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

Mr. and Mrs. Girault
900 de La Gauchetiere West
Montreal (QC) Canada H5A 1E4

Dear Marc and Louise,

Thanks so much for your gift of $500 to the Literacy Fund! In 2007,
one in fourteen adults can’t read or write. Your generous gift to the
Literacy Fund will help us teach reading and writing to adults in
need and thus make our community stronger.

Did vou know that we have a Golf Tournament coming up in
Fabreville? Please contact Henry at 800-468-8996 to register.

Thanks again,

Sally Fundraiser
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Mail Merging

®

‘ Constituent: |Jones Habert )10 153
Gift type: [ooh =] Solicitorfs) | - | &
Gift subtype: j Reference: ,Q
Gift date: FEHDS#EDD%EII Acknowledae: Mot Acknowledged j I &

ArnoLnt; |§5“| o0 I_]-_ﬁ]. Letter neral Thank ¥ou |r Benefits

Campaign: IThe.-“-ﬁ.nnuaI Campaign - | # Receipt: |Mat Receipted j [
Fund: W" #| Fecept amt/no: [$500.00 ﬂ
Appeal |Beaufort Appeal - |
Package: |Beaufort Mews ad - | 4
Fay method: | Perzonal Check: jl_ EET Check no./date; |244 DEHDHHEDD#E
Bank: |Beaufort Mational Bank, |
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Mail Merging

Better too much than too little. Whether you are going to &
a merge from Mail or Export, make sure you export all the
fields you will need.

H & - ?-

E: Ind. Address | 7 Org. Address | 8 Postal | 3: Format |
1: General 2 Fields ta Include 3 Filkers I & Gift Types I b Attributes |
Send one letter to each donor: IF'E' gift j
Available Fields: Fields bo Expart:
@ﬁddreas = : /S a Options...
- 2] Address barcode .ﬂ.ddressee.-"ﬁalutatlnn.ﬁalutatlnn -
- [Z] Address Block Address.Address line 1
- |Z] Address line 3 Addresz. Address line 2
- |F] Address line 4 = ﬁ Address. City
- |Z] Address line & Address State
- |Z] Address Lines ﬂ Addresz ZIP Code
- |Z] CART Gifts.5ift date [Short date]
-+ |Z] Cauntry Giftz. Amoumnt
. Covnty Giftz.Fund description [1]
- B DFC | Gifts. Letter hd

#4 Find. | ﬂﬂ

The addresz to print iz defined on the Individual/Organization Address tabs. |f a phone number is
chozen the selected phone tpe for that addresz will be printed.

< Back, | Mest = | Cancel Expart... | Merge... |
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A few simple steps to start an automated Mall M?ge

ﬂ@ Send to Word merge wizard

Microsoft Word Mail Merge Wizard

@ Welcome to the Word mail merge wizard

Thiz wizard waill walk vau thraugh the steps needed ta create a Microzaft
Word mail merge document.

The first step in creating a mail merge document iz bo
export the data from The Raiser's Edge.

Click 'Mest' to export the data now uzing the fields and
criteria yau defined in the mailing ki’

< Back |

Eirizh Cancel

Mail Merging

What type of Maill Merge do you want to run?

Y'ou can create a simple mail merge wzing a single document, or a conditional
rnail merge using multiple documents.

Blackbaud.

" Perform a simple mail merge using only one document

% Perform a conditional mall merge using rmultiple documents

Bl ackbaudds
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We are:seleciing LETTER

Blackbaud.

your main conait

Microsoft Word Mail Merge Wizard

Choose your conditional field

Select the field pou want to uze for the condition,

Mail Merging

[

J@In

Salutation

FPosition
Organization Mame
addrezs line 1
address line 2
Address line 3
address line 4
Address line b

Country

Gift bppe
Gift date
Aot
Fund descri

Cancel

¢ Back MHest » Eirizh

Bl ackbaudds Con
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Mail Merging

document s t oleteenegu
tock thank you, then use

Mirrosoft Word Mail Merge Wizard

L reate merge documents

Usze the grid below ta setup a different merge document far each condition.

PER

I Condition I Compare to
Conditional Merge Document

|1z& thiz document whes

quual to j
thiz walue: j

eneral Thank You
Stack Thank 'ou
Pledge Thank “r'ou
Pavrnent Thank, ¥'au

Description

OF.

Cancel

Document description:

Conditional Merge Document

Uze thiz document when Letter iz ...

quual {u] j

this value: [General Thank You R

|@ Edit merge docurnent ||

Document description: |Ths dan:ument iz uzed to acknowledge aifts up
bo $75

Ok

Cancel
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sel ected I
Word.

Ralser's Edge

Figlds to Expart:

Addrezzes/S alutation. Addrezzes -
Addrezzee/S alutation. S alukation
Relationships. Position

R elationzhips. Organization M ame
Address Address line 1

Address Address line 2

Address Address line 3

Address Address line 4

Address Address line 5

Address. City

Address. State hd

+/4]

Blackbaud.

Th

i3l BB1_1.doc - Mer'

| File Edit Wiew Inser

Mail Merging

Time to start writing your document. What you ’
n

e Rail ser 0s

aimac [ools TTablE

DeEa Ry 2R

K] » [ -

J Mormal

= Times New Roman - 12 -

iy |
il | =
-

&l

AR

sy =

J| Insert Raiser's Edge field = Insert Word Field ~ i Save and return to RE7

[

Addresses
Salutation
Position
Organizakion_Marme
Address_line_1
faddress_line_2
Address_line_3
Address_line_4
Address_line_5
ity
State
ZIP_Code
Caunkry
Gift_tvpe
Gift_dake
Amount
Fund_description_1
Lekter

1eseae

Bl ackbaudds
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Mail Merging

Use Rali

ser 0s Edge

document you envisioned.

L-_E. BB1_2.doc - Merge document for condition "General Thank You General Thank ¥

JEiIe Edit ‘iew Insert Faormak Tools Table ‘Window Help
IDEES 8RY | iR - o

»zul=

J Insert Raiser's Edge field = Insert Word Field =[5 Save and return to RE?

O IEENKERERRRNRREFRERRRRREE

il | g
il | =
[
&l
S
A
=
5

Jr'-ln:nrmal = Times MNew Roman - 12 -

N
n

T, and Mirs. Jones
11 Peney Lane
Fully Beach, 8C 1439

Diear Rohert and Sally,

o Addre CORER Thanks 26 eseh Ber your gift of 8500 on 5-2-04 15 the Literacy Fund In 2004, sne in
. fowr adules in Beautort County can’t read or witte. Your generous gilt to the Librany
whddress line I

Fondd will help us teach reading and writing to adukts in weed and thus make oor
; i lddress line 2n R ==

) ghddress line 3w

#Citys, aStaten ¢ZIP Codes

Drid wou know that we kave a Goll Toursament coming up in Folly Beach? Please
contact Liza at 300-463-996 if you have any questions or wonld like 1o vegister,

Thanks so much!
: Sally Fundeai
Diear «=alutations, —
Thanks zo much for your gift of «Amounts on «Gift dates to «Fund description 1s. In
. 2004 one in four adults in Beaufort County can’t read or write.

Thanlcs so much!

Sally Fundraiser

Blackbaud.
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Mail Merging

Office 2007 Users: SelectAdd-l ns t ab to I nsert you

(D) H9-0 )+ BB1_1.DOCX - m

]

—-"'III Home Insert Page Layout References Mailings Review View Add-Ins

[-Inserl: Raiser's Edge field] Insert Word Field - H 5ave and return to RES
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File Edit Miew Insert Format Tools Table Window Help

|

D2ELERY L end v -o QHOREE T o - 0.

JNu:-rmaI ~ Times Mew Roman = 12 = | B I U HEEE == == £;§£§| - # - A -,

J Insert Raiser's Edge Field - | Insert Word Field = [ Save and return to RE7

El C Bsk... IR I 4 ! g I - AN
Fillin...

2

ghddresseen
whddress lir.

If...Then...Else. ..

Merge Record #
Merge Seguence ¥
Mexk Record
Mext Recard I, ..
Set Bookmark. .
Skip Record IF,..

whddress line 2%
ghddress line 3w
whddress line 4
whddress line O%

#Cityn, aStaten «ZIP Coden

Dear «Salutations,

Thanks so much for your gift of «hAmounts on «Gift dates to «
2004, one 1in four adults 1n Beaufort County can’t read or write.

Blackbaud.

description 1s. In

Bl ackbaudds

Mail Merging

ELSI_’ St

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

Click Insert
Word Field.

Select
| f
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Blackbaud.

Mail Merging

t henéeel se statem’nts

Insert Word Field: IF

2 x|

IF
Field name: Compatison: Compare ko:
Fund_description_1 » | |Equalto = | |the Literacy Fund

Insert this kext:

Your generous gift to the Literacy Fund will help us teach reading and writing to
adults in need and thus make our community stronget|

iDtherwise insert this bext:

i

8] Zance|

e [
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Mail Merging

How will you use this feature back at YOUR ofﬁc’?

Insert Word Field: IF 21 x|

IF
Field name: Comparison: Compate bo:
Skate j IEquaI ko j IMar«,.-'Ian-:I

Inserk this bexk:

Did ywou krnoar that we have a golf tournattient cotmitig up it your area? Contact =
Dlerrll at 200-462-200¢ for more information or to register. (I
-

Okherwise insert this bexk:

Flease visit our Web Jite to see a listing of upcoming events| ;I

Insert Word Field: IF el
-IF
Field name: Comparison; Compare fo;
Arnount j IGreater than or equal j |15El

Insert this text:

We very much appreciate your generosity and in return we would like to offer you &
free tickets to the upcoming Spring Festival. Flease contact Lowise at 200-468-8506
for more details -

Qtherwise insert this bext:

Did you know that gifts of $150 or more you get two tickets to the Spring Festival? &
Flease contact Louize at 200-4658-5996 for more detaidls

4]

(04 Cancel
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Blackbaud.

Mail Merging

féTheneeEI s%

To see t he |
document, press ALT+F9.

Thanks so much for vour gift of «&mounts on «Gift dater to «Fund description 1w In
2004, one 1n four adults 1in Beaufort County can’t read or write, We wery much
appreciate your generosity and in return we would like to offer wou free tickets to the
upcoming spring Festival Please contact Louise at 800-4658-59%6 for more detailsl

¢ ALT FY =

Thanks so much for yvour gift of { MEE GEFIELD Amount § on { MEEGEFIELD

(mift date }to { MEEGEFIELD Fund description 1 . In 2004, one in four adults in
Beaufort County can’tread or wnite, [ IF { MEEGEFIELD Amount } == 150 “We very
much appreciate vour generosity and in return we would like to offer vou free tickets to
the upcoming Spring Festival Please contact Louize at B00-468-5996 for more details”
"Did you know that gifts of £150 or more you get two tickets to the Spring Festival?
Pleasze contact Louize at B00-4658-59%6 for more details" }
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Mail Merging

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

2
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