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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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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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Link documents to every condition. ñIf letter equals 

Stock thank you, then use Stock.docò.



Blackbaudôs Conference for Nonprofits ð Ottawa  |  Marc Van Baar |  Page #8

Mail Merging

Time to start writing your document. What you 

selected in The Raiserôs Edge is now available in 

Word.
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Use Raiserôs Edge fields and Word text to create the 

document you envisioned.
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Office 2007 Users: Select Add-Ins tab to insert your Raisersô Edge fields
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Placing IFéTHENé..ELSE statements.

1. Place your 

cursor in the 

document 

where you want 

your conditional 

paragraph to 

appear.

2. Click Insert 

Word Field.

3. Select 

If..ThenéElse
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If...thenéelse statements are easy, yet powerful.
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How will you use this feature back at YOUR office?



Blackbaudôs Conference for Nonprofits ð Ottawa  |  Marc Van Baar |  Page #14

Mail Merging

To see the IféThenéElse statement in your 

document, press ALT+F9.
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Once your document is complete, copy the text by 

selecting it, right-clicking it, and selecting copy. Then 

click Save and return to RE7.


