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The best way to start an automated Mail Merge is to
focus on the desired end result:
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Mailmerging

When entering data, realize that what you enter is
what will appear in your correspondence.
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Better too much than too little. Whether you are
going to do a merge from Mail or Export, make sure
you export all the fields you will need.
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A few simple steps to start an automated Mail Merge
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det your main condition

We are selecting LETTER

U
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Mailmerging

Link documents to every condition. “If letter equals
Stock thank you, then use Stock.doc”.

1
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Time to start writing your document. What you
selected in The Raiser’s Edge is now available in

Word. W@ [f@]

Raiser's Edge
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Mailmerging

Use Raiser’s Edge fields and Word text to create the
document you envisioned.
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Placing IF...THEN.....
7
2 P

Blackbaud.

ELSE statements.

1
Y

Place your
cursor in the
document
where you want
your conditional
paragraph to
appear.

Click Insert
Word Field.

Select
If..Then...Else
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Mailmerging

If...then...else statements are easy, yet powerful.
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e — o

How will you use this feature back at YOUR office?
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Mailmerging

To see the If...Then...Else statement in your
document, press ALT+F9.

+ ALT F9 =

BlAacKDaua . Blackbaud's Conference for Nonprofits — Charleston | Marc van Baar| Page #13

e — o

Once your document is complete, copy the text by
selecting it, right-clicking it, and selecting copy. Then
click Save and return to RE7.
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Mailmerging

Well done! You have created your first conditional
merge document. Create the remaining conditional
documents.

1
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No need to reinvent the wheel! Select Paste from
the Edit menu to jumpstart your next document

1
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Mailmerging

Cut out the parts that you don't need............
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Adding additional documents is easier than the first

document:

Al Insert new &@@
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Mailmerging

Repeat the process for every potential condition.
Select Finish when all are complete.

2

Provide a name for your final
document
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Mailmerging

What have you accomplished?

The donor acknowledgement track has now been fully
automated at your office.

If a donor made a pledge, then a letter that focuses on
pledges will be send. If a donor made a gift-in-kind, then a
“gift in kind letter” letter will be sent, etc.

Every letter can have conditional content. For example, if a
donor lives in a certain city or zip, a special paragraph will
appear about upcoming events in that area.

And that'’s just the beginning:
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Mailmerging

Use Quick Letters in Mail to quickly create
professional looking letters that are not gift
acknowledgement letters.
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Use Export to create a merge letter on the basis of
anything you entered in RE7.

1
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Questions? Ask them now or:

iackbaud.

Mailmerging
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Mailmerging
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