
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”. 

 

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.   

 

 

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

 

5. Choose a location and give it a name: 

 

 

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

 

 

 

 

 



 

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

 

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

 

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. 

 

 

 

 

 



 

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) 

 

11. When you get this message click “OK” 

 

12. Save and Close the list. 

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

 

 

 

 



 

 

14. When Word opens click on “Mailings” 

 

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

 

 

 

 

 

 

 



 

 

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

 

17. Browse to find the list you saved. Click open. 

 

 

 

 

 

 

 



 

 

18. Click “OK” 

 

19. Begin typing the letter by adding a date 

 

 

 

 

 

 

 



 

 

20. Click “Insert Merge Fields” 

  

 

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. 

 

 

 

 

 

 



 

 

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

 

23. Finish your letter. 

 

 

 

 

 

 

 



 

 

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

 

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

 

 

 

 

 

 

 



 

 

26. Select “Remove Space after Selected Paragraph”. 

 

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”. 

 

 

 

 

 



 

 

 

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

 

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

 

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.  
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