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DonorExpress Letters and Mail Merge

The DonorExpress Installation Guide is designed to assist you with managing your letters and mailings with DonorExpress Fundraising Software.   In the event you need further assistance, please give us a call at (828) 264-2577 or email us at info@donorexpress.com. We’ll be happy to help you find the answer.  Thank you for trusting DonorExpress Software for your fundraising needs.  

Mail Merge for Letters or Mailings

Exporting List From DonorExpress Software
1. Go to DonorExpress and click on Admin Tools at the top and then choose Letters

and Mailings in the drop down menu.
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2. Then the Donor Letters and Mailings box pops up and you choose either the Create Letters tab (for Donation Letters) or the Simple Criteria Export tab (that lets you select the criterion that is the exact information that you want from the database of donors for a special mailing. Choose the Donation Letters option to create an export file for recent Donations. Note: Only Donations with Send Letter checked and an entry in the Donation Letter to send will be selected. Only letters needing to be printed will be displayed in the pull-down.

3. Then you hit the Create List button and a box pops up that says that this will create a list of all of the donors that need to be sent this letter or that match the criteria that you specified. Then click yes if that is the letter you want or no if you don’t.

4. The number of contacts to receive the letter will be displayed below the Select Letter You Would like to Print box. By clicking the View List button you can view the list of contacts that will receive the mailing. From the List View you can create a printable list of contacts by clicking the List Report button. 

5. The next step toward Word Merge is to export the list of names to a location where it  can be linked to your Word template. So click the Export List button to export this list. Now you will be asked to answer 3 questions. They are 1) what format is the export, 2) where do you want the file put and 3) what do you want to call this file.
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6. Question 1: Select Format? The output to list allows the user to select the format for the export file. You can use Excel or Rich Text Format for mail merge but we recommend the Rich Text Format (*.rtf) for mail merge.  Microsoft Excel works well if you want to edit the list first.  Select the RTF and click OK.

[image: image21.emf]7. Questions 2 &3: What is the export file name and where do you want it put? The next window allows the user to select the name and location for the export file. Location: This window

automatically defaults to My Documents so we recommend that you create a folder in My Documents called DonorExpress Letters or Merge Letters or something that means something to you and keep all export files, letter templates and envelop templates in this folder. Network users may want to create this folder on a shared network drive so all DonorExpress users can access the same templates. File Name: The export file should be named the same as the letter this list is for with Export or Export File on the end (Ex. General Thank You Export) so we know that this is the exported names for the mail merge. This file is a temporary file we use one time to print letters so each time we create an export for this letter we will overwrite this file by selecting it from the list and clicking OK. This will produce a message that says something like “This file already exists. Do you want to over write it?). Answer Yes.
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8. Next you will get this reminder that you will need to stamp letter date button to clear out these names so you will start tomorrow with a new list but don’t do this

yet. Click OK to the reminder screen and minimize the DonorExpress.

Microsoft Word 2003
1. Open Microsoft Word 2003 and either create a new document template or open an existing mail merge letter template that you have previously set up.

2. If you already have your letter template created in Word, open the template, go to

the forth icon from the far right (Merge to New Document) and click. In the next

window you will select All and OK.

Merge to new document
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3. Your list and template should now be merged into a new document. Be sure to

Preview each letter and make any necessary changes to make the letters read the

way you intended before you print them.

4. Once the letters have been printed, close the merged letters and do not save them,

close the template and save if you have made any changes to the template.

5. Next open the template for you envelopes or labels and repeat steps 10, 11 and 12.

6. REMEMBER: Once you have the Letters and Labels/Envelopes printed, Maximize DonorExpress from the task bar at the bottom and do the final step which is Stamp the Letter Date. When you click the Stamp the Letter Date button you will be asked two questions, 1) Update Letter Sent Date? Click Yes. 2) Do you want to create a correspondence record for this list? Click Yes. Now repeat the process with the next letter.

Creating a new mail merge template

Below are the basic steps for creating a mail merge template from scratch. Microsoft

Word has a mail merge wizard that can help you with your mail merge template. I prefer

to build my letters without the wizard although I have no problem using some that seem

to work well but feel free to use the wizards if it makes it easier for you. These

instructions are for the version 2003 of Word.

Mail Merge Letter

1. Start with a blank Word document or you can open an existing plain typed letter.

Next make sure that the Mail Merge Toolbar is visible. If it is not, click Tools on the Menu Bar, Mail Merge and click on the Show Mail Merge Toolbar. The Toolbar shown below should appear.

2. At this point all but the far left option is grayed out and not available. Start with the far Left hand Icon Main Document Setup. This Icon will control the format of the document. Select what format you want for your template which in this case is a letter and click OK.
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3. Next click the Second Icon from the left Open Data Source to tell the document what file or list you want to merge into the template. This will open a dialog box that will allow the user to browse for the data file for the merge. Use the pull down in the Look In box to find the correct path. Once the data path has been set click Open to complete the connection. This option is also used to change the data source if needed.

4. Once the data source has been set the other options are now active and available.

Now we can start working on the template. Usually the top of the letter has a date that will automatically update itself to the current date. To do this select Insert on the menu bar, Date and Time, and select the format you desire, make sure the Update Automatically check box is checked and click OK.

5. Next is to insert the merge fields for the person’s address by clicking the curser on

the template where the address is to begin and clicking. Next click the Insert

Merge Field Icon on the Mail Merge Toolbar to view a window with all the

available fields from the data source.

        Insert Merge Fields
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6. If you prefer to use the Insert Address Block wizard here feel free but once again it can be confusing at first. To build the address block manually (which I believe gives the user more control), Insert the merge fields from the list in the order you prefer for you template (Ex. FirstName, LastName, Address, City, State and Zip).

Note: Remember to add spacing and punctuation as needed. The format of the merge

fields should be arranged the way you want them to appear on the letter.

7. Next is the greeting line for the letter and I do prefer the Insert Greeting Line wizard for this. You can build it manually but the wizard seems to handle data problems better. Select the greeting format you like with following punctuation. Then select the greeting line for invalid names. The default is Salutation Last Name.  Invalid recipients will be used if there is not a valid Name.   Make sure you use the Match Field feature to match the field in Word with the field names in your data source. This is a very important step for this wizard to work but it seems to work really well.  Two fields that need to be matched is Salutation from DonorExpress with Courtesy Title in Word and Organization from DonorExpress with Company in Word.
8. Now we can create the body of the letter. As you create the body you can insert

merge fields at any time and place from the Insert Merge Field icon on the

toolbar (Ex. Thank you for your donation of <<DonationAmount>>). Finish off

the letter with the proper Signature line. Now Save your master piece to complete the

template. And your letter should look something like the sample on page 12.

9. Now that the template is complete, the next step,is to Merge the template with the

data source. To do this click the Merge To New Document icon and then in the popup select All and Ok to complete the merge. View the final and return to the template to

make changes or adjustments. Remember that you have total control of your

template and can change it to meet your needs.
                                                                                                        Merge to new document
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10. If you already have your letter template created in Word, open the template, go to

the forth icon from the far right (Merge to New Document) and click. In the next

window you will select All and OK.

Merge to new document
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11. Your list and template should now be merged into a new document. Be sure to

Preview each letter and make any necessary changes to make the letters read the

way you intended before you print them.

12. Once the letters have been printed, close the merged letters and do not save them,

close the template and save if you have made any changes to the template.

13. Next open the template for you envelopes or labels and repeat steps 10, 11 and 12.

14. REMEMBER: Once you have the Letters and Labels/Envelopes printed, Maximize DonorExpress from the task bar at the bottom and do the final step which is Stamp the Letter Date. When you click the Stamp the Letter Date button you will be asked two questions, 1) Update Letter Sent Date? Click Yes. 2) Do you want to create a correspondence record for this list? Click Yes. Now repeat the process with the next letter.

Microsoft Word 2007

1. Open Microsoft Word 2007 and either create a new document template or open an existing mail merge letter template that you have previously set up.

2. If you already have your letter template created in Word, open the template, go to

the last icon to the far right (Finish and Merge) and click. The next window will ask how you want to handle the Merge.  We suggest you select Edit Individual Documents to preview each letter before you print.  In the next window you will select All and OK.

                              Finish and Merge
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3. Your list and template should now be merged into a new document. Be sure to

Preview each letter and make any necessary changes to make the letters read the

way you intended before you print them.

4. Once the letters have been printed, close the merged letters and do not save them,

close the template and save if you have made any changes to the template.

5. Next open the template for you envelopes or labels and repeat steps 2, 3 and 4.

6. REMEMBER: Once you have the Letters and Labels/Envelopes printed, Maximize DonorExpress from the task bar at the bottom and do the final step which is Stamp the Letter Date. When you click the Stamp the Letter Date button you will be asked two questions, 1) Update Letter Sent Date? Click Yes. 2) Do you want to create a correspondence record for this list? Click Yes. Now repeat the process with the next letter.

Creating a new mail merge template

Below are the basic steps for creating a mail merge template from scratch. Microsoft

Word has a mail merge wizard that can help you with your mail merge template. I prefer

to build my letters without the wizard although I have no problem using some that seem

to work well but feel free to use the wizards if it makes it easier for you. These

instructions are for the version 2007 of Word.

Mail Merge Letter

1. Start with a blank Word document or you can open an existing plain typed letter.

Next make sure that the Mail Merge Options are available by selecting Mailings on the Menu Bar.  The Mail Merge Toolbar shown below should appear.

Mailings
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2. At this point all but the far left option is grayed out and not available. Start By clicking the Start Mail Merge icon. This icon will control the format of the document. Select what format you want for your template which in this case is a letter and click OK.

      Start Mail Merge
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       Select Recipients
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Click Pull Down to Browse
3. Next click one icon to the right of the Start Mail Merge icon to Select Recipients and select Use Existing List to tell the document what file or list you want to merge into the template. This will open a dialog box that will allow the user to browse for the data file for the merge. Use the pull down in the Look In box to find the correct path. Once the data path has been set click Open to complete the connection. This option is also used to change the data source if needed.

4. Once the data source has been set the other options are now active and available.

Now we can start working on the template. Usually the top of the letter has a date that will automatically update itself to the current date. To do this select Insert on the menu bar, Date and Time, and select the format you desire, make sure the Update Automatically check box is checked and click OK.

5. Next is to insert the merge fields from DonorExpress Software for the person’s address by clicking the curser on the template where the address is to begin and clicking to set the cursor. Next click the Insert Merge Field Icon on the Mail Merge Toolbar to view a window with all the available fields from the data source.

                                                             Insert Merge Fields
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6. If you prefer to use the Insert Address Block wizard here feel free but once again it can be confusing at first. To build the address block manually (which I believe gives the user more control), Insert the merge fields from the list in the order you prefer for you template.     
 Addressee Name
        Organization, 
Address 1


Address 2
City, State  Zip

Note: Remember to add spacing and punctuation as needed. The format of the merge

fields should be arranged the way you want them to appear on the letter.

7. Next is the greeting line for the letter and I do prefer the Insert Greeting Line wizard for this. You can build it manually but the wizard seems to handle data problems better. Select the greeting format you like with following punctuation. Then select the greeting line for invalid names. The default is Salutation Last Name.  Invalid recipients will be used if there is not a valid Name.   
Make sure you use the Match Field feature to match the field in Word with the field names in your data source. This is a very important step for this wizard to work but it seems to work really well.  Two fields that need to be matched is Salutation from DonorExpress with Courtesy Title in Word and Organization from DonorExpress with Company in Word.
8. Now we can create the body of the letter. As you create the body you can insert

merge fields at any time and place from the Insert Merge Field icon on the

toolbar (Ex. Thank you for your donation of <<DonationAmount>>). Finish off

the letter with the proper Signature line. Now Save your master piece to complete the

template. And your letter should look something like the sample on the page 12.

9. Now that the template is complete, the next step is to Merge the template with the

Recipients List. To do this click the Finish and Merge icon, select Edit Individual Documents  and then in the popup select All and Ok to complete the merge. View the final and return to the template to make changes or adjustments. Remember that you have total control of your template and can change it to meet your needs

                                                                                                                                   Finish and Merge
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11. Your list and template should now be merged into a new document. Be sure to

Preview each letter and make any necessary changes to make the letters read the

way you intended before you print them.

12. Once the letters have been printed, close the merged letters and do not save them,

close the template and save if you have made any changes to the template.

13. Next open the template for you envelopes or labels and repeat steps 10, 11 and 12.

14. REMEMBER: Once you have the Letters and Labels/Envelopes printed, Maximize DonorExpress from the task bar at the bottom and do the final step which is Stamp the Letter Date. When you click the Stamp the Letter Date button you will be asked two questions, 1) Update Letter Sent Date? Click Yes. 2) Do you want to create a correspondence record for this list? Click Yes. Now repeat the process with the next letter.
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Hot Tips
1. Never assume that the Microsoft Mail Merge will create perfect letters every time.  Review each letter and make edits where needed before printing.

2. Once you have one template and you need another template, open your existing template and use the Save As feature to save the template as another template. Then change the Data Source and edit the body to create a quick new template. Creating Merge Envelopes and Labels is easy when you first select Main Document Setup and select the type of template and the rest is pretty much the same as the letter.
We do offer training with Microsoft Word Mail Merge if you would like one of our customer service staff to assist you with the learning curve in setting up your mail merge system.  As always, please contact us if you have additional questions or if the is any other way we can be of service to you at 828.264.2577 or email to info@donorexpress.com. 
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