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In order to combine e-Tapestry mailing lists with non-e-Tapestry mailing lists, start with Report/Export at the top of the screen.  Instead of selecting Standard Reports, click the plus sign (+) under “Custom Mail Merge.”  Select “Run Report” under the report named “Mail Merge with Additional Address Fields.”  You have now selected the report format.  
Next, complete the criteria screen.  For the most part you will select Category = Groups.  
Then, select what you need from the Query pull-down menu.  
In the “Query Section,” make sure “remember this query” is not selected.

In the “Export as Section,” use defaults (Transactions; not selected; Export as Tab Delimited).
In the “Display Results Section,” choose Excel File-Download
.  Then, click on Submit.

From the next screen, choose Open with Excel and click okay.  This will open the exported information.  You will have more information than the Standard e-Tapestry Report.  This report will include the constituent’s title, department, company name, etc.  You will also have the ability to add lists from other software, combine them and sort by last name.
To do this, delete first row of column headers and the empty line beneath it.

Next, the first column (Long Salutation) will need to be divided.  Highlight the entire second column by clicking on the column letter at the top of the page.  The “control plus (+)” command will insert a column between column A and column B (or you can insert a column using the icon on the “Home” tool bar).  Control + twice to insert two columns.
Now, highlight all of column A.  Looking at the icons at the top of the screen, select Data.  Then choose Text to Columns. 
From the new gray screen, choose “delimited,” then next, then deselect the default of “tab” and select “space,” leaving the “treat consecutive delimiters as one” selected; then click on next and finish.
Now, highlight all of Column F and insert four columns before it (as above).  
Select all of Column H.  Choose the Text to Columns feature again, and proceed as before.  Now you have the first name available for sorting (many times our lists contain persons with the same last name and we still need to sort by first as our second piece of criteria).
Select all of columns D, E.  Use the “Control minus (–)” command to remove them (or you can delete a column using the icon on the “Home” tool bar). 
Insert one line at top row.  Place column headings:

PRE   LAST   blank   FIRST   MID   blank   blank   TITLE   ORG  ADD1   ADD2   CITY   ST   ZIP

Column C should be empty, but double check that it is and then delete the column.

Review column D, middle initial.  Move contents as needed to leave only the middle name in place.  You may need to move first or last names, especially if the Prefix is two-words, i.e. The Honorable.
Your objective is to place the contents in logical order with appropriate column names.  This will be tedious and tough on the eyes.  Even after you’ve removed duplicates, you will need to review each in case one entry placed the Mid with the First and the other did not.

When using the “Groups” queries, changes won’t be necessary in the criteria.  At times, however, there may be queries that will need to be edited before being merged.  For example, if you are searching for a city, you would choose Category = Locale, Query = By City.  Now, select “Edit Criteria” beneath Query and change whatever was last used (and therefore saved) to designate the city you need.

�  If you want to display results on screen first, you can send the report to Excel from that screen by moving to the very bottom left of the report.  Select Export File Excel Download from the pull down menu and click Download.  
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