it was saved.



7. When you get this message click “Yes”.

BHS & -
HOME = INSERT  PAGE LAYOUT FORMULAS DATA  REVIEW  VIEW

S X Cut .= - ] D T 2 T AutoSum - A

A A == ¥- [FPWapText I 4 €= BX (g T

D) &y copy - e JI#I L,'j L ElFu- z

Paste BIU- [1- H-A-==2= i=5= ElMergefuCenter - § - % 3 %2 5 Conditional Formatas Cell  Insert Delete Format , . SortFind &

. Format Painter = E== EE B *0 formatting~ Table~ Styles~ + = A Filter = Select ~

Clipboard n Font n Alignment & Number n Styles Cells Editing ~

Do you want to open it anyway?

The file format and extension of ‘Mail Merge December 2015 .x1s’ don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it

8. Click on “Enable Editing” (if necessary)

HOME  INSERT ~ PAGE LAYOUT FORMULAS DATA  REVIEW  VIEW

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

Al

1
2
3
4
5
6
7
8
]
0

1
12
13
14
15

16
17

18

19
20

21
22

23
24

25

9. To ensure that you have the best file type we will convert this list. To do this click on “File” in the upper left portion of the
screen.

H S & -

- 5 Owner First Name
A B c D E
Owner First | Owner Last T
Christina Garcia 419 Forest Houston
Armando Armas Jr 6315 Qld Glory Katy
Margaret Kilpatrick 5659 Belmark Houston
Carolyn S Griggs 17420 Sandy Cliffs Houston
Amalia Z Alvarez 10010 Wilkenberg Houston
Marty Movey 2800 Jeanetta Houston
A L & Bobbie Blackmon 14610 Twisted Pecan  Houston
Eduardo Rivas lii 15715 Astern Crosby
Steven K Weathers 1434 Loxley Houston
Buffalo
Ana M & Dennis Boyle
Lucius Pierce
Dee R & Philip  Sellers
Liza Ambriz
Michael A Trevino
Monquisha D &
Robert Johnso
Jo A & Lance Johnso
Polycrap &
Ngozi Okore 7718 Southmeadow  Houston
Luis M &
Herminia Garcia 9514 Brandon Rock  Houston
Raymond Villanueva 1015 Houston Humble
Howard G &
Stephanie Gordon 1711 Rock Ridge Houston
Anthony Martinez 11010 Walkup Way Houston
Jeffery L &
Jocelyn Lyons 4218 Tareyton Houston
Derrick Ellison 4121 Alvin Houston
Paris L &
Wanda 13039 Cantwell Houston

WebSpreadsheet [Protected View] - Excel

State
77090
77449
77033
77090
77088
77063
77015
77532
77014

77071

77044
77338

77049
77044

2323 3 2R FHEHRRE JRIAILAR

77021
77051

77014

i 323

Enable Editing

Zip Code




10. Now click on the box that says “Convert” — Compatibility Mode (if you do not have the “Convert” option you can skip to
step 12)

WebSpreadsheet - Excel

Info
WebSpreadsheet

Documents

Sempatibility Mode

) SoNe new features are disabled to prevent problems when working with previous
i Comvert | veyfions of Office. Converting this file will enable these features, but may resulf in layout
it fanges.
Share
Export Protect Workbook
Control what types of changes people can make to this workbook
Protect
Workbook -
@ Inspect Workbook
Before publishing this file, be aware that it contains:
‘:I'”“‘ for ™ Document properties, author's name, related dates and absolute path
sues B Content that cannot be checked for accessibility issues because of the current file
type
N Versions
Q E] There are no previous versions of this file.
Manage
Versions ~

& Browser View Options
Qo Pick what users can see when this workbook is viewed on the Web
Browser View
Options

11. When you get this message click “OK”

BHS & -
HOME = INSERT  PAGELAYOUT FORMULAS DATA  REVIEW  VIEW
= X Cut § = T = — .. - Do Ty 2 Z AutoSum - A
l: B3 Copy - Al i A = E‘meTut Tt JJI L.*'j —b" g 1 —II—'[>< L.—J E Fill = ZY IHI
= 0, .0 .00 it i
" o BT 5o A SIS T Bveencn 7% 0 48 o e C1 e e fon g ST
Clipboard & Font ~ Alignment [ Number n Styles Cells Editing
Al .| i fr | Owner First Name
A B c D E F G H J K L M N (0]

1 | Owner First Owner Last StreetN: Te State
2 Christina Garcia ‘a19 Forest Houston §p
3 Armando Armas Jr 8315 0ld Glory Katy T
4 |Margaret Kilpatrick 5659 Belmark Houston iES
5 Carolyn S Griggs 17420 Sandy Cliffs Houston X
6 Amalia Z Alvarez "10! i
7 Marty Mevey 28
8 AL &Bobbie Blackmon :14
9 Eduardo Rivas lii 157 This action converts the workbook to the current file format, which allows you to use all of the new features of Excel, and it reduces the file size. The original
0 Steven K Weathers :1 43| workbook will be deleted and cannot be restored after this conversian.
11 Ana M & Dennis Boyle 937 ] Do not ask me again about converting workbooks.
12 Lucius Pierce 16¢
13 DeeR & Philp  Sellers f42f) | TelbiaMora O (]
14 Liza Ambriz il
15 |Michael A Trevino 9011 Fuqua Ridge  Houston X 77075

Mongquisha D & I il
16 Robert Johnson 8030 Narrow Brook  Houston > 77016
17 JoA&Lance  Johnson 2907 Brookside La Porte > 77571

Polycrap & < I
18 |Ngozi Qkore 718 me: EID @ 77071

Luis M & [ i
19 ' Herminia Garcia 5 LS 77044
20 Raymond Villanu 0 u ble 77338

Howard G & [
21 |Stephanie Gordon 1711 Rock Ridge Houston T 77048
22 Anthony Martinez 11010 Walkup Way  Houston % 77044

Jeffery L & M il
23 [Jocelyn Lyons 4218 Tareyton Houston T 77021

12. Save and Close the list.

13. Open Microsoft Word. Click on “Blank Document”.



14. When Word opens click on “Mailings”

I O - Document? - Word
- HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES @ REVIEW  VIEW
3 .
ELE

Aatch 5
Envelopes Labels Start Mail  Select Edit fighlight ~Address Greeting Insert Merge | :‘ 'jl eview e nish &
Merge = Recipients = i List Merge Fields Block ne eld i ) esults k for Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
L 1 1 2 3 4

15. Next click on “Start Mail Merge” and select “Letters”.

W H (¢ I

m HOME  INSERT ~ DESIGN  PAGE LAYOUT  REFERENCES = MAILINGS = REVIEW  VIEW
Rul
Aatch Fields

reeting Insert Merge o Labele | PTEVi ' nish &
List Merge Fields Block n Id R Results k for Errors Merge

Create B Letters — Write & Insert Fields Preview Results Finish
L 1

~ 2 3 4
21 E-mail Messages

Document? - Word

Envelopes Label Edit lighlight Add

=3 Enyelopes..
Labels...
Directory

[ Normal Word Document
=N

I Step-by-Step Mail Merge Wizard




16. Next click “Select Recipients” and “Use and Existing List”

EHS O- Document2 - Word
HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES = MAILINGS  REVIEW  VIEW

1 — = 2l

BN ‘ 5 ke >

N
= A 2 Match Fields
Envelopes Labels Start M4 Edit {ighlight Add Greeting Insert Merge Jndate Label inish &
Update Labels

Merge Fields Block Line ield F Merge

Create BS—5er? o New List.. Write & Insert Fields Preview Results Finish ~

1 2 3 4 5 6 7
] [ Use an Existing mr._ d

[85] Choose fram Outlock Contacts...

(€ (%)= 1 B » ThisPC » Documents » v/ ¢ | search Documents £
e M40 P M j_)
Organize = New folder S 1w e ™~ | [BFind Redpient -
Finish &
&% Name : Date modified Type [ Check forrrors  perge -
Preview Results Finish ~
~ ). Custom Office Templates 8/25/2015 11:55 AM  File folder 4 5 3 Y 7
EMy Data Sources 11/11/2015 1:55 PM File folder
- I My PaperPort Documents 8/5/2015 2:08 PM File folder
b | MyWebPages 8/2/2015 10:04 PM File folder
E monap 8/2/2015 4:50 PM File folder
11/17/2015 10:11 A, Microsoft Excel 97-2.
: 11/17/2015 10:22 A..  Microsoft Excel Wor...
[}
g
4
v 1€ 3
New Source...
File name: WebSpreadsheet v e

Tools ~ Cancel




18. Click “OK”

EES O-

HOME  INSERT  DESIGN  PAGE LAYOUT ~ REFERENCES =~ MAILINGS ~ REVIEW  VIEW

o :‘—.‘L| t- ’_ - :I j 2 [ Rules - , M4 P M j_,
— o’ == EXMatch Fields ind Redp
Envelopes Labels Start Mail  Select Edit lighlight ~ Address Greeting Insert Merge Jpdate Labels Preview Finish &
Merge = Recipients - Recipient List Merge | Block  Line Field - Update Labels o e [ Check for Emars Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
L 1 & 1 2 3 4 5

Description Medified Created

11/17/201510:22:21 AM  11/17/21

>

[#] Ficst row of data contains column headers ( 0K ) Cancel

19. Begin typing the letter by adding a date

EHH S O-

Document? - Word
HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES = MAILINGS = REVIEW  VIEW

= B [

= % Rules M < =N
F —
‘ & Match Fields D Find Recipient
Envelopes Labels Start Mail ~ Select Edit lighlight sreeting Insert Merge [ o Prew inish &
Merge = Recipients * Recipient List Merge Fiele k  Line ield B R + Check for Errors Merge
Create Start Mail Merge Write & Insert Fields Preview Results A~
L 1 1 2 3 4 5 6 7 -

November 17, 2015




20. Click “Insert Merge Fields”

@ H S O~ Document? - Word
HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES = MAILINGS  REVIEW  VIEW

B o B2 B B

[ Rules ~ M4
¥ Match Fields

=N

Find R €
Envelopes Labels Start Mail  Select Edit lighlight ~ Address Greetind Insert Merge indat v A Finish &
: pdate Labe
Merge = Recipients - Recipient List Merge Fields Block  Line Field - [ Check for Errors Merge -
Create Start Mail Merge Write & It e First Nama Preview Results Finish ~
L 1 1 4 5 6 7
Owner_Last_Name

StreetMumber
StreetName
TownName

State

November 17, 2015

Zip_Code

21. Click on each field to add it to the letter as it would normally appear. Be sure to add spaces and commas where needed.

@ H S0~ Document? - Word
HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES = MAILINGS  REVIEW  VIEW

Tﬂ| b ’:& :’,_‘A' | _LI j L [% Rules - @ LIS ] L :I_,

'S Match Fields

[DFind Recipient -
Envelopes Labels Start Mail ~ Select Edit Highight ~Address Greeting Insert Merge - e Labete | PrEviEw Finish &
Merge - Recipients - Recipient List Merge Fields Block  Line Field - Results [ Check for Errors Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish ~
L 1 1 2 3 4

November 17, 2015
«Owner_First_Name» «Owner_Last_Name»

«StreetNumber» «StreetName»

«TownName», «State» «Zip_Coden|




22. Add a salutation and click on “Insert Merge Field” and select “First Name”. Add a comma.

B HS -

F HOME  INSERT  DESIGN  PAGE LAYOUT ~ REFERENCES =~ MAILINGS ~ REVIEW  VIEW

Document2 - Word

i N Y - = 3 Rules ~ =
A E 2 B B E D g, M4t [P M [y
- [ i ¥ Match Fields [ Find Recipient
Envelopes Labels Start Mail ~ Select Edit Highlight ~ Address Greeting Insert Merge |~~~ Preview *_ Finish &
Merge - Recipients - Recipient List Merge Fields Block  Line pram Results [ Check for Errors Merge -
Create Start Mail Merge Write & Insh Preview Results Finish ~
L 1 1 2 3 4 5

November 17, 2015
«Owner_First_Name» «Owner_Last_Name»
«StreetNumber» «StreetName»

«TownName», «State» «Zip_Code»

Dear «Owner_First_Name»,

23. Finish your letter.

EHH S O-
m HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES = MAILINGS = REVIEW  VIEW

Rl ZE 2 B BE B e el o B

£ Match Field

Document? - Word

; ’ e : IO Find Recipient -
Envelopes Labels Start Mail ~ Select Edit Highlight = Address Greeting Insert Merge |~ .~ Preview * ' Finish &
Merge = Recipients ~ Recipient List Merge Fields Block  Line Field ~ e Results [+ Check for Errors Merge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish ~
L 1 1 2 3 4 5 6 7 -

November 17, 2015
«Owner_First_Name» «Owner_Last_Name»
«StreetNumber» «StreetName»

«TownNamen», «State» «Zip_Code»

Dear «Owner_First_Name»,

I would like to speak to you about your home. Please call me today at 555-5555.

Sincerely,

Bob Smith

Real Estate Investor




24. To adjust the spacing click on the “Home” tab at the top. Highlight what you want to change.

Document2 - Word
SERT  DESIGN  PAGE LAYOUT ~ REFERENCES ~ MAILINGS ~ REVIEW  VIEW

ibri . A A Aa- B I=.iT.NT. == i Find -
Calibri (Body] - |11 A A Aa- e “o == 80 91 AaBbCeDe AaBbCeDe AaBbCc AaBbCcr AaBl AaBbCcL AoBbCcDo AaBbCcDa a0, Replace
18 e rormatpainter B 1 Wt X, X' AW - A = 1=+ &+ | TNomal | T1NoSpac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Emphasis |+ [y Select~
Clipboard R Font [ Paragraph n Styles & Editing
L 1 1 2 3 4 5 6 7

November 17, 2015

_l-_

Dear «Owner_First_Name»,

| would like to speak to you about your home. Please call me today at 555-5555.

Sincerely,

Bob Smith

Real Estate Investor

25. Click on the “Line and Paragraph Spacing” tab (to the left of the bucket).

EHEHS O- Document2 - Word
HOME = INSERT DESIGN  PAGELAYOUT ~REFERENCES ~MAILINGS ~REVIEW  VIEW
= X, cut L | - = i Find -
e Galibi Bodyi"[11 /A A Aa- A 9T msbbeebe Asdbeede AaBDCC Acsbecl AABI assbeer aseceda aasbeeds o0
& Copy - 58
Paste . G - - - i i
=% o Format Painter B T U-abex x' A-%-A &[] f Normal | TNo Spac.. Heading 1 Heading 2 Title Subtitle  Subtle Em... Emphasis || [y Seloct~
Clipboard n Font R Paragraph n Styles " Ediing
L L L Line and Paragraph Spacing 4 5 & ?
Choose how much space appears
November 17, 2015 between lines of text or between
paragraphs.

whole document, use the

Design tab

- «TownNamen, «State» «Zip_Code»
Dear «Owner_First_Name»,

I would like to speak to you about your home. Please call me today at 555-5555.

Sincerely,

Bob Smith

Real Estate Investor




26. Select “Remove Space after Selected Paragraph”.

FE S O- Document2 - Word
HOME = INSERT DESIGN PAGELAYOUT ~REFERENCES ~MAILINGS REVIEW  VIEW
T o ibri (Bodyl <11 < A A7 B} = #ifind -
B Bac Calibri (Body; - |11 A A Aa- =449 AaBbCcDc AaBbCeDe AaBbC( AaBbCcl AaBl AaBbCcC AaBbCcDa AaBbCcDa 35, Replace
| B Copy -] %
Paste . 1 Py o . ' ,
518 o Format Painter B I U ~abex X & - f Normal | TNo Spac... Heading 1 Heading 2 Title Subtitle  Subtle Em.. Emphasis + Select -
Clipboard " Font " parag 10 Styles % Editing ~
L 1 1 115 4 s & 7
15
November 17, 2015 20
25

«Owner_First_Name» «Owner_  :0
«StreetNumber» «StreetName»  Lrne Spacng Options.
.

Add Space Before Paragraph

«TownNamen, «State» «Zip_Cc—
—""% Remove Space After Paragraph —

Dear «Owner_First_Name»,

o | would like to speak to you about your home. Please call me today at 555-5555.

Sincerely,
Bob Smith

Real Estate Investor

27. You can repeat this at the bottom as well to remove the space from the signature.

28. You can highlight any text to change the size of the font.

29. Once you are happy with your letter go back to the top and click on “Mailings” then click on “Preview Results”.

eSS O- Document2 - Word
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES REVIEW  VIEW
0 1 = \

v [ T p— | Y _LI E [ Rules -
B t & &S E=

'S Match Fields,

K rm ey

D Find Recipient

Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Insert Merge indat . Previ Finish &
Merge - Recipients - Recipient List Merge Fields Block  Line Field - pram v Check for Errors Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish ~
- t 1 2 3 View Merged Data s s 7
Plug info from your recipient list
November 17, 2015

into the merge fields to see how
the finished document wil look.
«Owner_First_Name» «Owner_Last_Name»

«StreetNumber» «StreetName»
«TownName», «State» «Zip_Code»

Dear «Owner_First_Name»,

| would like to speak to you about your home. Please call me today at 555-5555.

Sincerely,

Bob Smith
Real Estate Investor




30. You can cycle through each name. You may need to remove the middle initial from the salutation.

EHH S O-
m HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES = MAILINGS = REVIEW  VIEW

CE R 3 o B OB RO EEC e

iiem =
Envelopes Labels Start Mail ~ Select Edit Highlight Address Greeting Insert Merge

Document? - Word

it . Preview 7 Finish &
Merge = Recipients ~ Recipient List Merge Fields Block  Line Field * s Results | Check for Errors Merge =

Create Start Mail Merge Write & Insert Fields Preview Results Finish ~

L 1 1 2 3 4 5 6 7 -

November 17, 2015

Carolyn S Griggs
17420 Sandy Cliffs
Houston, TX 77090

Dear Carolyn,
| would like to speak to you about your home. Please call me today at 555-5555.
Sincerely,

Bob Smith
Real Estate Investor

31. When you are happy with the letter click on “Finish and Merge” and “Print Documents”.

EES O-
HOME  INSERT  DESIGN  PAGE LAYOUT  REFERENCES MAILINGS REVIEW  VIEW

= |_—"| b ’_"‘\.‘ D | -_LI j E [ Rules - ““p M4 P H

Document2 - Word

) ‘ = - §¥Match Fields | [DFind Recipient
Envelopes Labels  Start Mail  Select Edit Highlight - Address Greeting Insert Merge |~~~ Praview *.
Merge = Recipients - Recipient List Merge Fields Block  Line Field = A Results [+ Check for Errors
Create Start Mail Merge Write & Insert Fields Preview Results IS ~
L L 1 2 a 4 Finish & Merge 7
17420 Sandy Cliffs Chaose how you want to complata

the mail merge

Houston, TX 77090

You can open a new window to see
each copy of the document, send
the mailing directly to the printer,

or send it by email,

Dear Carolyn S,|
| would like to speak to you about your home. Please call me today at 555-5555.
Sincerely,

Bob Smith
Real Estate Investor

32. Be sure to save your letter for use next time. You can then open the file in Word. Change the date. From the “Mailings”
tab click on “Select Recipients”. Select “Use and Existing List” and select you’re the new list you have created at
www.ForecloseHouston.com. Then you can go straight to “Preview Results” to adjust for middle initials, etc. Then click

“Finish and Merge” to select the print option.


http://www.foreclosehouston.com/

