a8

)
‘/&///
\_/\/

Mail Merge with Property-Guru

Import a Farming Area into SalesPartner for Direct Mail Campaigns

Watch this Guide http://youtu.be/VUYOAINtJEI



http://youtu.be/VUY0A1NtJEI

propertyguru 1/

Lookup a Suburb or Street in Property-Guru

Searching in New Zealand

Search by t':.,'-'\II r,’-\ddl’E‘S& rD.vnEr tﬂ\.’aluati:}n rTitlE rLl:—gsI Desaiption =g 121

Use Filters to target a specific demographic Search [paparang]

‘o= Paparangi, Wanganui District (Suburb)

. f . . LEEE ‘o= Paparangi, Wanganui District (Towr)
eg: number of Bedrooms, Building Age, RV etc. and were 50id | % Paparangi, WeSington (Suburb}
‘o Paparangi Crescent, Paparangi, Wellington
‘o Paparangi Drive, Mitimiti, Far North District
‘o Ahu Ahu Valley Road, Paparangi, Wanganui District

=

Help
Rating Value $350,000 - $400,000 n .
Tip: Use Floor Area and Land Area
Help Bedrooms 3 -3

R — filtering to exclude units / Apartments
P Floor Area more than 90 m* =8
Gross Sale Price Max: $446,000 Min: $184,000 Median: $388,000 -, @jud Roof Material is Aluminium, Brick, Conc... n

Rating Valuation Max: $400,000 Min: 350,000 Median: 3375,000 i 3. B "

Suburb Town Type Sold RV Sale Bdrm Land Floor Built Building Age 1910 - 1979 n
Johnsonvile Welington RD  (g4-Dec-0z $380,000 m 100 m 1970 - 1579 = Land Area more than 200 m2 n
Johnsonville Welington RO (§-Sep-04 $360,000 3255000 Sale Date after 01-Jan-02 a
Johnsonvile Welington RD  19-Jan-13 $375,000 S$385,000 T ST Q

Johnsonvile Welington RD  1Q-Feb-0z $370,000 5205000

Johnsonvile Welington RD  g4-jul-07  S370,000 5395250 3 gyqnf 150nf 1960-1969 _  SEESAIICH

= | Sale Date
- - Gross Sale Price Helo
Johnsonville Wellington RO 04-Sep-07 $350,000 3378000 3 971 m* 130m" 1960 - 1969 = Bonafide
Rating Value =
Johnsonvile Welington RD  24-Mar-p3 $355,000 $230,000 2-3 371 110m° 1920 - 1528 ® Bedrooms =
o Land Area :I
Johnsonvile Welington RD  20-Nov-06 $370,000 $350,000 3 374 mt 120 - 1940 - 1848 B Floor Area
| House Number
Johnsonvile Welington RD  D4-Jul-11  $370,000 $382,000 3  g13nf 10m® 1940-1948 o Roll Number
' ' ® | RoofMaterial



http://www.property-guru.co.nz/

Click on the Mail-Merge button

Suburb

Johnsonville

Johnsonville

Johnsonville

Jehnsonville

Johnsonville

Gross Sale Price Max: 448,000 Min: 3154,000 Median: 3258,000 -~ @ j-i l /‘;.’
Rating Valuation Max: $400,000 Min: 3350,000 Median: $375,000 e 2 A=

Town

Wellington

Wellington

Wellington

Wellington

Wellington

Type Sold

RD  04-Dec-02
RD  05-Sep-04
RD  18-Jan-13
RD  10-Feb-02
RD  04-Jul-07

RV

$380,000

$360,000

$375,000

$370,000

$370,000

Sale

5220,000

255,000

$395,000

§205,000

§395,250

Save the File to your Desktop

List  DetailedList Map

=

Opening mailmerge_Mar_26_2013_9-03-04_J

Bdrm Land F

41 e 410~ 1970 - 1979

3 483 130m 1960 - 1969

3 SMm 150m° 1960 - 1969

You have chosen to open:

) mailmerge_Mar_26_2013_9-03-04_AM.csv

which is a: Microsoft Excel Comma Separated Values File

from: http:/fwwww.property-guru.co.nz

What should Firefox do with this file?

" Qpenwith | Microsoft Excel (default)

{* :Save File

[ Do this automatically for files like this from now on.

[ o |

Cancel




Open the file (in Microsoft Excel)

E“ Q ! B lJ |= Microsoft Excel

Formulas Data Review

=l
=]
1]
o
—
[=1}
=
[=]
=4

& Calibri 11 - = g%]%ﬁ General - 5 Coi
Ba- B 7 U~ A AN EEE=ER- $-% » EFa
RS e &-A- EE Y WS 5 ce

Clipboard ra | Font f« | Alignment fa | Mumber M |

Al - (- ﬁrl Owners
[ mailmerge_kar_26_ 2013 7-00-49 AM.csv

A B | ¢ | o | E | FE G

1 |Owners _Gwners.pmddress Suburb  Town postcode

2 ADAMSOP Bradley £ 55 Beazley Paparangi Wellingto 6037

3 CAMPBELI Mark Cam F1/55 Bea Paparangi Wellingto 6037

4 JEFFERIES, Marian Je' F3/55 Bea Paparangi Wellingto 6037

5 PATRICK, .Andrea Pz F4/55 Bea Paparangi Wellingto 6037

6 YOUART, £ Stephen ¥ 69 Beazley Paparangi Wellingto 6037

7 |MILLER, CIChristine 101 Beazle Paparangi Wellingto 6037

8 |MILLER, CIChristine +101-109 Bt Paparangi Wellingto 6037

9 |CLARKE, T Timothy C 103 Beazle Paparangi Wellingto 6037

10 HEATH, PEPenelope 105 Beazle Paparangi Wellingto 6037

11 |APPFRIFY | ance Anr 107 Beazle Panaranei Wellineto 6037




Now we will use Excel to find and replace all commas.

1. Press Ctrl+F to open the Find & Replace Tool

n n

2. Then type a comma “ ,

Find | Replace |

Find what: |,| LI

. Options == |

Find All | Find Mext I Close |

3. Now click on the Replace Tab

Find and Replace 2 x|
Find Replace
Find what: | LI
Replace with: |" LI
Options >> |

Replace All | Replace | Find All | Eind Mext I Close |

And press Shift+6 to Type ” A



Click Find All

Find Replace |
[
=l
/ Options >> |

Replace Al | Replace Find All | Find Mext I Close |

Find what: I,
Replace with: |“‘

Fu erge_Mar_265 7-00-49_AR mailmerge_Mar_26 _. L 4
mailmerge_Mar_26_2013_7-00-43_AM.csv  mailmerge_Mar_26_2013_7-00-49_A =
e Moo A mAAn T AA A ARE 4 aa e omnam oon am _I

b

-

|88 cell(s) found 4

Click Replace All

Find Replace |

Find what: |,
Replace with: |"

Options ==

Replace Al I Replace | Find All | Find Mext | Close

m

\_uu 1

m

7o
|\0/| Excel has completed its search and has madgy 159 replacements,

i-

E OKl

o

SN

Click OK



Now Close the Find & Replace Tool

Find  Replace |

Find what: Ir
Replace with: I"

21X

[

[
Options >> |

Replace | Find All | Eind Mext | Close |
Book | Sheet -
mailmerge_Mar_26_2013_7-00-49_AM.csv  mailmerge WiF2c_2013_7-00-49_A

mailmerge_Mar_26_2013_7-00-49_AM.csv

__I_:_ e B TS TWRAN T W AT RARA

mailmerge_Mar_26_2013_7-00-49_A

-
R NP PR P © P S R T Y

4

86 cell(s) found

Save your CSV File and Close Excel

1 Owners OwnersplAddress Suburb  Town postcode

2 |ADAMSOH.BradIey A155 Beazley Paparangi Wellingto 6037

3 | CAMPBELI Mark Cam F1/55 Bea Paparangi Wellingto 6037
4 JEFFERIES: Marian Je'F3/55 Bea Paparangi Wellingto 6037
5 |PATRICK™ Andrea PzF4/55 Rea Panaranoi Wellingta ANAT

dls Microsoft Excel o [E ER
Insert Page Layout Formulas Data Review View
1n - == r;] ; General - -?‘-_SII Conditional Formatting ~ ;,'*E'Insert -
= - § - % + | [EEFormatasTable - I Delete -
A EiE B pr i [} Cell Styles ~ [E Format fiter - Select~
Fl Alignment ] MNumber ] Styles Cells Editing
f | ADAMSON® BRADLEY JOHN; JEFFERIES® MARIAN; CAMPBELL” MARK GRAEME; : h
@ mailmerge_Mar_26_2013_7-00-49_AM.csv
A B C D E F G H 1 J K L




Microsoft Excel x|

mailmerge_Mar_26_2013_7-00-49_AM.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?
@ «To keep this format, which leaves out any incompatible features, dick Yes.

»To preserve the features, dick Mo. Then save a copy in the latest Excel format.

»To see what might be lost, didk Help.

Yes Mo | Help |

When you Save your CSV File, you will see this prompt

Click Yes




Before you import your contacts, you may wish to prepare a new group in SalesPartner.

Click into Settings

Click into Groups

S SalesPartner

o | @

X

2

Contact Entry

&

Listing Entry Gallery Contacts To Do List

ﬁ Learning Centre H

Salesperson

[rriee

For information visit SalesPartner.co.nz

x

k8|

Miscellaneous

[2
Contact Status

Settings System Utilities
System File | INI Settings | ﬁ Check Listing Photos |
. Salespeople | a Solicitors | ﬁ Check Sales Photos |

ﬁ Categories | Home Style Li

Buyer Locations | Syn sersl Enter Property Inspections |
m Buyer Requirements n Control File Enter Website Hits |
| @ Froas Listing Status Listing Alterations |
|

@ Enter Sales

ﬂ Outlook Sync

Data Location
INI File Mame

\Weadersserver\spartneridata),
c:\spartnereaders.ini

0 Update |
g 1@05& |

Version

9.0.1.67




Click on the category (use Farming-Area)

S Edit Groups
@|Gruup| 50

Past Purchasers
Em=il & Mail

Farming Ares
Vendor
[+]- Buyers

Description

I Farming Area

Picturg E
o | e |
New Oid Editor
Delete Fix Problems

mgme |

Then Click New

And Click Yes to this prompt

x

@I Create Mew Database Label under button Farming Area

[
k4

10



Enter a Group Name, as well as a 4 Letter Code,

And Click OK

=S

Group Mame |Paparangi 2 Bedrooms

Code | PR2E] Must be 4 characters, unless it ends with *
o | o

Close the Edit Groups Screen and return to the main menu of SalesPartner

5 Edit Groups =10l x|
;AL @Grﬂupm
- Phone
-- Pest Furchasers Description
-- Email & Mail IPaparangiZBedrunms
E Farming Rrea Short Code|PR2E
FRl - Area 1
FAZ - Rrea 2 - | 57 | o
FA3 - Area 3
FA4 - Area Hew O Editor
H 'RZB - Paparangi 2 Bedrooms .
__ Vendor Delete Fix Problems
" Buyers
e |

11



Now we are ready to import Contacts

Click on Import Data

S SalesPartner

@ @ 0 &

Listing Entry Gallery Contact Entry Contacts To Do List

i A \mport Data
[ormee ]
Q Backup Now m Close [ Help Balloons

& 044711849

For information visit SalesPariner.co.nz
Click on Import Contact CSV

S Import Data x|

Listings Sales Buyers [ Contacts Misc

&9 |mport Contact CSV | radehle _#” %I Realestate.co.nz
[REIN z L T
Import SalesPartner Transfer | Leaders Transfer |

RealNZ Rural

Vision |




Find and the MailMerge CSV file on your Desktop

Click Open

(_)(_) |! Desktop ~ hd [‘i]]l Search Desktop
Crganize *  MNew folder ;llj -

-{ Favoarites
Bl Desktop
& Downloads

APKs

*# Dropbox File folder
Desktol
_ e- |:| Mew Clauses
i Libraries File folder
3 Documents
J"u Music . ) . ;
SalesPartner 9 Training Thig file can't be previewed.
=] Pictures | File folder
B videos
'"a' Homegroup Transfers
A Geoff B l File folder
N Computer b
5_{ Local Disk (C:) mailmerge_Mar_26_2013_7-00-49_AM.

sV

25 DVD RW Drive (T
W Network
€

1M ACCOUNTS LI = Mobile weblink orders. txt LI

Tewt Dinniment

Microsoft Excel Comma Separated V...

File name: | mailmerge_Mar_26_2013_7-00-49_AM.csv x| Tet

Open I Cancel

13



If you see this error:

5 SalesPartner - application error

W% Cannat open file "C:AUzers\Geoff\Desktop ok
'.@-' Smailmerge_Mar_ 26 2013 7-00-49 AM.csv" The process
—  cannot access the file because it iz being used by anather Send

process.

Fl,

Details >

Make sure that you have closed Excel

If Excel was open, you will need to click on Import Contact CSV again, and find and open the file.

14



Now you need to match each column

S Import Contacts

_ {Owners
Owners prettyPrint
Address
Suburb
Taown

Y

postcode

Tit_Init
Greeting
Add1
Add2
Add3
Ph1
Ph2
Ph3
Ph1Type
@ Back | Nextl:> | Ph2Type

Ph3Type
Fax
Status
Price
Bedrooms
BedCmt
'

mlrimm e

=10l x|

== Next Record |
<= Prior Record |

Double dick on each line
& select a matching
SalesPartner field. Press
Delete to dear.

=101

-

LI

Double click on the empty fields to the left of the
headings

Then select a suitable field to match:

e For Owners use Surname

e For Owners prettyPrint use Greeting
e For Address use Addl

e For Suburb use Add2

e For Town use Add3

e For Postcode use Post Code

Your match will be saved for next time, so you will usually only need to match columns once.

15



Click Next
Click on Next Record to check that the fields match up

Then Click on the Green Next button

5 Import Contacts -0l x|

Surname Owners = Next Record |

Greeting Owners prettyPrint

Add1 Address == Prior Record |

Add2 Suburb Double dick on each line

Add3 Town & select a matching

SalesPartner field, Press

postcode Delete to dear.

Match Fields |
Load Match |
Save Match |

¢ Back | NextE} | J Finishl




Use Shift+6 to Type a “ ~ ” into the Convert the following string to commas during import box.

-ioix

Field Name Add Fixed Field |
Delete Fixed Fieldl

Convert the following string to commas during impart (Jeave blank for none)
I}\.

¥ skip first record (if you have column headers)
To import data dick next

«Ea& | NextE> JFinish

=10l x|
Then Click Next

Processing Record 63 of 70 * Cancel |

Your contacts will be imported

Now you can click Finish

@ Back

NextE> | JFinishl

17



Open Contacts,

Then click on Entry Date order and scroll to the bottom of the list to find the newly added contacts

S Contacts

B oeBEa® o ®
9 @ |2
All
Entry Date Sel: 0/7060 o\ I I~ Enabled
First name |5urname EmailFlag |emai|

Verdarem Limited, MiVERDAREM LIMITED; MARTIN, MAG
Christine & Larry Ball BALLOCH, CHRISTINE LORRAINE; B
Lance Apperley, Chri: APPERLEY, LANCE; MILLER, CHRIST
Margaret Dolan, Nico DOLAN, MARGARET O'NEIL; DU TO;
Timothy Clarke, RobyCLARKE, TIMOTHY JOHN; EDIE, RO
Christine & Eric Miller MILLER, CHRISTINE JOY; MILLER, E
Christine & Eric Miller MILLER, CHRISTINE JOY; MILLER, E
Stephen Youart YOUART, STEPHEN JAMES

Andrea Patrick PATRICK, ANDREA ROBIN

Marian Jefferies JEFFERIES, MARIAN

Mark Campbell, Lynn CAMPBELL, MARK GRAEME; O'CONN
Bradley Adamson, M: ADAMSON, BRADLEY JOHN; JEFFER
Anne Woodhouse ~ WOODHOQUSE, ANNE MARGARET
Belair Property Invest BELAIR PROPERTY INVESTMENTS L
Anne Woodhouse, DeWOODHQOUSE, ANNE MARGARET; G
Patricia Inglis INGLIS, PATRICIA

Patricia Inglis, MargalINGLIS, PATRICIA; MCDERMOTT, M
Margaret Mcdermott, MCDERMOTT, MARGARET MARY; O

18



To select just the new contacts,
Select the bottom contact then press Shift+Up Arrow to highlight multiple contacts.
Then click into Tools,

And click Add to Group

5 Contacts
0 o|s nje|#| B olemo ol e JEELD
For A" - "E-‘ Add to Group

Entry Dat <
I ntry Uate J Sel: 29!?060 0\ I I Enabled ah @ Remove from Group

First name Surname EmailFlag email M ess Advanced Tools »
Ed Verdarem Limited, M{VERDAREM LIMITED; MARTIN, MAG 3 Brydon Way 5 _
4 Christine & Larry Ball BALLOCH, CHRISTINE LORRAINE; B VS (oWl - —| Copy Emal Addresses

J Lance Apperley, Chri{APPERLEY, LANCE; MILLER, CHRIS 107 Beazley Avenue
i Margaret Dolan, Nico| DOLAN, MARGARET O'NEIL; DU TO 2 Bushland Grove

J Timothy Clarke, RobyCLARKE, TIMOTHY JOHN; EDIE, RO 103 Beazley Avenue pgiEtldelcEs

4 Christine & Eric MillefMILLER, CHRISTINE JOY; MILLER, E 101-109 Beazley Avg __‘ Export Contacts to Outlook
J Christine & Eric MillenMILLER, CHRISTINE JOY; MILLER, E 101 Beazley Avenue
d Stephen Youart YOUART, STEPHEN JAMES 69 Beazley Avenue |amdiilies
J Andrea Patrick PATRICK, ANDREA ROBIN F4/55 Beazley Aven Modify Calumns
J Marian Jefferies JEFFERIES, MARIAN F3/55 Beazley Aven

J Mark Campbell, Lynn|CAMPBELL, MARK GRAEME; O'CONRM F1/55 Beazley Avenue
J Bradley Adamson, M§ADAMSON, BRADLEY JOHN; JEFFE 55 Beazley Avenue

J Anne Woodhouse  |WOODHOUSE, ANNE MARGARET 12 Glen Alton Avenue

ﬁ Send SMS [ TXT Message

Hide Menu

J Belair Property Inves{BELAIR PROPERTY INVESTMENTS 4 Cyril Way
d Anne Woodhouse, D{WOODHOUSE, ANNE MARGARET; G 12 Glen Alton Avenue

19



Find & double click on the group you want to use and click OK

Select Contact Groups A
\Source List: \Selected List:

POZ 02 Purchased in Februar a |
P03 03 Purchased in March
P04 04 Purchased in April
P03 05 Purchased in May
P06 08 Purchased in June
PO7 0OF Purchased in July
P02 08 Purchased in August

PR2ZB Paparangi 2 Bedrooms

PO% 08 Purchased in Septeml
P10 10 Purchased in October
P11 11 Purchased in Novemhb

AAYVV

P12 12 Purchased in Decemhb
Contacts
VE* AllVendors
VEAP Appraisal
WVEFO Foreign
WVEND Current
VESA  Past
VEW  Withdrawn

(o] ]

Your group will be ready to use

@ @

2@

\ @ @

Select Farming Area

Areal FA1

Area2 FAZ
Area3 FA3
Aread FA4d

|EmailFl

JHN

T TEVENS, NE
ATRICIA; 5T
N; SHEPHER
ATRICIA; 5T

Paparangi 2 Bedrooms PR2B

(o] pee]

-

~
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e Use the All button to select contacts
e Click on the Envelope to merge a letter

Bosnew B eemaea s | 3|
K1 i alee /
. |Entry Date j g;r: %::.73 o\ I ™ Enabled

First name Surname EmailFlag email Address

il Karen Singleton-ryan|SINGLETON-RYAN, KAREN ANNE F1/236 Helston Road
Il Karen Singleton-ryan|SINGLETON-RYAN, KAREN ANNE F2/236 Helston Road
il Kathleen & Neale SteySTEVENS, KATHLEEN PATRICIA; S 10 Kahikatea Grove
MM Kathleen & Neale SteySTEVENS, KATHLEEN PATRICIA; S 12 Kahikatea Grove
il Kathleen & Neale Ste{STEVENS, KATHLEEN; STEVENS, NE 14 Kahikatea Grove
B Kathleen & Neale Ste{STEVENS, KATHLEEN PATRICIA; S 16 Kahikatea Grove
JIKl Bryce & Yvonne ShegSHEPHERD, BRYCE EVAN; SHEPHER 22 Kahikatea Grove
il Bradley Adamson  |ADAMSON, BRADLEY JOHN 1 Mark Avenue

C | LS
= =
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Try the CFP Would you sell (2).RTF template

S Select Letter x|

Buyers [ Contacts |

c')\ @l [ -]

CFP Preview invitation - address withheld.RTF
CFP Preview invitation.RTF

CFP Price reduction.RTF

CFP Prospecting Letter . RTF

CFP Referral thank you.rtf

CFP Sold Property unconditional.rtf

CFP Testimonial request.RTF

CFP The neighbours are seling {(fiyer). RTF
CFP The neighbours are selling! RTF

CFP Time to down-size.rtf

CFP To buyer after purchase.rtf

CFP To foreign vendor . RTF

CFP To investors.rtf

CFP To neighbours after open home.rtf
CFP To neighbours after sale.RTF

CFP To potential vendors.rtf

CFP To vendor after sale.rtf

CFP Weblink email + feature property. RTF
CFP Weblink email. RTF

Would you sel

CFP Would you sell.rtf =

B | 5B ool @IE) [ ] Rl

Mike Smith

22 Kahikatea Grove
Paparangi
Wellington 6037

What if a cash buyer offered to buy your property for its current market value?

We are currently working with buyers who are looking to purchase in Paparangi.
They are speking a 3 or 4 bedroom home and some renovation work is acceptable.

Competition to purchase is leading to frustration for many buyers, so if you are thinking

of selling in the next 6 months, right now you have an opportunity to sell without the
hassle of expensive marketing and endless open homes.

22



