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chapter i

What Is In This Guide?

In the Mail Guide, you learn about all mail tasks, including producing Rolodex and index cards, receipts,
reminders, appeal cards, acknowledgement letters, labels, and envelopes. You can learn how to automate many
standard processes such as selecting addresses. It also explains how to use PostalSaver to reduce mailing costs by
appropriately sorting your mailings. You can also learn about the following.

e “Create a Mailing” on page 213

¢ Descriptions of “Available Mail Tasks” on page 11

¢ How to use the “General Tab” on page 41 and all other tabs in Mail
¢ “Mail to an Organization’s Contacts” on page 91

e “Segment a Mailing” on page 105

e “Qualify for Postal Discounts” on page 124

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information.
Side margins contain notes, tips, warnings, and space for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

User Guides. You can access PDF versions of the guides by selecting Help, User Guides from the shell menu bar
or by clicking Help on the Raiser’s Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all cross-references are hyperlinks. For example,
click the page number by any heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by accessing the help file in the
program. Select Help, The Raiser’s Edge Help Topics from the shell menu bar or press F1 on your keyboard
from anywhere in the program.

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Communicating with constituents is a fundamental part of fundraising. The Raiser’s Edge contains many features
to help you communicate easily and effectively. Mail is the central location for all mail tasks in The Raiser’s Edge.
This includes producing Rolodex and index cards, receipts, reminders, appeal cards, acknowledgement letters,
labels, and envelopes.With Mail, you can easily correspond with your constituents because it can automate many
standard processes such as gathering data for mail merges and selecting addresses.

Mail tasks such as Receipts or Appeal Cards are formatted to fit preprinted paper you can order from Blackbaud.
Labels, Cards, and Envelopes mail tasks print directly from The Raiser’s Edge to your printer and do not require
preprinted paper. You can use Letters mail tasks, such as Donor Acknowledgement Letters, to combine
information from your database with letters you write in an application that supports mail merges. For example,
in your word processor, you can write a donor thank-you letter containing merge fields. Then, you can use the
Donor Acknowledgement Letters mail task to export specific information for a group of donors from The Raiser’s
Edge to merge with the letter.

If you use the optional modules Membership Management, Event Management, Volunteer Management, or
Honor/Memorial Tracking, additional mail tasks are available. For example, when you have Membership
Management, you can use the Membership Cards mail task to print membership cards that identify your
members. You can also send renewal notices to remind and encourage your members to extend their
membership. If you have Honor/Memorial Tracking, you can export fields using the Honor/Memorial
Acknowledgement Letters mail task to create letters to send to tribute acknowledgees.

If you use the optional module PostalSaver, the PostalSaver tab is available on most mail tasks. By using this tab,
you can CASS-certify the addresses in each mailing and sort them by ZIP Code. By using CASS-certified addresses,
your organization can qualify for additional postalsaver discounts. For more information about the PostalSaver
tab and sorting your mailings, see the PostalSaver Tab & PostalSaver chapter.

For more information about the address correction services, AddressAccelerator and AddressFinder, press F1 on
any AddressAccelerator or AddressFinder screen to access the help file.

Navigate in Mall

The Mail page is the central location for mailings in The Raiser’s Edge. To access the Mail page, click Mail on the
Raiser’s Edge bar.

&% The Raiser's Edge

File Edit “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

"JHew «|0Open | 3 Delete...

B Appeal Cards
21 Cards

] Donor Ackrowledgemert
] Erwelopes

q Follow-up Letters

1 Honor/Memorial Acknowle
j Label Truncation Report

] Labels

] Membership Card Truncat

MName Date Created Created By
28... Supervizor

] Membership Cards
] Mame Tags
1 Phonathon Forms
] Place Cards
j Pledge Reminder Report
] Quick Letters
Config q Fieceipt Feport
- 1 Receipts
 Fierinders
] Rienewal Notices
2] Volunteer Fallow-up LelterLI [T Only show iy reports

ning

Appeal Cards prints a quick appeal summarizing the constituent's giving history and a suggested gift
amourt.

“Welcome to The Raiser's Edge 7 &
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Access Mail Tasks

From the Mail page, you can access all mail tasks. A mail task is a screen divided into tabs. Each tab contains
options, fields, and checkboxes that help you decide the constituents who receive the mailing, the fields to
include in the mailing, and the format for the information in the mailing. Mail tasks are listed in alphabetical order
on the left side of the Mail page.

From the Mail page, you can also choose to open a saved parameter file. A parameter file contains a copy of the
settings selected on each tab of a mail task for a particular mailing you designed. For example, if you print
receipts for gifts donated in response to your Annual Mailing appeal, you can save the settings in the Receipts
mail task as a parameter file. The next time you print receipts for gifts donated in response to the Annual Mailing
appeal, you can open this parameter file, change the records receiving receipts, and print receipts using the same
options, fields, and checkboxes as previous receipts for the Annual Mailing appeal. You can use these settings
later if you need to send mail to the same group of constituents. For more information about saving parameter
files, see “Save a Parameter File” on page 257.

» Open a mail task or saved parameter file
1. On the Raiser’s Edge bar, click Mail. The Mail page appears.

#% The Raiser's Edge
Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

B Appeal Cards Mame Date Created Created By
3 Cards >
) Donor Acknowledgement
) Erwelopes
) Followup Letters
) HonardMemorial Acknowle
) Label Truncation Freport
) Labels
) Membership Card Truncati
) Membership Cards
) Name Tags
] Phonathon Forms
) Place Cards
] Pledge Fieminder Fepart
) Quick Letters
] Receipt Report
j Receipts
) Reminders
] Renewal Notices

[ Volunteer Follow-up Letlelll [~ Only show my reports

Appeal 0 1 25... 5u

Appeal Cards prints a quick appeal summarizing the constituent's giving history and a suggested gift
arnount.

‘welcome to The Raiser's Edge 7 A

Note: To scroll through the list of mail tasks on the left, click the up and down arrows on the scroll bar just to
the right of the list.
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2. From the list on the left, select a mail task. For example, you can select Receipts. The list on the right
displays all the parameters files saved for the Receipts mail task.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

[]New |« j0Open X Delete

) Appeal Cards ||| Mame Date Created Created By

] Cards o5 5 5o

) Donor Acknowledgement

) Erwelopes

) Followup Letters

) HonardMemorial Acknowle

) Label Truncation Freport

) Labels

) Membership Card Truncati

) Membership Cards

) Name Tags

] Phonathon Forms

) Place Cards

] Pledge Fieminder Fepart

) Quick Letters

[2) Receipt Report
B Receipts

Reminders
Renewal Notices
Walunteer Follaw-up Letlelll ™ Only show my reparts

ﬂ Receipts prints receipts for constituents who have given gifts and who have not yet received a receipt

‘welcome to The Raiser's Edge 7 A

Note: To resize the columns on the right, click on the white line in between the column headings and slide
them.
3. To create new receipts, click New on the action bar.

4. To open an existing parameter file, highlight a parameter file in the list on the right and click Open on the
action bar.

5. When the mail task appears, you can change the settings as necessary and run the mail task. For more
information, see “Common Mail Procedures” on page 211 or see the specific chapter for the tab you are
on.

Mail Toolbar

Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item in the toolbar. For more information
about setting up this user option, see the General Options section of the User Options chapter of the Program
Basics Guide.

The toolbar contains buttons representing commands common throughout Mail. You can use these buttons as
alternatives to menu commands to save time when entering data into The Raiser’s Edge.

Save a parameter file

Preview the mailing

Print the mailing
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Export the mailing

(d

>
&

7]

end the mailing as email

dd mail task to favorites

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration

Guide for a procedure using the Word Merge Wizard.

Access help from online help files, user guides, online support, or the Blackbaud Web site

|<'@ Send to ‘wWord merge wizard

Perform mail merge

% wiite custom meszage

Write a custom message on One Per Page forms

Buttons

At the bottom of each mail task, several buttons appear to help you navigate through the tabs and print the

mailing.

¢ Back

i

Go to the previous tab

Mest >

!

Go to the next tab

Cancel

i

Close the mail task

Prrirt

Print the mailing

Presigw

i

Preview the mailing

Layout

i

View a sample layout

i

E xport

Export the mailing
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Mail User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
use. User options are login-specific, which means that if you log into any workstation using your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. To establish user options, select Tools, User Options from the menu bar on the shell of

The Raiser’s Edge. The Options screen appears so you can establish certain user options for Mail.

From the Mail tab of the Options screen, you can decide the font and font size to use for the information printed
by a mail task. You can also mark the Automatically save mail parameters on close checkbox, so the program
automatically saves the options for the mail tasks you create.

Also, the Printing tab impacts parameter files used when printing membership cards and renewal notices.

» Define user options

This procedure explains how to set up user options specific to Mail. For more information about user options,
see the User Options chapter of the Program Basics Guide.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen
appears.
Select the Mail tab.
From the list on the left, select All mailings. Checkboxes and fields appear on the right so you can format
user options to automatically save parameter files and set font preferences.

4. To automatically save a parameter file containing the settings you select when setting up a mail task,
mark Automatically save mail parameters on close. If you mark this checkbox, the program asks if you
want to save a parameter file when you close a mail task.

5. To automatically make the screen full size when you preview a mailing, mark Automatically maximize
preview window. The default for this checkbox is to be marked.
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6. Inthe Font and Font size fields, select the font and size to use for your mailings. In the Font field, you can
select any font installed on your workstation. However, use caution when you select the font size. Not all
font sizes may work well with the mail task you want to use.

L~ |

Adminiztration I Color I Frrinting I File Locations I e

ip Scanning
Batch

General I Home I Records I Query I E=port I Fieports

= ._ﬁ
!44 - %oy can uze these options to set personal preferences for creating or rwnhing mailings.

All mailings
Gift preferences

[ &utomatically save mail parameters on close

¥ sutomatically maximise previews window

‘Y'ou can chooze pour font preferences for mailings.

Font: ITimes Mew Roman j

Font gize: |1D vl

This is a sample.

Rezet to Spztem Defaultz ak I Cancel Sl

Note: When you print membership cards, you can use the Membership Card Truncation Report mail task to
determine whether the font size you select is too large for the information you want to include. For more
information, see “Truncation” on page 36.
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7. From the list on the left, select Gift preferences. Checkboxes, fields, and options appear on the right so
you can format user options to include anonymous gifts, print only gifts of a particular currency, and
choose to display tax gifts in net or gross amount.

Options E I
Adminiztration I Color I Frrinting I File Locations I temberzhip Scanning
General I Home I Records I Query I E=port I Feports | Batch

= ._ﬁ
!44 %oy can uze these options to set personal preferences for creating or rwnhing mailings.

v Include anonymaous gifts

You can chooze ta print only giftz of a particular currency.

Currency filker: I j

¥ PFiint amounts using donor's cunency

Rezet to Spztem Defaultz ak I Cancel | Apply |

8. Toinclude anonymous gifts during mail processing, mark Include anonymous gifts.

Note: For a currency type to be available in the Currency filter field, you must set up the currency using the
International link in Configuration. For more information, see the Configuration chapter of the Configuration &
Security Guide.

9. When you print a mailing that contains gifts donated in a particular currency, you can filter the gifts that
appear in the mailing by entering a currency in the Currency filter field. For example, if you want gifts
donated only using Japanese yen to appear in the mailing, in the Currency filter field, select “Yen-Japan”.
If you do not want to filter the mailing by currency, leave this field blank.

10. To print gift amounts using the currency in which the gift was donated, mark Print amounts using donor’s
currency.

11. To save and apply your changes and keep the Options screen open, click Apply. To save your changes and
exit the Options screen, click OK.

To undo any changes you made and reestablish all program settings, click Reset to System Defaults. To
exit User Options without saving your most recent changes, click Cancel.

Understand the Tabs on a Mail Task

Note: Not all tabs appear in all mail tasks.
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When you open a mail task, a setup screen appears to help you select the constituents who should receive the
mailing and the information to include on the mailing pieces. Go through the tabs to create a parameter file of
your settings for a particular mail task, which can save and reuse for similar mailings later. To help you enter
information in an easy and logical manner, every mail task has tabs. You can select a tab and enter information on
the tab. The following tabs are available throughout the various mail tasks in Mail.

¢ General Tab e Org. Address Tab
¢ Fields to Include Tab e Segment Tab
¢ Filters Tab e PostalSaver Tab

¢ Gift Types Tab

Format Tab

o Attributes Tab eReceipts Tab

¢ Ind. Address Tab
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Vertical Truncation
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To help you communicate effectively with your constituents, The Raiser’s Edge comes with numerous standard
mail tasks. This section includes a description of each available mail task in The Raiser’s Edge.

AppealCards

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

To ask constituents for donations to your organization, you can send appeal cards. For example, you want to
remind constituents to donate money to your 2004 Annual Fund. Because you already mailed letters that explain
the goals of the 2004 Annual Fund, you want to send a brief appeal card to remind constituents to make a
donation to this fund. On this appeal card, you can include a specific suggested donation amount for each
constituent, which you can calculate by increasing a previous gift by a certain amount you specify. You can also
print information about past gifts donated by the constituent.

Appeal cards make it easy for you to track donations and evaluate the cost of the appeal versus the amount of
money raised from the appeal. Also, you can update the No. solicited field on the General tab of an appeal record
to include the constituents for whom you print appeal cards.

You can print a Gift barcode on the appeal card, which you select on the Fields to Include tab. Printing a gift
barcode on your appeal card makes your job much simpler when a gift arrives as a result of the appeal. A Gift
barcode is made up of the Constituent ID, Fund ID, Appeal ID (or Package ID, if there is one), and a checksum digit
that ensures data accuracy. When you receive the appeal card back from the donor with a gift, simply scan the
barcode while you enter gift information in Batch and constituent, gift type, campaign, fund, and appeal
information automatically fills in. This way, you ensure accuracy and cut down on data reentry. For more
information about entering a gift from an appeal card through Batch, see the Batch Guide.

Types of Appeal Cards

The Appeal Cards mail task offers several ways to create appeal cards in Mail. You can print standard appeal cards
that print information to match a preprinted form with your logo that you can order from Blackbaud. You can
print a standard appeal card using a full page and add a custom message. You can also design your own custom
appeal card form in an application that supports mail merges.

Standard Appeal Cards

Using standard appeal cards, you can print previous and suggested gift amounts for each constituent. The
suggested gift amount for previous donors can be based on previous gifts the constituent donated or a new
suggested gift amount. For example, a constituent made a $500 donation to your organization last year. You can
print a suggested gift amount for this year’s donation, based on this gift amount. You can also specify a specific
suggested gift amount, such as $1,000. For constituents who have never donated a new gift, you can print a
separate suggested gift amount.

Note: A barcode that contains only appeal information begins with an “A”. A barcode that includes appeal and
package information begins with a “K”.

To customize appeal cards for a specific appeal, you can include a short message such as “Please donate to the
Library Fund.” Also, you can include a gift barcode that contains the Constituent ID, Fund ID, and Appeal or
Package ID. Once you receive a gift donated in response to an appeal card, you can scan the gift barcode in Batch
to quickly create a gift record. This automatically fills in the fields Constituent Name, Gift Type, Campaign, Fund,
and Appeal or Package. For more information, see the Gift Batch chapter of the Batch Guide.
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Sample appeal card

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

Standard appeal cards print three per page.

< sBlackbaud

Helping You Make The World A Beuer Place

|00 0 O O A
AMDOLES0001 9000206
Please consider donatmz to this areat canse!

Previous Gift: 535000 Suggested Gift: 537500

Autumn Industries, Inc
143

50 MILL STREET
BILOXI MS 39535

One Per Page Appeal Cards

To add a custom message to your appeal cards, mark One per page on the General tab of the appeal cards mail
task. Appeal cards then print one per page with the standard appeal card information appearing on the bottom
third of the page and the top portion of the page can be used for a personal message.

For more information, see “Create One Per Page Mailings” on page 259.
Custom Appeal Cards

Tip: If you only want to add a custom message to a standard appeal card, use the One per page checkbox,
instead of creating an entire custom form and performing a mail merge.

When you create custom appeal cards, you must design an appeal card form in an application that supports mail
merges. On this appeal card form, add merge fields as necessary to personalize the appeal card for each
constituent who receives the mailing. After you design a custom form, you can use the Appeal Cards mail task to
gather information for the constituents who receive appeal cards and export this information as a data file to the
application where you created the custom appeal card form. Once you export a data file, you can merge the
information with the custom appeal card to create a personalized appeal card for each constituent who receives
the mailing.

To use the Appeal Cards mail task to export data, select Custom data file in the Card type field on the General tab.
For more information, see “Export a Mailing” on page 242 in the Common Mail Procedures chapter.

Cards

Note: You can print labels, cards, or envelopes for honor/memorial constituents and event participants if you
use the optional modules Honor/Memorial Tracking and Event Management, respectively.
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Using the Cards mail task, you can print index cards or Rolodex cards for constituent, honor/memorial,
relationship, and participant records. For example, you can print Rolodex cards for all major donors in your
database. The Raiser’s Edge is compatible with many card types. However, if the card type you want to use is not
compatible with The Raiser’s Edge, you can export the information gathered by the Cards mail task to an
application compatible with the card type you want to use.

Donor Acknowledgement Letters

Note: To use a mail task in the Letters category, you should write a letter in an application that supports mail
merges.

You can use the Donor Acknowledgement Letters mail task to thank your constituents for the generous gifts they
donated to your organization. For example, you have just received 50 gifts in response to the Adopt-a-Painting
appeal you sent earlier in the month. In a word processor or other application, you can write a letter to thank
donors for their interest and gifts. In this letter, insert merge fields, such as gift amount, to personalize the letter
for each constituent. For example, you could write “Thank you for your gift of [merge field], which will be used to
restore one of our many paintings in need of refurbishment.” Using the Donor Acknowledgement Letters mail
task, you can export the corresponding fields to create a personalized thank-you letter for each of the 50 donors.

If you use Microsoft Word to perform a mail merge, you can use the Word Merge Wizard. For more information,
see The Raiser’s Edge & Microsoft Office Integration Guide.

Not All Donor Acknowledgement Letters in a Mailing Print

If donor acknowledgement letters do not print for all gifts or constituents included in the mailing, you can
perform multiple tasks to easily resolve the issue.

» Verify donor acknowledgement letters print for all gifts or constituents in a mailing

If gifts or constituents are missing from a donor acknowledgement letters mailing, do each of these tasks in
order until the issue is resolved.

1. If the missing constituents do not have gifts, run a mail task, such as Quick Letters, that does not require
the constituents to have gifts.

2. In Records, verify each missing gift is not acknowledged. On the Gift tab of each gift record, select Not
Acknowledged in the Acknowledge field.

3. In Records, verify the letter code selected for each missing gift is correct. On the Gift tab of each gift
record, select the correct letter code in the Letter field.

4. In Mail, verify the Donor Acknowledgement Letter task includes all letter codes for the gifts included in
the mailing. On the Filters tab, include all the applicable letter codes in the Letters filter row.

5. If you use Microsoft Word to perform a conditional mail merge, be sure to include all letters for the gifts
in the mailing.

a. In Mail, set up all the parameters for the Donor Acknowledgement Letter task. For information
about how to set up a Donor Acknowledgement Letter task, see “Create and send letters from Mail”
on page 230.

b. Use the Word merge wizard to perform a conditional mail merge using multiple documents. For
each merge document, select a condition of Letter with the operator of “equal to” and select the
applicable letter. For information about how to use the conditional mail merge in the Word Merge
Wizard, see the The Raiser’s Edge & Microsoft Office Integration Guide.
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Envelopes

Using the Envelopes mail task, you can print envelopes for constituents, honor/memorials, relationships, and
participants. For example, when you send an appeal to a group of constituents, you can use the Envelopes mail
task to print an envelope for each constituent who receives the appeal. Optional fields, such as an address
barcode, the constituent ID, and the constituent’s birth date, can also be included on envelopes. The Raiser’s
Edge is compatible with many standard envelope sizes. However, if the envelope size you want to use is not
compatible with The Raiser’s Edge, you can export the information gathered by the Envelopes mail task to an
application compatible with the envelope size you want to use.

Follow-Up Letters

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration
Guide for a procedure using the Word Merge Wizard.

You can use the Follow-Up Letters mail task to correspond with constituents about actions entered on the
Actions tab of their constituent records. For example, you can create letters to thank donors for having lunch with
you or to confirm the details of a recent telephone call. The Follow-Up Letters mail task is similar to the other mail
tasks in the Letters category in that it helps you export constituent information to another application to merge
with an existing mail merge letter.

In an application that supports mail merges, you can write a letter to correspond with a group of constituents
concerning an action entered on their constituent records. In this letter, insert merge fields, such as Action type
and Action date, to personalize the letter for each constituent. For example, you could write “Thank you for
participating in [merge field] on [merge field].” Using the Follow-Up Letters mail task, you can export the Action
type and Action date fields to create a personal letter for each constituent receiving a follow-up letter.

Honor/Memorial Acknowledgement Letters

Note: A tribute acknowledgee is a family member, friend, associate, or honoree who should be notified when
a gift is donated on behalf of an honor/memorial constituent. The constituent who is being honored can also
be an acknowledgee.

If you use the optional module Honor/Memorial Tracking, you can export fields using the Honor/Memorial
Acknowledgement Letters mail task to create notification letters for tribute acknowledgees. An acknowledgee is
a person who has a relationship with an honor/memorial constituent and needs to be notified when a gift is
donated on behalf of an honor/memorial constituent.

For example, your organization is a church and William Hodges, one of the members of your congregation, is
being honored on his 80th birthday. You can set up a tribute on William Hodges’s constituent record and list him
and his two children in the Acknowledgees grid on the Tribute screen. When gifts are donated to your church in
honor of William Hodges, you can use the Honor/Memorial Acknowledgement Letters mail task to notify William
Hodges and his children of the gifts donated in his honor.

You can use the Honor/Memorial Acknowledgement Letters mail task to select the fields to export to your word
processor to merge with the notification letter you have written. When you run the Honor/Memorial
Acknowledgement Letters mail task, you can also create a constituent query that contains all acknowledgees who
receive a letter, including those who are not constituents in your database.

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration
Guide for a procedure using the Word Merge Wizard.
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When you work with the Honor/Memorial Acknowledgement Letters mail task, if you choose Selected Records
and use a constituent query, the query must include honor/memorial acknowledgee records, not donor records.
The same concept applies when you select One record, if it is a constituent record. However, when using a gift
query, you must include the gift records of the donors. This concept also applies when you select One record and
choose a gift record.

For more information about Tribute, see the Tribute Data Entry Guide.

Label Truncation Report

To test the vertical and horizontal formatting selected for labels, you can use the label truncation report. This
report lists the constituent’s name along with the information that does not fit on the label.

You can print a label truncation report for constituent, honor/memorial, relationship, and participant records.
When you print a truncation report, you must select a range of font sizes for the program to check and specify
whether to check for vertical truncation, horizontal truncation, or both.

For more information, see “Truncation” on page 36.

Labels

Using the Labels mail task, you can print labels for constituent, honor/memorial, relationship, and participant
records. For example, you can print labels to affix to appeal packages for your constituents. The Raiser’s Edge is
compatible with many standard label sizes. However, if the label size you use is not compatible with The Raiser’s
Edge, you can export the information gathered by the Labels mail task to an application compatible with the label
type you want to use.

Membership Card Truncation Report

If you use the optional module Membership Management, the membership card truncation report is available.
You can use this report to test the vertical and horizontal formatting selected for membership cards. The
membership card truncation report lists the member’s name with the information that does not fit on the
membership card.

For more information, see the Membership Card section or “Truncation” on page 36.

Membership Cards

Note: For more information about Membership Management, see the Membership Data Entry Guide. For
more information about Membership Scanning, see the Membership Scanning Guide.

If you use the optional module Membership Management, membership cards are available. You can send
membership cards as a tangible token of the membership. To track member attendance at activities or events
you sponsor, such as golf tournaments or dinners, you can add a barcode to the membership card. If you use the
optional module Membership Scanning, you can scan in membership cards and view and update member
information. Membership cards can also be used to provide benefits to your members. For example, if your
organization is a zoo or museum, your members can receive discounts or free admission when they show their
membership cards at the entrance or the gift shop.

To print membership cards, you must click Members & Cards to enter information about the membership cards
on the membership record. The program prints the number of membership cards entered on the New Joint
Member or Card Recipient screen. For more information, see the Membership Data Entry Guide.
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Membership Card Types

You can create several different types of membership cards in Mail. You can print 12-field or Preprinted
membership cards, which require cards you can order from Blackbaud. If you do not want to print cards requiring
standard or preprinted paper, you can design a custom membership card in an application that supports mail
merges and export information using the Membership Cards mail task to merge with your custom membership
card.

12-Field Membership Cards

With the 12-field card, you can include up to 12 fields of your choice on the membership card. When you select
the fields to use, a membership card graphic appears so you can see how the membership card looks with the
fields you select.

Vaiir l avna Hava

B W .- W, W, - B R E R LR

Ilr. Sean &lan Davenport Board Member
2151 Elra.ut Averme

T S
T, FL 33147 | 0000033000000332

Preprinted Membership Cards

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

When you use the Preprinted card, the program automatically prints the constituent’s name, membership
category, and membership expiration date on the card. You can also select the constituent ID, membership ID, or
Social Security Number; the membership barcode; address barcode; endorsement line; address; and phone
number to print on the card.

‘ag/Blackbaud

Helping You Make The World A Better Place

Membership: Benefactor
Valid until: 10/29/2000

"-nlnlulul|l|u"u||lun|||
MS ANDREA LYNN TIDWELL

614 VILLAGE CREEK LANE
LITTLE ROCK AR 72212
(501) 227-9144
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Custom Membership Cards

When you create custom membership cards, you must design a membership card form in an application that
supports mail merges. On this membership card form, add merge fields as necessary to personalize the
membership card for each member. After you design a custom form, you can use the Membership Cards mail
task to gather information for the members who receive cards and export this information as a data file to the
application where you created the custom membership card form. Once you export a data file, you can merge the
information with the custom membership card to create a personalized membership card for each member. To
use the Membership Cards mail task to export data, select Custom data file in the Card type field on the General
tab. For more information, see “General Tab” on page 41.

Name Tags

If you use the optional module Event Management, you can use the Name Tags mail task to print name tags for
the participants of your event, dinner, or meeting. For example, if you hold an annual convention, you can print a
name tag for each participant of the event. Name tags can also print for guests who do not have a participant
record. The Raiser’s Edge is compatible with many types of name tags. However, if the name tag you want to use
is not compatible with The Raiser’s Edge, you can export the information gathered by the Name Tags mail task to
an application compatible with the name tag you want to use.

You can also print Name Tags from participant records. For more information, see the “Participant Record”
section of the Event Management Data Entry Guide.

Phonathon Forms

You can use the Phonathon Forms mail task to provide a detailed biographical and giving history for each
constituent you intend to contact for donations over the telephone. When you contact the constituents, you can
use the information on the phonathon forms to make each call more personal.

You can choose to include on your phonathon forms the constituent’s address and multiple telephone numbers
where she can be reached; total, average, and largest gift amounts given in the past; the constituent’s ID,
profession, and whether her employer is a Matching Gift company.

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

In the top left section of the form, you can print a constituent’s personal information, such as the giving history or
the names of family members. In the top right section of the form, you can record the telephone call outcome,
including the pledge amount and comments. Phonathon forms also contain a section to record a new address for
the constituent and a section to record the date you add this information in The Raiser’s Edge.

If a constituent makes a pledge, you can detach the bottom section of the phonathon form to mail to the
constituent as a pledge reminder. The pledge reminder section prints with the constituent’s address and has a
place to write the pledge amount and date.

You can print a Pledge barcode on the phonathon form, which you select on the Fields to Include tab. A Pledge
barcode is made up of the Constituent ID, Fund ID, Appeal ID (or Package ID, if there is one), and a checksum digit
that ensures data accuracy. When you receive the tear-off portion of the phonathon form back from the donor
with a gift, simply scan the barcode while you enter gift information in Batch and constituent, gift type, campaign,
fund, and appeal information automatically fills in. This way, you ensure accuracy and cut down on data reentry.
For more information about the pledge barcode, see the Output Options section of the Format Tab chapter.

For more information about scanning a gift or pledge barcode in Batch, see the Batch Guide.
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Note: A barcode on the top portion of the phonathon form that contains only appeal information begins with
a “P”; one that contains appeal and package information begins with a “G”. A barcode on the bottom tear-off
portion of the phonathon form that includes only appeal information begins with a “C”; one containing appeal
and package information begins with an “F”.

You can see the sections on the sample phonathon form.

Ms. Tuliz Marie Bach

302 LANG AVENUE SUGGESTED AMOUNE PLFDGE AMGUNT
PITTSBURGH PA 15228 3 3
O Wil give (Unspocified) MATCHING GIFT
1 Undecided
PHONE 1 S{412) 5659978 1 Refused o 5
PHONE 2. {4123 4223344 O Remove from #ailing List
SPOUSE BUS a Sent Gift Earlier : BY
SPOLUSH O Send information
RELATIONS : M. Mavid Benson Murphy (Busmess Parioer)
Mirs. Francis Baker (Friend) NOT HOME CALL BACK
[u] a
CONSITIID @8 o o
MG 22 a o -
ORG - Pennsylvania Glass & Paint Corperation bale Time Date Time
PROFESSION - Nalas MO ANSWER BUSY SIGNAL
CORSITI CODES: MD
n 8]
m] 0
] In}
Dais Tiene Date Time
O Out of Grder 1 Wrong Number
Callgr Date
TOTAL GIVEN $2.300.00 &
AVLERAGE G 38750 B
LARGEST GI'T F3000H) 121471999
LATEST GIFI $300.00 03042000
Comments
NEW ADDRESS [0 HOME [0 BUSINESS
OFFICE USE ONLY
Enlered on By
Telephone Mt an - By

[ —————————— —, — e e oy i T e b S i M W e S e e e —— e o ———_r—_

agBlackbaud

2000 DANIEL ISLAND DRIVE * CHARLESTON, SC 29482 - 1-800-468-8996

Thank you for your pledge of 8 made cn

Your participation and your support are greatly appreciated

Caller

T
Ms. Julie Marie Rach
502 LANCE AYFNLUE Please make checks payadle
PITTSBURGH PA 15228 Bilackbaud, fric.

ALL GIFTS ARE TAX DEDUCTISLE
AN ALLOWARLE BY TAW,
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Place Cards

Note: For a participant to receive a name tag or place card, you must click Tags/Cards on the General 1 tab of
a participant record and set up the name tag or place card information.

If you use the optional module Event Management, you can use the Place Cards mail task to print place cards for
the participants of your event, dinner, or meeting. For example, if you hold a formal dinner meeting, you can
print a place card for each participant of the dinner. You can also print place cards for guests who do not have a
participant record. The Raiser’s Edge is compatible with many types of place cards. However, if the place card
you want to use is not compatible with The Raiser’s Edge, you can export the information gathered by the Place
Cards mail task to an application compatible with the place card you want to use.

You can also print Place Cards from participant records. For more information, see the “Participant Record”
section of the Event Management Data Entry Guide.

Quick Letters

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration
Guide for a procedure using the Word Merge Wizard.

The Quick Letters mail task provides a fast and easy way to create letters using information from The Raiser’s
Edge. The fields included in this mail task, such as Constituent ID, Addressee/Salutation, and Address, are
preselected and not editable, which enables the quick and easy export of the most basic mailing information
from records in your database into the letter you have written. Quick Letters is a useful tool if you do not want to
send personalized letters with, for example, donors’ specific gift amounts, but merely want to send off a quick,
informative letter telling all your constituents about a meeting the following week.

In the Quick Letters mail task, all fields but one are selected for you. In a word processor or other application that
supports mail merges, you can write a letter, inserting merge fields for the basic mailing information included in
Quick Letters, and export this preselected information from your database into your merged letter.

If you use Microsoft Word to perform a mail merge, you can use the Word Merge Wizard. For more information,
see The Raiser’s Edge & Microsoft Office Integration Guide.

Receipt Report

The receipt report lists all the gifts that have receipt numbers within a range you specify. To determine the
constituents who received a receipt for their gifts, you can use the Receipt Report mail task. To verify you sent
out all the receipts you printed, you can also use the receipt report as a checklist. For a gift to be included in the
receipt report, the receipt number entered on the gift record must fall within the range specified in the Receipt
Report mail task. Also, Receipted must be entered in the Receipt field on the gift record.

Note: When you use the Receipts mail task, you can print a receipt report by marking Print receipt report on
the Format tab. For more information, see “Format Tab” on page 181.
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The receipt report contains the constituent’s name; receipt number; gift date, amount, and type; the fund to
which the gift is designated; and any information entered in the Reference field on the Gift tab of a gift record.
You can customize the report by adding formatting, such as subtitles and footers.

ose20001 Receipt Report Page |
Receipt Constituent Name Date Gift Fund Anvourrt Reference
102 Mr. Mark D. Adamgon, IO, Clags of  0G07/1998  Cath SUANHITAL F 20000

543 Leeds Awermie
Charleston, 5C 20407

110 Mt Butan E. McDonald, Class of  12/16/1999  Cath DISAETER. F 17500
321 Uhisrersity Way
Urlande, FL 32829

124 M. Foger B. Langley,PhD., Clags 104011999 Cath SUANHITAL F 12500
18 Hastell Street
San drtorio, T 78218

114 Ms. dndrey Lorens, Class of 08/10/1999  Cath ACQUISITION  § 100.00
578 Eings Way
Thila deIphia , Pt 19125

116 Dr. and Mrt. Fobert €. Hemandez, B 06/13/1999 Cath Split Gift § 100.00
41 Sate e,

Chicago, IL 60629

8956 bt Heather L. Faullowr, Class of  02/26/1999 Cath 99 AHHTTAL F 114.00
1205 Hibhen Fermy Foad
South Bend, IN 46637

Mr. Lothorry S. ELL, T, Class of 06/06/1900  Cath QOMEMEER. F 125.00
1202 Craven Drise

oaczenn Receipt Report Page 11

Feport rawe: Hew Receipt Feport

Fecords toinchde: 411

Inchude all dates

Aot toinchde: $0.00 o $100,000,000.00

Eeceipt mnbers to incnde: 1 to 500

Inchide these corntibients: Imactve = Yes;, Deceased = Ho, Comt with ro valid add =Tey

it types to inchide: Cash, Pay-Cash, MT Pay-Cash, BtockProperty, S toch/Property (2 old), Pay-StockProperty, M3
Pay-5 tock/Property, Pay-5 tock/Praperty (Sold), M3 Pay-5tock/Property (5 old), Gift-in Kind, Pay-Gift-in Eind, MG Pay-Gift-inEind,
Other, F...

Canpaigs to inchde: 411

Funds to inchide: A1

Appedls toincde: A1

Corstinent Codes to inchide: 411

Paclmges to inchude: 411

Receipts

Note: For a constituent to receive a receipt for a gift, you must select Not Receipted in the Receipt field on the
Gift tab of a gift record.
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You can use the Receipts mail task to print receipts for every gift you enter in The Raiser’s Edge. Receipts confirm
that your organization received the gift and help constituents track their donations for tax purposes. When you
design the receipt, you can choose whether to print the total gift amount or only the tax-deductible portion of
the gift.

On the Bio 2 or Org 2 tab of a constituent record, you can select, in the Receipt type field, whether the
constituent receives a receipt for every gift donated or a consolidated receipt that details all gifts donated within
the date range you select on the Receipts mail task. For more information about how to select the type of receipt
a constituent receives, see the Managing Biographical Information section of the Biographical Information
chapter of the Constituent Data Entry Guide.

When you print a receipt, the program can update the gift record with the receipt number and date and change
the status of the gift to Receipted. Once a gift has a receipt number and a status of Receipted, the program does
not receipt the gift again. When the program adds a receipt number, it does not delete an existing receipt
number from the gift record unless the constituent receives a consolidated receipt. For example, if you print a
consolidated receipt for gifts with a receipt number already entered on the gift record, the program assigns a new
receipt number to all gifts that appear on the consolidated receipt.

Types of Receipts

You can use several different ways to print a receipt in Mail. You can use preprinted paper of a standard design,
which you can order from Blackbaud, to print three receipts per page. You can use a standard preprinted receipt
but print one per page and add a custom message to it. You can also create a custom receipt in an application
that supports mail merges.

Preprinted Receipts

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

The Preprinted receipt provides the constituent basic gift information such as the constituent’s name, eligible gift
amount for tax purposes, and gift date. Preprinted receipts print three per page. You can also print the total gift
amount, receipt number, value of benefits the constituent receives for the gift, year-to-date amount donated by
the constituent, date you print the receipt, gift type, fund to which the gift is designated, constituent ID, Social
Security Number, address, and address barcode.

Sample Receipt

c/Blackbaud

2000 DANIEL ISLAND DRIVE
CHARLESTON, SC 28402

5152001

1-B00-468-8356 02/09/2007
Blac kb, Inc. grateflly ocknowledges your generous giff
Eligible amount for wx purposes: § 25,00 (Cash)
Date: 01/1872007
YTD amount for tax purposes: § 25,00
Fund: 2007 Amual Fund
Thank You.
Lallawsdllalaalllaal il il All coniributions are tax-deductible

Mrs, Elizabeth A. Ashton as allowable by law.

2457 Morrison Drive
Savannah, GA 31406
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One Per Page Receipts

To add a custom message to your receipts, mark One per page on the General tab of the Receipts mail task.
Receipts then print one per page, with the standard preprinted receipt information appearing on the bottom
third of the page and the top portion of the page can be used for a personal message. For more information, see
“Create One Per Page Mailings” on page 259.

Custom Receipts

Tip: To add a custom message to a standard preprinted receipt, use the One per page checkbox, instead of
creating an entire custom form and performing a mail merge.

When you create custom receipts, you must design a receipt form in an application that supports mail merges.
On this receipt form, add merge fields as necessary to personalize the receipt for each constituent who made a
donation to your organization. After you design a custom form, you can use the Receipts mail task to gather
information for the constituents for which you want to print receipts and export this information as a data file to
the application where you created the custom receipt form. Once you export a data file, you can merge
information from your database with the custom receipt to create a personalized receipt for each constituent.

To use the Receipts mail task to export data, select Create custom data file in the Receipt type field on the
General tab. For more information, see “General Tab” on page 41.

Reminder Report

With the Reminder Report mail task, you can print a report to determine which constituents received pledge or
recurring gift reminders, based on the selections you make in the Reminders mail task. You can also use this
report to verify that a reminder was mailed to a constituent. You can print a reminder report only after printing
pledge and recurring gift reminders.

Note: You can also export the contents of the pledge reminders report as a data file or send the contents of
the report as email. For more information, see “Export a Mailing” on page 242 and “Send a Mailing as Email”
on page 254.

The reminder report contains the name of each constituent who receives a reminder, the pledge or recurring gift
date, the fund to which the pledge or gift was designated, the pledge or gift amount, and any information
entered in the Reference field on the Gift tab of the gift record. The reminder report also lists the total number of
pledges and the total monetary amount included in the report. To customize the report, you can add formatting
such as subtitles and footers.
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Sample Reminder Report

D00 Reminder Report Page |
Constituent Name Date Gift Fund Amount Reference
M. Fulie Marie Bach 05/18/1999 Pledge ACQUISITION F 100.00
502 Lang Swmerme
Pittehrgh, PA 15228
. Lucy Gaylor Awdeerbo 04/18/1999 Pledge GARDEH F 350,00
52 Pebble Lane
Eemetmbport, ME 04046
B, Heather Leigh Faulawer 0302771999 Pledge DEVELOPMENT  § 10.00
1205 Hibben Fermry Foad
South Bend, TN 46637
Mirt. Gretchen Hatalie Jones 03021999 Pledge PLAYGROUND F 1500000
SITE

22 Concord Btreet
Crpttal City, ME ROE 0HD

4 Gifts) Listed Total:F 15.460.00

D&/22/72001 Page Z

Reminder Report

Report name: New Fledge Reminder Report

Records to include: AT

Include all dates

Aroounts to ineclude: $0.00 to $100,000,000.00

Include these constituents: Inactive = Yes; Deceased = Mo, Constituents with no valid addresses = Ves

Gift types to include: Pledge, MG Pledge

Campaigns to include: fnnmal Campaign, Capital Campaign, Disaster Relief Carapaign, Endowment Carapaign, Ilerbership Carmpaign,
Hew Playground Carapaign

Funds to inclode: A1

Appeals to include: 11
Constitnent Codes to include: A1
Date Last Changed to include: A1
Packages to include: A

Reminders

You can send reminders to constituents who have an overdue or outstanding balance on a pledge or a recurring
gift. When you send reminders to your constituents, you can improve the financial return for the pledges you
received by reminding constituents to pay their pledges. You can send a pledge reminder that contains
information about a pledge or pledge installment. The program selects the pledges for which you want to print
reminders based on whether you choose to send reminders per pledge or pledge installment. To send a pledge
reminder to a constituent, you must mark Send reminders on the Gift tab of a gift record.
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It is very important you understand how the program processes reminders so your reminders print correctly. The
program selects the recurring gifts, pledges, or pledge installments that need reminders based on the start and
end dates you enter when you set up the Reminders mail task. The start and end dates represent the date range
that the original pledge gift date must fall between to be included in the process.

On the General tab, in the Reminder type field, you select the type of reminder to print. You can create several
types of reminders for pledges or recurring gifts in Mail. You can print the reminders on 3-column or 5-column
forms you can order from Blackbaud. You can print a preprinted reminder using a full page and add a custom
message. You can also design a custom reminder form in an application that supports mail merges and export the
Raiser’s Edge data to merge with your custom reminder. For information about the reminder types, see “Types of
Reminders” on page 26.

On the General tab, you also select whether to print reminders per pledge or per installment. For information
about per pledge and per installment reminders, see “Per Pledge and Per Installment Reminders” on page 33.

In the Run date field on the General tab, enter the date to run the process. The program uses the run date to
determine which pledge installments to include and to calculate the total balance due for those installments.
Typically, if you select to include pledges that have gift dates within a “Specific range”, the run date is the same as
the end date. For example, a constituent has a pledge with a gift date of 10/01/2007, with four monthly
installments to be made on 03/15/2008, 04/15/2008, 05/15/2008, and 06/15/2008. For the constituent to
receive a pledge reminder in March, the Start and End dates must contain 10/01/2007 to capture the original
pledge. To capture the March pledge installment and calculate its amount due, the Run date must be on or after
03/15/2008. If the Run date is 04/15/2008, the March and April pledge installments are captured and the balance
due includes the balance of both installments.

The Fund Description does not print on reminders for split gifts. Instead, the following phrase prints: This pledge
has been applied to multiple funds.

Types of Reminders

Note: We recommend you process pledge reminders at regular intervals. For example, process your pledge
reminders on a weekly or monthly basis.

There are several ways to create reminders for pledges or recurring gifts in Mail. You can print the reminders on
3-column or 5-column forms you can order from Blackbaud. You can print a preprinted reminder using a full page
and add a custom message. You can also design a custom reminder form in an application that supports mail
merges and export the Raiser’s Edge data to merge with your custom reminder.

The following sections explain specific information about the 3-column, 5-column, one per page, and custom
reminders. These sections also include examples illustrating how each reminder type prints when you select per
pledge and per installment.

When you select the type of reminder to create, you must also select whether to generate reminders per pledge
or per installment. For information about the differences between a per pledge reminder and a per installment
reminder, see “Per Pledge and Per Installment Reminders” on page 33.

3-Column Reminders

Note: The reminder Run date is the date you print the reminders.
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The 3-column reminder form displays the total amount of the pledge or recurring gift, amount paid, and amount
due. You can print this reminder with the gift date, the reminder run date, or no date and the fund to which the
pledge is designated.

aBlackbaud

2000 DANIEL ISLAND DRIVE + CHARLESTON, SC 29492 « 1-800-468-8996
We wish to remind you of your pledge to BLAGKBAUD, ING.
Please make your check payable to BLACKBAUD, INC. and return this reminder with your remittance.

( $600.00 $200.00 $50.00 b
| _TOTALPLEDGE | AMOUNTPAID |  BALANCE

Thank You.

Please indicate any addvess changes.

If payment has been made
please disregard this reminder.

Total Pledge. The Total Pledge column displays the total amount of the pledge or recurring gift for which you
are printing the reminder, regardless of whether you print reminders per installment or per pledge. For
example, if you print a reminder for a pledge installment, the Total Pledge column displays the total amount
pledged. If multiple installments for a single pledge fall within the start and end dates you select, the program
prints a separate pledge reminder for each installment.

Amount Paid. The Amount Paid column displays the total amount a constituent paid toward the pledge or
recurring gift, regardless of whether you print reminders per installment or per pledge. Any write-offs or
payments made are included in the calculation of the Amount Paid. For example, a constituent pledged $100
to your organization and has not yet made any payments. If you write off $25 on the pledge and print a
reminder, the Amount Paid column displays $25.

Balance. If you print reminders per installment, the Balance column displays the amount due for the
installment for which you are printing the reminder. Any previous write-offs or payments to this installment
are subtracted from the Balance. For example, a constituent pledged to give $100 to your organization in one
installment and has not yet made any payments. If you write off $25 on the pledge and print a reminder, the
Balance column displays $75. When you print reminders per pledge, the Balance column displays the balance
due for the entire pledge as of the date you print or export the reminders. Any previous write-offs or
payments to this pledge are subtracted from the Balance.
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Example for 3-Column Pledge Reminders

Scenario: On January 1, 2001, Mary Sanders pledges to pay your organization $50 a month for a year.
This is her installment and payment schedule as of June 15, 2001.

Scenario: You are trying to learn the difference between 3-column pledge reminders printed per
installment and per pledge, so you decide to print a pledge reminder for Mary using both options.
When you set up the Pledge Reminder mail task, you enter a Start date of 05/15/2001; an End date of
06/15/2001; and a Run date of 06/15/2001. The Run date is the date you print the reminders.

One Reminder per Installment

Note: If multiple installments for a single pledge fall within the start and end dates you select, the program
prints a separate pledge reminder for each installment.

When you print Mary’s pledge reminder using the Per installment option, her only pledge installment falling
within the start and end dates you selected is the installment due June 1, 2001. This is the 3-column pledge
reminder that prints for Mary’s pledge installment due June 1, 2001.

aBlackbaud

2000 DANIEL ISLAND DRIVE » CHARLESTON, SC 29492 « 1-800-468-8996

We wish to remind you of your pledge to BLAGKBAUD, ING.
Please make your check payable to BLACKBAUD, INC. and return this reminder with your remittance.

$600.00

| $200.00 $50.00
| _TOTALPLEDGE | AMOUNTPAID |  BALANCE

A

Thank You.
Please indicate any address changes.

If payment has been made
please disregard this reminder.
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The Total Pledge column displays the total amount Mary pledged to give to your organization. Because Mary
pledged to give $50 a month for the next year, the Total Pledge is S600. The Amount Paid column displays the
total amount she paid toward the pledge. Mary has paid four installments of $50, so the Balance is $200. The
Balance column displays the total amount due for the installment due on 06/01/2001. Any previous write-offs or
payments to this installment are subtracted from the Balance. Because you have not made any write-offs or
payments for this installment, the Balance is $50. Mary’s unpaid installment due on 05/01/2001, is not included
in the Balance because it does not fall between the start and end dates you selected.

One Reminder per Pledge

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

When you print Mary’s pledge reminder using the Per pledge option, Mary does not receive a reminder because
the gift date for her pledge, 01/01/2001, does not fall within the start and end dates you selected. If you change
the Start date to 12/15/2000, and the End date to 01/15/2001, Mary’s pledge reminder prints as shown.

aBlackbaud

2000 DANIEL ISLAND DRIVE = CHARLESTON, SC 29492 + 1-800-466-8996
We wish to remind you of your pledge to BLACKBAUD, INC.
Flease make your check payable to BLACKBAUD, ING. and retum this reminder with your remittance

$600.00 3200.00 $100.00
\_TOTALPLEDGE | AMOUNT PAID BALANCE )

Thank You.

Please indicate any address changes,

If pavment has been made
please disregard this reminder.

Note: If Mary has multiple pledges to your organization, separate pledge reminders print for each pledge,
unless you consolidate the pledge reminders. For more information about consolidating pledge reminders, see
“Format Tab: Output Options” on page 183.

The Total Pledge column displays the total amount Mary pledged to your organization for this pledge. Because
Mary pledged to give $50 a month for the next year, the Total Pledge is $600. The Amount Paid column displays
the total amount she paid toward the pledge. Mary has paid four installments of $50, so the Amount Paid is
$200. The Balance column displays the total amount due for the pledge as of the Run date. Because you printed
this reminder on 06/15/2001, the installments due between July and the end of the year are not included in the
Balance because their due dates occur after the date you print the reminder. Because Mary has two unpaid
installments due before 06/15/2001, the Balance is $100.

5-Column Reminders

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.
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The 5-column reminder displays the total amount of the pledge, total amount billed, total amount the
constituent paid, planned payment, and total amount due. You can also print the gift date, the reminder run date,
or no date and the fund to which the pledge or recurring gift is designated.

cBlackbaud

2000 DANIEL ISLAND DRIVE » CHARLESTON, SC 29492 = 1-800-468-8996
We wish to remind you of your pledge to BLACKBAUD, INC.
Please make your check payable to BLACKBAUD, INC. and return this reminder with your remifiance.

( $600.00 $250.00 $200.00 $50.00 $50.00
\___ TOTALPLEDGE |  TOTALBILED |  TOTALPAID | PLANNED PAYMENT | “TOTAL DUE J
Thank You.
Flease indicate any address changes.
If payment has been made

please disregard this reminder.

Total Pledge. The Total Pledge column displays the total amount of the pledge for which you are printing the
reminder, regardless of whether you are printing reminders per installment or per pledge. For example, if you
print a reminder per installment, the Total Pledge column displays the total amount pledged.

Total Billed. If you print reminders using the Per installment option, the Total Billed column displays the total
amount of all paid and unpaid installments with a due date occurring before the due date of the installment
for which you are printing the reminder. For example, a constituent pledged to give your organization $30 in
three installments, which are due January 1, February 1, and March 1. The constituent pays the first
installment but fails to pay the second installment. If you send a reminder for the third installment due on
March 1, the Total Billed column displays $20. This amount is the total for all installments due before the
installment for which you are printing the reminder. When you print reminders per pledge, the Total Billed
column displays the total amount for all installments with a due date that occurs before the Run date, which
is the date you plan to print the reminders. The Total Billed does not include any write-offs made to the
pledge or installments.

Total Paid. The Total Paid column displays the total amount the constituent has paid toward the pledge or
recurring gift, regardless of whether you print reminders per installment or per pledge. Any write-offs or
payments made for the pledge are included in the calculation of the Total Paid. For example, a constituent
pledged $100 to your organization and has not yet made any payments. If you write-off $25 on the pledge and
print a reminder, the Total Paid column displays $25.

Planned Payment. When you print one reminder per installment, the Planned Payment column displays the
amount due for the current installment. Any payments made toward the installment are not included in the
Planned Payment. Any write-offs you made to the installment are subtracted from this amount. For
reminders printed per pledge, this column displays the total amount of all installments with a due date that
occurs before the Run date. Any write-offs made to the pledge or pledge installment for which you are
printing the reminder is subtracted from the Planned Payment. For example, you are printing a per pledge
reminder for a $100 pledge. Because you have written off $30 of this pledge, the Planned Payment column
displays $70.

Total Due. When you print one reminder per installment, the Total Due column displays the total amount due
for the installment. Any write-offs or payments made to the installment are considered in the calculation of
the Total Due. For reminders printed per pledge, this column displays the total amount due for the pledge as
of the date you print the reminders. This column is calculated by subtracting the Total Paid amount from the
Total Billed amount.
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Example for 5-Column Pledge Reminders

Scenario: On January 1, 2001, Mary Sanders pledges to pay your organization $50.00 a month for a
year. This is her installment and payment schedule as of June 15, 2001.

Installments E

Pledge balance: $400.00
Date I Amnounk I Balance Iﬂ
1/1j2001 $50.00 $0.00
2}1}2001 $50.00 $0.00
3i1}z001 450,00 0,00
4j1}2001 $50.00 $0.00
5/1/2001 450,00 50,00
Bi1}2001 $50.00 $50.00
7l1jz001 450,00 50,00
Bi1/2001 $50.00 $50.00
9/1}2001 450,00 $50.00 |

Scenario: You are trying to learn the difference between 5-column pledge reminders printed per
installment and per pledge, so you decide to print a pledge reminder for Mary using both options.
When you set up the Pledge Reminder mail task, you enter a Start date of 05/15/ 2001; an End date of
06/15/2001; and a Run date of 06/15/20011, which is also the day you print the pledge reminders.

One Reminder per Installment

Note: If multiple installments for a single pledge fall within the start and end dates you select, the program
prints a separate pledge reminder for each installment.

When you print Mary’s pledge reminder using the Per installment option, her only pledge installment falling
within the start and end dates you selected is the installment due 06/01/2001. This is the 5-column pledge
reminder that prints for Mary’s pledge installment due 06/01/2001.

cBlackbaud

2000 DANIEL ISLAND DRIVE » CHARLESTON, SC 29492 = 1-800-468-8996
We wish to remind you of your pledge to BLACKBAUD, INC.
Please make your check payable to BLACKBAUD, INC. and return this reminder with your remifiance.

( F600.00 $250.00 $200.00 $50.00 . $50.00
__TOTALBILLED [ TOTALPAID _

\___ TOTALPLEDGE | _ ~ PLANNED PAYMENT _ ] “TOTAL DUE J

Thank You.
Flease indicate any address changes.

If payment has been made
please disregard this reminder.
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The Total Pledge column displays the total amount Mary pledged to give your organization. Because she pledged
to pay $50 a month for the next year, the Total Pledge is S600. The Total Billed column displays the total
monetary amount of all installments due before the June 1 installment. In this case, this is the sum of the
installments due in January, February, March, April, and May. Total Billed does not include the amount of the
installment for which you are printing the reminder. The Total Paid column displays the total for all payments
Mary made toward the pledge. Because Mary paid four payments of $50, the Total Paid is $200. The Planned
Payment column displays the total amount due for the installment due on June 1. Because no write-offs have
been made for this installment, the Planned Payment is $50. The Total Due displays the amount due for the
installment. Because you have not made any payments or write-offs to the pledge due on June 1, the Total Due is
$50.

One Reminder per Pledge

When you print Mary’s pledge reminder using the Per pledge option, Mary does not receive a reminder because
the gift date for her pledge, 01/01/2001, does not fall within the start and end dates you selected. If you change
the Start date to 12/15/2000, and the End date to 01/15/2001, Mary’s pledge reminder prints as shown.

cBlackbaud

2000 DANIEL ISLAND DRIVE » CHARLESTON, SC 29492 = 1-800-468-8996
We wish to remind you of your pledge to BLACKBAUD, INC.
Please make your check payable to BLACKBAUD, INC. and return this reminder with your remifiance.

( $600.00 $300.00 $200.00 $300.00 $100.00
TOTALPLEOGE |  TOTALBILLED |  TOTALPAD | PLANNEDPAYMENT | TOTALOUE
Thank You.
Please indicate any address changes.
If payment has been made

please disregard this reminder.

Again, the Total Pledge column displays the total amount Mary pledged to your organization for this pledge. The
Total Billed column displays the total monetary amount for all installments due before the Run date, which is
June 15. In this case, this is the sum of the installments due in January, February, March, April, May, and June
which equals $300. The Total Paid column displays the total for all payments Mary made toward the pledge.
Because Mary paid four payments of $50, the Total Paid is $200. The Planned Payment column displays total
amount of all installments with due dates occurring on or before the Run date. Because no write-offs have been
made for this pledge, the Planned Payment is $300. The Total Due displays the amount due for the pledge and is
calculated by subtracting the Total Paid amount from the Planned Payment amount. Therefore, the Total Due is
$100.

One Per Page Reminders

To add a custom message to your reminders, mark One per page on the General tab of the Reminders mail task.
Reminders then print one per page with the standard preprinted reminder information appearing on the bottom
third of the page and the top portion of the page can be used for a personal message.

For more information, see “Create One Per Page Mailings” on page 259.

Custom Reminders

Tip: If you only want to add a custom message to a standard preprinted reminder, use the One per page
checkbox, instead of creating an entire custom form and performing a mail merge.
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When you create custom reminders, you must design a custom reminder form in an application that supports
mail merges. On this form, add merge fields as necessary to personalize the form for each constituent who
receives a reminder. After you design a custom form, you can use the Reminders mail task to gather information
about the constituents and pledges or recurring gifts and export this information as a data file to the application
where you created the reminder form. Once you export a data file, you can merge the information from your
database with the custom reminder form to create a personalized form for each constituent.

For a detailed description of the calculated fields available in the Gifts folder on the Fields to Include tab for the
Create custom data file Reminder type, such as Total pledge or Total paid, see the definitions in the section,
“5-Column Reminders” on page 24.

The following calculated fields appear only for Custom reminders:

Total Pledge Balance. The Total Pledge Balance shows the amount of the master pledge minus payments and
write-offs. This amount is not dependant on the Run date.

Running Pledge Balance. The Running Pledge Balance shows the amount due for the pledge as of the Run
date. If you select the Per pledge option on the General tab, the amount shown is for the master pledge. If you
select Per installment, the calculated amount is for the installment.

Per Pledge and Per Installment Reminders

On the General tab, you select whether to print reminders per pledge or per installment.

¢ To print one reminder per pledge, even if multiple installments are due for the pledge, select Per pledge. The
program prints one reminder for every pledge with a gift date that falls within the date range you enter in the
Include Gifts with these Dates frame on the General tab. For example, a constituent has an installment due on
01/15/2008 and 02/15/2008. If you select a start date of 01/01/2008 and an end date of 03/01/2008, two
reminders print for this constituent. We recommend you enter a date range that includes the date of the
original pledge.

¢ To print one reminder per installment, select Per installment. The program prints on reminder for every
installment that falls within the date range you enter in the Include Gifts with these Dates frame on the
General tab. For example, a constituent has pledge installments due on 01/15/2008 and 02/15/2008. If you
select a start date of 01/01/2008 and an end date of 03/01/2008, two reminders print for this constituent.

If you select Per installment, you can select to include a Reminder barcode on the Fields to Include tab. If the
constituent returns the reminder with his pledge or recurring gift payment, you can simply scan the barcode
when you enter the gift in Batch, and information about the gift automatically fills in the gift fields. This helps
ensure accuracy and cuts down on data reentry. For more information about how to scan a reminder barcode
in Batch, see the Batch Guide.

Your selection to run reminders Per pledge or Per installment affects the Installment Due On column on the
Reminders Sent screen, accessible from the gift record. If you select Per pledge, the Installment Due On column
lists the pledge date as the due date. If you select Per installment, the Installment Due On column lists the
installment date as the due date.

Renewal Notices

Note: For a member to receive a renewal notice, you must mark Send renewal notices on the Membership
tab of a membership record.



34 CHAPTER

If you use the optional module Membership Management, you can print renewal notices for memberships that
have lapsed or will lapse. Sending renewal notices can increase your membership retention rate. For example,
last year John Smith donated $50 to become a member of Friends of the Orchestra. His membership is scheduled
to expire in three months. You can send him a renewal notice to encourage and remind him to extend his
membership an additional year. If you do not send a renewal notice, John may forget to extend his membership
or decide it is not worth the trouble to contact you again. For a member to receive a renewal notice, you must
mark Print renewal notices on the Membership tab of a membership record.

For more information about Membership Management, see the Membership Data Entry Guide.

You can select on the Fields to Include tab to print a Renewal barcode. If the constituent returns the renewal
notice with her payment, you can simply scan the barcode while you enter gifts in Batch, and information about
the gift automatically fills in the appropriate fields. This way, you ensure accuracy and cut down on data reentry.
The barcode begins with a “D” or “M”, depending on whether it is being sent to the donor or member. For more
information about scanning a reminder barcode in Batch, see the Batch Guide.

Types of Renewal Notices

In Mail, you can print different types of renewal notices. You can print One third, Two thirds, or Full Page renewal
notices using forms you can order from Blackbaud. You can also design a custom renewal notice form in an
application that supports mail merges and export the data to the application to merge with the form.

One Third, Two Thirds, and Full Page Notices

The One third, Two thirds, and Full page renewal notices display the date you print the notice, the date the
membership expires if the constituent renews the membership, and the current membership category. You can
customize renewal notices by entering a short message that prints at the top of the notice. The renewal notice
size you select determines the number of text lines available for an additional message. One third page forms
have no text area; Two thirds page forms have 20 lines of space available for text; and Full page forms have 42
lines of space available for text.

Sample One third page renewal notice

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

The One third page renewal notices print three per page.

<« sBlackbaud

Helping You Make The World A Better Place

Date of Notice 10/15/2001 AUNESITAORR NIRRT O
When renewed, membership is valid to: 10/ 10/2002 MOOOO3 1900000553
Current Membership Category:  Corporate

Prof. Mary Beth Richardson

40 ASHLEY AVENUE
PIERRE 5D 57501

Please renew vour membership! And don't forget - the new mnsuem opens in December!
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Sample Full page renewal notice

On the Full page renewal notice, you have space available to print a message. The two thirds page renewal notice
is not pictured, but is useful if you want more print space than the One third page, but do not need the Full page
renewal notice.

JBlackbaud

Helping You Make The World A Belter Place

Dateof Notice  10/15/2001 A
When renewed. meanbershup 15 valid to 1/10/2002  MOOOO3 1200000553
Current Membership Catezory: Couple

Prof. Mary Beth Richardson

66

40 Ashley Avenue
Pierre, SI2 37501

Dear Dr. Richardson,

We have greatly appreciated your bership with tlus Nouprefit Ch thas year
As you know, our organization has much to offer the commumity, as welll as its members.
Please consider renewing your membership for another vear.

We look forward to your membership for another greal year.

Thank you

Sincerely,

Miss Emaly Gordon
Director, Nonprofit Organization

Custom Renewal Notices

When you create custom renewal notices, you must design a renewal notice form in an application that supports
mail merges. On this renewal notice form, add merge fields as necessary to personalize the renewal notice for
each member. After you design a custom form, you can use the Renewal Notices mail task to gather information
for the members for which you want to print renewal notices and export this information as a data file to the
application where you created the custom renewal notice form. Once you export a data file, you can merge the
information with the custom renewal notice to create a personalized notice for each member.

To use the Renewal Notices mail task to export data, select Create custom data file in the Notice type field on the
General tab. For more information, see “General Tab” on page 41.

Volunteer Follow-Up Letters

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration
Guide for a procedure using the Word Merge Wizard.
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If you use the optional module Volunteer Management, the Volunteer Follow-up Letters mail task is available.
Use this mail task to respond to volunteers about job assignments and specific information for those jobs. This
mail task differs from the Follow-up Letters mail task in that it is used specifically for volunteers, instead of
actions.

The Volunteer Follow-up Letters mail task is similar to the other mail tasks in the Letters category. It helps you
export constituent information to another application to merge with an existing mail merge letter.

In an application that supports mail merges, you can write a letter to correspond with a group of volunteer
records. In this letter, insert merge fields, such as Job Name and Start Date to personalize the letter for each
volunteer. For example, you could write “Thank you for volunteering for [merge field] on [merge field].” Using the
Volunteer Follow-up Letters mail task, you can export the Job Name and Start Date fields to create a personal
letter for each volunteer who receives a follow-up letter.

For more information about Volunteer Management, see the Volunteers & Jobs Data Entry Guide.

Truncation

With the Membership Card Truncation Report and Label Truncation Report mail tasks, The Raiser’s Edge offers
you the ability to check how the information you choose to include on the card or label prints on the format you
specify. You can also check the truncation on the Format tab of the Labels, Place Cards, Name Tags, and
Membership Cards mail tasks.

Note: If you have Membership Management, you can print membership cards for any membership in your
database.

For example, before you print membership cards, you can print a membership card truncation report to
determine if the member’s biographical and address information is too long to fit on the membership card you
designed. This report can check both horizontal and vertical truncation. It is important to understand how the
program truncates text, to ensure that all the information fields you want to include d actually fit on the specified
card, label, or name tag type.

Horizontal Truncation

Horizontal truncation checks to make sure the information you select to print fits horizontally on the card, label,
or name tag you design and will not run off the sides. When the program checks for horizontal truncation, it
determines which cards, labels, or name tags have too many characters on a single line for the current font and
font size. When you check for horizontal truncation, you must specify a range of font sizes to test. You can test a
maximum of 10 font sizes on each report.
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At the top of the report, the card, label, or name tag type and font you selected on the mail task displays. Because
you are checking both horizontal and vertical truncation, the report is divided into two sections. The Horizontal
Truncations section determines the longest line on each card or label processed by the mail task. The Font Size
table displays each font size within the font size range specified on mail task. For each card, name tag, or label,
the report displays No if the information does not truncate using a particular font size and Yes if the information
does truncate.
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Vertical Truncation

When you check for vertical truncation, you must specify a range of font sizes to test. For each font size, the
report displays the number of lines that fit vertically on the membership card you are using. Then, it prints the
original and truncated membership card contents for every card, label, or tag that truncates, based on the fields
and font size you select. You can test a maximum of 10 font sizes per report.

Note: The membership barcode, expiration date, and membership category fields never truncate from the
Preprinted membership card.

For membership cards, the method the program uses to test vertical truncation depends on whether you use the
Preprinted or 12-field membership card. When you use the Preprinted membership cards, you can select many
fields to appear on the membership cards. However, all fields you select may not fit on the card. When you select
more fields than the Preprinted membership card can accommodate, the program eliminates the fields from the
membership card in this order:

1. Phone number 7. Address line 1

2. Constituent ID 8. City, State, ZIP

3. Address line 5 9. Address barcode
4. Address line 4 10. Endorsement line

5. Address line 3 11. Formatted name
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6. Address line 2

When you use the 12-field membership card, the program does not truncate any fields from the card because
you cannot select more than 12 fields to print on the card. However, you can check vertical truncation to
determine whether the font size you use is too large for the line height of the card.

When you select more fields than the label and font size can accommodate, the program eliminates fields from
the label in this order:

1. <blank row(s)> 18. LOT

2. Attribute category 1, 2, 3, etc. 19. Address line 5

3. Relation 20. Address line 4

4. Birth date 21. Address line 3

5. Phone number 22. Address line 2

6. User defined message 23. Spouse name line 2
7. Membership renewal date 24. Spouse name line 1
8. Membership ID 25. Addressee line 2

9. Membership expiry date 26. Addressee line 1
10. Nickname 27. Country

11. Class of 28. Primary business name
12. Additional addr/sal 29. Address line 1
13.1D 30. City, State, ZIP

14. Segment appeal 31. Contact name line 2
15. Constituent code 32. Contact name line 1
16. Contact position 33. Barcode

17. CART 34. Endorsement line

The Vertical Truncations section of the report displays the original and truncated information for each label in the
mailing that truncates vertically. For example, you are printing a label for Mark Adamson. When you set up the
Label Truncation Report mail task, you decide to check the font sizes between 10 and 19 to determine whether
Mark’s information truncates. For Mark’s label, the program checks each font size, beginning with 10, to
determine whether the information truncates vertically. When the program checks the font size 17, the
user-defined message on Mark’s label truncates. For the font size 17, the program prints Mark’s original and
truncated label in the report. Because Mark’s label also truncates vertically using the font sizes 18 and 19, the
original and truncated label for the font sizes 18 and 19 is also included in the Vertical Truncations section of the
report.
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Sample Truncation Report

Blackbaud Demo

Page 1

Truncation Reports

06/21/2002
Label Type: 12 Field
Font Name: Times New Roman

Horizontal Truncation |

Name

Mr. Mark Daniel Adamson, III
Ms. Jill Madeline Garrett

Ms. Marilyn Andrea Kessler
Mir. Daniel Roy Snyder

Mr. Jordan Highsmith

Miss Emma Virginia Terrell
Senator David Underwood, M.D.
Mr. Nicholas Vincent

Mr. Nicholas Vincent

Mr. Jason Douglas Campbeil

Totals per font size:

Font Size [

11 12 13 14 15 16 17 18 19
Yes Yes  Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes
Yes Yes Yes Yes Yes Yes Yes Yes Yes

Vertical Truncation HE———

Font Size: 15, 5 lines per label

Label Contents

Truncated Label Contents

Patron Patron

Adopt an Animal Adopt an Animal

09/15/2000 09/15/2000

22 22

MS JILL MADELINE GARRETT MS JILL MADELINE GARRETT
Student Student

45 WORTHLY AVENUE 45 WORTHLY AVENUE

<Membership Bar Code>
CHESIRE CT 06410
000002700000278
Sustainer

Adopt an Animal
05/30/2001

3400

MR MARK DANIEL ADAMSON III
Trustee

843 LEEDS AVENUE
<Membership Bar Code>
CHARLESTON SC 29407
000009300000866
Corporate

Business Level

06/02/2001

17

MS MARILYN ANDREA KESSLER
159 BROWN STREET

<Membership Bar Code>

BOSTON MA 02133
000002200000228

Corporate

Business Level

01/01/2001

50
MR DANIEL ROY SNYDER

Sustainer
Adopt an Animal
05/30/2001

400
MR MARK DANIEL ADAMSON 111
Trustee
843 LEEDS AVENUE

Corporate
Business Level
06/02/2001

17
MS MARILYN ANDREA KESSLER
159 BROWN STREET

Corporate

Business Level

01/01/2001

50

MR DANIEL ROY SNYDER
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Overview

No matter what mail task you use, the main purpose of the General tab is to help you select a base group of
records to be processed. After you choose a base group of records, you can define this group using other options,
fields, and checkboxes available on the General tab and other tabs in the mail task.
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File  Edit Favortez Help

RS Qw2
7 Segment 8: PostalS aver | 3: Format
1: General | 2 Figlds ta Include | 3 Filters I 4: Altributes | 5 Ind. Address | B Org Address
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Include... | All records
Form type: Type I Size Across I Drown I Description
Z veny® 5161 Tx4d 2 n Laser dddress =
Farm fDntZITimes Mew FBaman j Start printing in Fow: [1 j'
=
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Head of Household Procezsing Include these Constituents
* Mail only to constituents marked 'Head of Household'| | W Inactive constituents
[~ Deceased constituents

[ Constituents with no valid address

= Mail ta first constituent found
= Mail to bath constituents separately

[~ Create output quemn

Frint Preview Layout

< Blank | Nest » Cancel

Parts of the Screen Defined

All available frames, fields, checkboxes, and options are listed in alphabetical order below with descriptions. Not
all fields and options are pictured in the screen shots shown here or are available on all mail tasks.

Action Priorities. In the Action Priorities frame, you can include actions based on the priority level entered on
the General tab of an action record. To select the priority level for the actions in the mailing, mark the
appropriate checkboxes in the Action Priorities frame. For example, if you are creating a general follow-up
letter for normal and low priority actions, mark Normal priority and Low priority.

Note: You must mark one or more checkboxes in the Action Progress frame because the program includes
actions for follow-up letters based on the progress status you select.

Action Progress. In the Action Progress frame, you can include actions based on whether the status entered
on the General tab of an action record is Open or Completed. To select a progress status for the actions in the
mailing, mark Open or Completed in the Action Progress frame. To include both Open and Completed

actions, mark both checkboxes.
Base Summary on Gifts with these Dates. See Date and Date to Use.

Card type. See Type.
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Check for horizontal truncations. Mark Check for horizontal truncation to check a mailing, such as
membership cards, for horizontal truncation before you print the cards. For more information about how the
program determines whether a mailing piece truncates, see “Horizontal Truncation” on page 36.

Check for vertical truncations. Mark Check for vertical truncation to check a mailing for vertical truncation
before you print. For more information about how the program determines whether a mailing piece
truncates, see “Vertical Truncation” on page 37.

Create for. In the Create for field, select the record type for which you want to print mailing pieces. You can
select:

e Constituents
¢ Relationships
¢ Honor/Memorials

Note: In the Create for field, the Honor/Memorials option appears only if you use the optional module
Honor/Memorial Tracking. The Participants selection appears only if you use the optional module Event
Management.

¢ Participants

If you select Constituents, you can print, for example, a card for every constituent record in your database.
However, constituents can be eliminated from the mailing using other options, fields, and checkboxes on the
mail task.

When you select Relationships, you can print a mailing piece for each relationship record in your database. If
a relationship record is linked to multiple constituent records, a mailing piece prints for each. For example,
John Smith has two children, Susan and Martha, and he is linked as a relationship on both of his daughters’
constituent records. Two cards will print for him. Or, for example, if you choose to include only selected
records from a constituent query, when you select Relationships, you print mailing pieces for the relations of
the constituents in the query. Addresses for relationships are taken from the relationship record. When an
address is not present on the relationship record, an address is selected based on the selections made in Step
4 of the Ind. Address or Org. Address tab.

When you select Honor/Memorials, you can print a card for all constituents with the Constituent is an
Honor/Memorial checkbox marked on the Honor/Memorial tab of their constituent records.

When you select Participants, you can print a mailing piece for each participant in your database. Addresses
for participants are taken from the participant record. When an address is not present on the participant
record, an address is selected based on your entry in the For records who do not have an address field on the
Format tab. For more information, see “Format Tab: Output Options” on page 183.

Note: If you sort the mailing using the PostalSaver tab or Sort on the Format tab, records appear in the output
qguery using the same order.

Create output query. An output query is a static query of all records included in a mailing. For example, when
you print appeal cards for a group of constituents, you can create an output query that contains the names of
all constituents who received an appeal card. Later, you can use this query to print address labels or
envelopes for the constituents who received appeal cards.

Note: Not all output query types are available for all mail tasks. Mark the Create output query checkbox on
the General tab of the mail task you are using to see the selections available.

To create an output query that contains the records included in the mailing, mark Create output query. When
you mark this checkbox, on some mail tasks specify also whether to create a Constituent, Gift, Individual,
Organization, Action, Job, Participant, or Membership output query.For more information about query types
or creating and using queries, see the Query chapter of the Query & Export Guide.

Credit Matching Gifts To. When a constituent donates a gift, a matching gift company can also donate a
matching gift. When you create a mailing such as appeal cards, you must specify in the Credit Matching Gifts
To frame how the program should credit the donor and the matching gift company in the giving summary. You
can credit:
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e Donor
¢ MG Company
e Both

Note: The information you enter in the Credit Matching Gifts To frame affects the way gift information prints
in your mailing. It does not change the information entered on the Matching Gifts tab of a gift record.

When you select Donor, the donor, or the employee of the matching gift company, receives credit for the
matching gift. If you select MG Company, the matching gift company receives credit for the matching gift.
When you select Both, both the donor and matching gift company receive full credit for the matching gift.

Date. In the Date field, enter a date, such as Today, Yesterday, or <Specific Range>. When you select <Specific
Range> in the Date field, the Start and End fields appear so you can enter the date range to use. For example,
when you print appeal cards, you may want to print the constituent’s giving history for the last year. To enter
this date range, in the Date field, select Last calendar yr.

Date of Notice. In the Date of Notice field, enter the printing date for the renewal notices. The program uses
the Date of Notice and Include Memberships that Expire within these Dates frame to determine whether a
membership is eligible for a renewal notice based on the expiration date of the membership. Membership is
tracked through Membership Management.

Date to use. In the Date to use field, select whether you want the program to use the Gift date or the GL post
date to determine if a gift should be included in the mailing.

Exclude job assignments with letter sent. If you use the optional module Volunteer Management, mark
this checkbox to exclude from the mailing job assignments that have Letter sent marked on the job
assignment record. To send another letter to those volunteers who already have the Letter sent checkbox
marked on their job assignment record, unmark Exclude job assignments with letter sent.

Exclude members who have received notices after. You can exclude members from the mailing based
on the mailing date of their last renewal notice. This date appears in the Renewal History grid on the
membership record. If you mark Exclude members who have received notices, you must enter the date used
to exclude memberships from the mailing. Membership is tracked through Membership Management.

Note: On the Mail tab of User Options, you can select a default for the Form font and Font size fields. For
more information about specifying user options, see “Mail User Options” on page 6.

Font size. In the Font size field, select a size for the text on the mailing. The font size you select may impact the
amount of information you can include on a mailing piece, such as labels.

To size. In mail tasks with the To size field, you need to enter the range of font sizes to test on the truncation
report. For example, if you want to determine labels that truncate when you use font sizes of 10 through 18,
enter 10 in the Font size field and 18 in the To size field. You can test a maximum of 10 font sizes per report.

Form font. In the Form font field, select the font to use for the text on the mailing pieces you are printing. To
ease your selection, font names on the drop-down menu appear in their respective typeface.

Form type. In the Form type grid, select the type of label, card, envelope, or name tag you want to use. The
Type and Size columns list the available types and dimensions. The graphic to the left of each entry indicates
the label type. For example, labels that print on a laser printer display a printer graphic next to the label type.
The Across column displays the number of labels across the width of a sheet of labels and the Down column
displays the number of labels down the length of a sheet. The Description column provides additional details
about each label type.

The Raiser’s Edge is compatible with many standard label and card sizes shown in the Form Type table.
However, if the label, card, envelope, or name tag size you use is not available, you can use the mail task to
export a data file containing the constituent’s name, address, and additional information so you can print
labels or cards using another application.
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Card Types

The following card types are available for selection on the Cards and Place Cards mail tasks:

Form types Height Width  |Columnsper page |Rowsper page
Avery® 5388 3in. 5in. 1 3
Index Card 112 in. |4in. 1 7
Index Card 112 in. |4in. 2 7
Rolodex Card 2in. 4in. 1 4

Envelope Sizes

Envelope Type Size Description
Size 10 41/8x91/2in. Business
Size63/4 358x61/2in. Letter
Monarch 378x712in. Letter
Size 9 378x878in. Business
Size 11 41/2x103/8in. Business
Size 12 43/4x11in. Legal
International DL 110x 220 mm. <Blank>
International C4 229 x 324 mm. <Blank>
International C5 162 x 229 mm. <Blank>
International Cé 114 x 162 mm. <Blank>
International C65 114 x 229 mm. <Blank>

Note: When you use the Labels mail task, in the Form type field, you can also select the card types available
for the Cards mail task. For more information, see the section “Card Types” on page 45.
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Label Types
Label Types |Height Width Columns per page|Rows per page
Avery® 4013 [15/16in. [31/2in. |1 12
Avery® 4014 |17/16in. |4in. 1 8
Avery® 4015 |15/16in. |5in. 1 12
Avery® 4021 |15/16in. |3in. 4 12
Avery® 4022 |1 15/16 4in. 1 6
in.
Avery® 4027 |7/16in. 312in. |1 24
Avery® 4029 |15/16in. [31/2in. |4 12
Avery® 4030 |15/16in. (31/2in. |2 12
Avery® 4031 |15/16in. (31/2in. |3 12
Avery® 4032 |1 7/16in. |4in. 2 8
Avery® 4033 |1 7/16in. |4in. 3 8
Avery® 4035 |115/16 (31/2in. |1 6
in.
Avery® 4037 |15/16in. (21/2in. |2 12
Avery® 4060 |17/16in. [31/2in. |1 8
Avery® 4061 |17/16in. (31/2in. |2 8
Avery® 4062 |17/16in. (31/2in. |3 8
Avery® 4065 |15/16in. |4in. 1 12
Avery® 4067 |15/16in. |4in. 3 12
Avery® 5160 |1 in. 258in. |3 10
Avery® 5161 |1in. 4in. 2 10
Avery® 5162 |11/3in. |4in. 2 7
Avery® 5163 |2in. 4in. 2 5
Avery® 5196 |23/4in. (23/4in. |3 3
Avery® 5197 (1122 in. |4in. 2 6
Avery® 5662 |11/3in. [(41/4in. |2 7
Avery® 5962 (11/3in. |4in. 2 7
Avery® 5660 |256in. [(41/4in. |3 10
Avery® 5663 |2 in. 41/4in. |2 5
Cheshire 1in. 312in. |4 11
Name Tag Types

Label Types [Height Width Columnsper page |Rows per page

Avery®5390 (31R2in. [21/kin. |2 4
Avery® 5392 |4 in. 3in. 2 3
Avery® 5395 (33/8in. (21/3in. |2 4

Avery® 5095
Avery® 5895

Avery® 5883 (31R2in. (21/kin. |2 4
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Note: If you choose to print a mailing piece for only one spouse, you can use addressees or salutations to
include the other spouse. For more information about addressees and salutations, see the Biographical
Information chapter of the Constituent Data Entry Guide.

Head of Household Processing. In your database, you may have separate constituent records for two
constituents who are married to or live with each other. In the Head of Household Processing frame, you can
decide whether to print a card for one constituent or both. You can select:

¢ Mail only to constituents marked ‘Head of Household’
¢ Mail to first constituent found
¢ Mail to both constituents separately

When you mark the Mail only to constituents marked ‘Head of Household’ option, a mailing piece prints for
the constituent with the This individual is the “Head of Household” checkbox marked on the Spouse button
of the constituent record. If you mark the Mail to the first constituent found option, a mail piece prints for
the first constituent found. For example, you are creating cards for a query of constituents. Cards are
processed for these constituents using the order the records appear in the query. If Jan Smith appears in the
query before her husband John, a card prints for Jan and a card does not print for John. When you mark the
Mail to both constituents separately option, a card prints for both constituents.

Warning: The options in the Head of Household Processing frame do not affect records that are not
constituents. For example, when you choose Relationships in the Create for field, any relationship who is not a
constituent is not affected by your selection in the Head of Household Processing frame.

The Head of Household Processing frame is used only when both people of the household are included in the
query or mailing. If the Mail only to constituents marked Head of Household option is marked and both
people are in the query, only the person marked Head of Household will receive the mailing. If only the
person not marked Head of Household is in the query, that person will not be excluded from the mailing.

Include. On every mail task, you need to select a base group of records to process. Once you select these
records, you can use other options, checkboxes, and fields on the mail task to define the records included in
the mailing. For example, you can use the Include button to include all constituent records in the mailing.
Even though you are including all constituent records, a mailing piece does not necessarily print for each
constituent record. You can use other tabs, such as the Attributes tab, to limit the records included in the
mailing. To select the records for which you want to print a mailing, click Include. You can choose from the
following menu selections.

o All Records
o Selected Records
® One Record

Note: If you select All Records, records can be eliminated by other criteria. For example, you can exclude
deceased constituents by leaving the Deceased constituents checkbox unmarked in the Include these
Constituents frame.

o All records

Choosing All records bases your mailing on all records in your database. This does not mean you cannot
exclude records later using other factors, such as Attributes on the Attributes tab of the mail task. When you
click Include and select All records, you are merely starting with a base group of all records in your database.
When you select All records, “All records” displays next to the Include button.

o Selected records
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Choosing Selected records means you want to run this mail task with a base group of selected records from
your database, which you must have already defined in a Query. When you choose Selected records from the
submenu, the Open Query screen appears. For more information about using the Open Query screen or
queries, in general, see the Query & Export Guide. Choosing Selected records does not mean that you cannot
further define parameter to exclude records from the mailing on other tabs in the mail task. However, the
base group of records you begin with is already defined by the parameters you set in the query you are using.
When you select a query, the query name displays next to the Include button.

e One record

When you select One record from the submenu, the Open screen appears so you can search for a specific
record for which you want to print the mailing. For more information about using the Open screen, see the
Program Basics chapter of the Program Basics Guide. When you select the record, the name displays to the
right of the Include button.

Include Actions with these dates. The Include Actions with these dates frame helps determine the actions
receiving the mailing. For example, if you are creating follow-up letters for lunch meetings you attended last
week, you can enter information in this frame so the program selects actions that occurred only last week.
See also Date.

Include Gifts with these Amounts. In the Include Gifts with these Amounts frame, specify a monetary
range to select the gifts to include in the mail task. For example, you may want to print receipts only for major
donors. See also Start amount and End amount.

Include Gifts with these Dates. In the Include Gifts with these Dates frame, specify a date range used to
select the gifts that require a mailing. See also Date and Date to use.

Include Job Assignments with these Dates. This frame helps determine the volunteers who receive
follow-up letters. For example, if you are creating Volunteer Follow-up letters for an Environmental Clean Up
job this weekend, you can enter information in this frame so the program selects job assignments that
occurred only last week. See also Date.

Include Job Assignments with a Status of. In this frame, select to send letters to volunteers with a status
of either Assigned, Requested, or Both on their job assignment records. When you select the Requested or
Both options, the Requested on field becomes available so you can enter a date or date range for the request
period.

Note: Membership is tracked through Membership Management. For more information about the
membership record, see the Membership Data Entry Guide.

Include Memberships that Expire within these Dates. In this frame, you can select the memberships that
require renewal notices. See also Date.

Include Membership Transactions that Start within these Dates. In this frame, you can select the
memberships that require membership cards. For example, to send membership cards to all new members
who joined in the last two weeks, you can specify the expiration date of these memberships in the Include
Membership Transactions that Start within these Dates frame. See also Date.

Include Pledges with these Dates. When you print a pledge reminder report, you must specify in the
Include Pledges with these dates frame a date range the program uses to select the pledges or to include in
the report. See also Date and Date to use. For a detailed explanation about how the date range you select
affects the reminders that print, see “Types of Reminders” on page 26.

Include these Constituents. The Include these Constituents frame has three checkboxes you can use to
include or exclude constituents based on their status. For a constituent to be included in your mailing, he
must satisfy all selected criteria.

Note: When you use a mail task, you can exclude inactive constituents from the mailing by leaving the Inactive
constituents checkbox unmarked.
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When you mark Inactive constituents, constituents with the Constituent is inactive checkbox marked on the
Bio 1 or Org 1 tab of their constituent records are included in the mailing. If a constituent has no current
interest in your organization, you can choose to mark the Constituent is inactive checkbox on the constituent
record instead of deleting the record from your database.

If you mark Deceased constituents, individuals with the Deceased? checkbox marked on the Bio 1 tab of their
constituent records are included in the mailing. You may want to include deceased constituents in a mailing if
the constituent’s spouse is still interested in your organization, but does not have a separate constituent
record. You can modify the primary addressee and primary salutation to remove the deceased constituent
from the mailing. For more information about the Addressees/Salutations tab of a constituent record, see the
Biographical Information chapter of the Constituent Data Entry Guide.

When you mark Constituents with no valid address, constituents with the Constituent has no valid
addresses checkbox marked on the Bio 1 or Org 1 tab of their constituent records are included in the mailing.

Include these Pledge Amounts. In the Include these Pledge Amounts frame, specify a monetary range for
the pledges that you want to include in the pledge reminder report. For example, you may want to include
only major donors in the report. See also Start amount and End amount.

Include these Receipts. When you use Receipt Report mail task, you must select the receipt numbers to
include in the report. In the Start receipt no. field, enter the lowest receipt number to include in the report. In
the End receipt no. field, enter the largest receipt number to include in the report. All gifts within the receipt
number range you enter print on the report.

The program checks the Receipt no. field on all gift records meeting the specified criteria to determine if the
receipt should be included in the report. If you enter a value in both the Start receipt no. and End receipt no.
fields and the Receipt no. field on the gift record is blank, the gift is not included in the Receipt Report.
However, if only the Start receipt no. or End receipt no. is entered on the General tab, gifts with blank receipt
numbers are included in the report.

Notice type. See Type.

One per page. The One per page checkbox is available on the General tab of the Receipts, Reminders, and
Appeal Cards mail tasks. Mark this checkbox if you want to create an optional full page receipt, reminder, or
appeal card with a specialized message. When you mark this checkbox, more fields become available on the
Fields to Include tab. For more information and a procedure on how to use this feature, see the section “Create
One Per Page Mailings” on page 259.

Note: The selection you make here on the General tab, either Per pledge or Per installment, affects gift fields
you select on the Fields to Include tab, such as Gift Date and Amount. Also, if you select Per installment, the
Reminder barcode becomes available for selection on the Fields to Include tab.

Per Installment. If you select Per installment, one reminder prints for each pledge installment or recurring gift
payment meeting your criteria. See also Type.

Per Pledge. If you select Per pledge, one reminder prints for each pledge or recurring gift meeting your criteria.
See also Type.

For example, if a constituent has two overdue installments for a pledge and you select Per pledge, the
constituent receives one reminder that contains information about both overdue installments. If you select
Per installment, the constituent receives two reminders — one for each overdue installment. For more
information about reminders per pledge and per installment, see “Per Pledge and Per Installment Reminders”
on page 33.

Reminder type. See Type.

Run date. When you use the Reminders mail task, enter the date to run the process to determine which pledge
installments to include and calculate the balance due for those installments. Typically, if you select to include
pledges that have gift dates within a “Specific range”, the Run date is the same as the end date.

Soft Credit Gifts To. When you add a new gift, you can use soft credits to credit multiple constituents for the
same gift without duplicating a gift in your database. When you create appeal cards, you must specify in the
Soft Credit Gifts To frame how the program should credit the donor and the soft credit recipients in the giving
summary. You can credit:
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Note: The information you enter in the Soft Credit Gifts To frame affects the way gift information prints in
your mailing. It does not change the information entered on the Soft Credit tab of a gift record.

e Donor
e Soft credit recipients
e Both

If you select Donor, the donor receives full credit for the gift and the soft credit recipients receive no credit for
the gift. When you select this option, any soft credit recipients entered on the Soft Credit tab of the gift record
do not receive credit in the mailing for the gift.

When you mark Soft credit recipients, you need to select how to divide the gift amount between the soft
credit recipients. If you select the Soft credit recipients option, the donor does not receive credit for the gift
unless he is also a soft credit recipient. You can select Use distribution on gift, Full amount to all, or Split
evenly.

¢ If you select Use distribution on gift, the soft credit recipients are credited with the amount specified on the
Soft Credit tab of the gift record.

¢ When you select Full amount to all, each soft credit recipient receives credit for the full amount of the gift.
¢ If you select Split evenly, the full amount of the gift is divided evenly between the soft credit recipients.

When you mark Both, you must select how to divide the gift amount between the donor and the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly.

¢ When you select Use distribution on gift, the donor receives full credit for the gift and the soft credit
recipients are credited with the amount specified on the Soft Credit tab of the gift record.

¢ If you select Full amount to all, the donor and each soft credit recipient receive full credit for the gift.

¢ When you select Split evenly, the amount of the gift is divided evenly between the donor and the soft credit
recipients. If the donor is also a soft credit recipient, the donor is credited for the gift only once.

Start amount and End amount. For some mail tasks, you can specify a monetary range for gifts, such as
those appearing in the summary section of the phonathon form or included in a receipt report. For example,
you may want to print receipts only for major donors. In the Start amount field, enter the smallest gift
amount to include in the receipt report. In the End amount field, enter the largest gift amount to include in
the receipt report.

Start Printing in Row/Column. You can start printing labels, cards, envelopes, or name tags at any location
on a sheet. For example, if you have a sheet of labels that is partially used, you can use the Start Printing in
Row/Column fields to indicate the location of the first unused label on the sheet. If you select a tractor-fed
label, the Start Printing in Row/Column fields are disabled because this label type has a single label on each
line.

Note: When you use the Receipts mail task, the program can automatically add the receipt number for each
receipted gift in the Receipt no. field on a gift record when you print, export, or send the receipts as email.

Start receipt no. The Start receipt no. field determines the first receipt number to be used for the receipts you
are preparing to print. Receipts print in numerical order. After you print the receipts, the program stores the
last receipt number and the next available number defaults into the Start receipt no. field the next time you
print receipts. The program does not check for duplicate receipt numbers. If you change the default receipt
number, you can create a duplicate receipt number. After you print the receipts, the program asks if you want
to update the Receipt field to Receipted for all gifts included in the mailing. You must update the Receipt field
on the gift record to add the receipt number to the gift record and if you want the program to record the last
receipt number used.

To size. See Font size.
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Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

Type (example: Card type, Receipt type, Notice type, or Reminder type, depending on what mail

task you are using). In the [Card] type field, you need to select whether to use the Standard form you can
order from Blackbaud or to create a custom data file. Standard may be a 3 column or 5 column reminder; a
12-field or Preprinted membership card; or a one third, two thirds, or full page renewal notice. For more
detailed information about selections for a particular mail task, see “Available Mail Tasks” on page 11.

If you select Create custom data file in the [ ] type field, you can export information to the application where
you created a custom form. After you export the data, you can perform a mail merge to create the custom
appeal cards, receipts, reminders, and other forms. For more information, see “Send a Mailing as Email” on
page 254.
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Overview

On the Fields to Include tab, you should select all fields you want to appear on your mailing piece. On some mail
tasks, such as appeal cards, each field has a designated location, so it is not necessary to select the fields in a
particular order. In other mail tasks, such as Envelopes, you must order the fields in the Fields to Export or Fields
to Print box on the right how you want them to appear on the mailing pieces.

Note: Depending on which mail task you use, the box on the right may be called Fields to Export or Fields to
Print. Both work the same. They are named differently because for Letters and Custom mail tasks you need to
export and the rest you print straight from Mail. See Fields to Export.

Certain fields, such as Addressee, default into the Fields to Export box, to ensure you choose a name format to
print on the mailing pieces. Highlight the field and click Options to select a name format for the addressee.

Mg New Appeal Cards

File Edit Faworites Help

= W= N =1

=101

E Ind. Address | £ 0rg. Address | & PostalSaver |
1: General 2 Fields ta Include | 3 Filters I 4 Gift Types |

Select optional fieldz vou wizh to print by moving them to the right-hand box,

3 Format
5 Attributes

Available Fields: Fields ta Expart:

{7 Preprinted Fields Preprinted Fields. Addrezzes

 [2) Address barcode Preprinted Figlds. Position
- |Z] Endorsement line B Preprinted Figlds. Organization Marme
- | ] Gift barcode Preprinted Fieldz.Address Block,
e
- |Z] Message
- |Z] Phone rumber
- [ Previous gift
- |Z] Suggested gift

A~ [¥]v

i Find...l

ptians... |

Nest » | Cancel Frint Preview

Layout

Parts of the Screen Defined

Available Fields. The Available Fields box contains all fields you can include on a mailing piece. The available
fields change, depending on whether you select Standard or Create custom data file in the [ ] Type field on
the General tab. When you select Standard, the Addressee defaults into the Fields to Export box.
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Certain fields have options associated with them. When you move these fields to the Fields to Export box,
the Field Options screen appears. For example, when you select the Suggested gift field, the Field Options
screen appears so you can select the amount to ask for, based on previous gift amounts. Select which gift

amount to base the suggested gift amount on, the amount to increase or decrease it, and whether it is in

dollars or a percentage of the previous gift.

Field Options
Amount ba print for suggested gift:

ILatest qift arnaunt j IIncreased j by |2U.UU EI Idu:ullars j

Amount ba print for non donors: |$I:|,DI:| EI peicent

QK I Cancel |

After you select the options for a field, you can change the options by selecting the field in the Fields to
Export box and clicking the Options button.

Fields to Export. The Fields to Export box contains all fields included on the appeal card. To move a field from
the Available Fields box to the Fields to Export box, highlight the field in the Available Fields box and click the
single right arrow. For example, to include the Phone number field on an appeal card, highlight it in the
Available Fields box and click the single right arrow to move the Phone number field to the Fields to Export
box.

Note: If you include a field in the mailing by mistake, select the field in the Fields to Export box or the Fields to
Print box and click the single left arrow to move it back to the Available Fields box.

The order you list the fields in the Fields to Export box is not important for the Appeal Cards mail task. Each
field has a designated location to print on the appeal card, so it is not necessary to select the fields in a
particular order.

See also Fields to Print.

Fields to Print. Depending on which mail task you use, the box on the right may be called Fields to Export or
Fields to Print. Both work the same. They are named differently because for Letters and Custom mail tasks
you need to export and the rest you print straight from Mail. See Fields to Export.

Options. Using the Options button, you can access the Field Options screen for any field that has additional
options. To access the Field Options screen for a particular field, select the field name in the Fields to Export
box and click Options.

Note: Select the Position field under the Relationships folder to print the position title for individuals or
contacts, if the Print? checkbox next to the Position field on the General 1 tab of the relationship record is
checked. The position prints for an individual only if you select to mail to the Primary business address or
Spouse primary business address on the Ind. Address tab.
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When you select Create custom data file in the [Card] type field on the General tab, the Fields to Include tab
appears as below.

A& New Appeal Cards o ]
Eile Edit Faworites Help
= | E @ | ?- 4@ Send boWord merge wizard ‘
E Ind. Address | 7 Org. Addrezs | & PostalSaver | 9 Farmat
1: General 2: Fields to Include | 3: Filters | 4: Gift Types I 5 Attnbutes
Select optional fields you wish to print by moving them to the right-hand box. ‘
Available Fields: Fieldz ta Export:
Addresz Addrezzess/S alutation Addresses = Options... |
addresseesS alutation Relationzhipz. Position
Consztituent Information Relationzhipz. Organization Mame
Gifts Address. Address line 1
Membership > Address Address line 2
Relationships < 3
Attributes J Address Address line 4
Address. Address line 5
Address, City b
Address State
Address ZIP Code hd

& Find...l

Hest > | Cancel |

Ezport... | Merge. .. |

On the Fields to Include tab, select an Addressee or Salutation field in the Addressee/Salutation folder to

format how a constituent’s name prints on the appeal card. The Customization Options screen for that
particular selection appears.

Customization Options for Additional Addr/Sals - 1

(3 Mame formats —&ddr/Sal: Ta Use
={_7] Canstituent o o o
B Indhvidual & From individual = From Configuration = Use individual name
- |5 Organization U ze thiz Addr/S alz if present on the Individual:
i |Z] Contact IPrimar_l,l Addresses j

Othenwize use:
Prirnary 5 i

1] I Cancel |

Select Individual, Organization, or Contact from the Constituent folder under Name Formats in the tree view

on the left.For more information about selecting an addressee or salutation for an organization, see or “Select
an Addressee or Salutation for an Organization” on page 251.
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Send one letter to each acknowledgee. Inthe Send one letter to each acknowledgee field for
Honor/Memorial Acknowledgement Letters, you can select whether to send a separate letter to an
acknowledgee per gift or per tribute. If you choose per gift, acknowledgees receive a separate letter for every
gift donated to a tribute. If you choose per tribute, each acknowledgee receives one letter that summarizes all
the gifts donated.

Note: If you select to print one letter per tribute, the Acknowledgee Letter field is not available in the
Available Fields box on the left.

For example, Sarah Williams is listed as an acknowledgee on a tribute honoring her husband’s birthday. When
you create honor/memorial acknowledgement letters, you can select whether Sarah receives a separate
letter for every gift donated to her husband’s tribute or a single letter summarizing all the gifts donated to her
husband’s tribute.

Number of gifts to consolidate. If you select per tribute in the Send one letter to each acknowledgee field,
the Number of gifts to consolidate field is enabled. In this field, you need to enter the maximum number of
gifts that can be acknowledged in one letter. For example, you are sending a letter to an acknowledgee who
should be notified of four gifts donated to a tribute. If you enter 2 in the Number of gifts to consolidate field,
only two gifts are acknowledged in this letter.
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Overview

You can use the Filters tab to define the records selected by the mail task based on specific criteria. For example,
you can use the Constituent Codes filter to print receipts for constituents with a constituent code of Board
Member entered on a constituent record. Or, you are mailing a letter to all constituents, but you do not want to
include constituents who do not want to be solicited by mail. To exclude constituents with “Do not mail” solicit
codes listed on their records, choose Selected in the Include column for the Solicit Codes filter.

I New Receipts [_ =] I
File Edit Favortes Help
IR |
B: Org. Address I 7 Gift Types | & Format
1: General I 2: Fields to Include 3 Filters | 4 Aftributes I 5 Ind. Address
v'g- # By using the arid below, this mailing may be filkered on the items shown in the S elected Filters colurmn,
Filters I Filter Option Selected Filkers I
Funds Include All <Al Funds =
Constituent Codes | Include Selected | Board Member ﬂ
Appeals Include Al <Al Appeals =
Campaigns Include Al <Al Carpaigns =
Solicit Codes Include All =il Solicik Codes =
< Back Nest » Cancel Frint Freview Layout

Parts of the Screen Defined

Filters. The Filters column lists all filters available to define the records processed by the mail task.

Include. In the Include column, choose All or Selected to indicate whether to use specific criteria for a particular
filter. For example, to include gifts donated to the 2006 Annual Fund in the giving summary for appeal cards,
choose Selected in the Include column for the Funds filter.
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Selected Filters. The Selected Filters column displays the criteria selected for a particular filter. For example, if
you select All in the Include column for the Funds filter, <All Funds> appears in the Selected Filters column. If
you choose Selected in the Include column, the binoculars appear in the Selected Filters column, so you can
access the Selected Funds screen.

Selected Funds E3 I

Include;  QF 5 Z ® Cuery

Type an entry ta zearch the list:

@4 Find Now | Include these Funds

D IDescripﬁon I;l D Description
2004ANMUAL 2004 Annual Fund _I 2007AMNUAL 2007 Annual Fund
2004MEMEER 2004 Membership...

2005ANMUAL 2005 Annual Fund il

2005MEMEER 2005 Membership...

2006ANMUAL 2006 Annual Fund ;I

2006MEMBER 2006 Membership... il

- 2007MEMBER 2007 Membership.

=
ANOOLARIRL Lo P Ta T T NP [ . PP |

™ Show inactive Funds
ar | Caticel |

For appeal card, donor acknowledgement letter, honor/memorial acknowledgement letter, membership card,
Phonathon card, receipt report, receipt, reminder, and reminder report mail tasks, you can also choose to
include selected criteria or a query of campaigns, funds, or appeals to which a gift must be donated for the
gift to appear. To include selected criteria, choose Selected in the Include field.

On the Selected Funds screen, you can choose specific funds to which a gift must be donated for the gift to
appear in the giving history on an appeal card. To choose the selected funds, select the description in the box
on the left and click the single right arrow to move it to the Include these Funds box on the right.

For appeal card, donor acknowledgement letter, honor/memorial acknowledgement letter, membership card,
Phonathon card, receipt report, receipt, reminder, and reminder report mail tasks, you can also choose a
query of campaigns, funds, or appeals to which a gift must be donated for the gift to appear. To choose a
query of funds, select Query in the Include field and enter the Query name.

Selected Funds E3 I

Include; @ 5 Z O Query

Quemny hame: I ﬂl

ar Caticel
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Use the Filters Tab to Limit the Records
Recelving a Mailing

On each mail task, you can use the Filters tab to limit the records included in the mailing. For example, if you are
printing gift receipts, you may want to print receipts for gifts donated to the 2006 Annual Fund. The filters
available depend on the mail task you are using. To limit the records included for some mail tasks, you can select

a query of campaigns, funds, or appeals.

» Select specific filters to limit the records receiving a mailing

Scenario: You are creating pledge reminders for all constituents in your database who donated to the
2006 Annual Fund. Although this procedure explains how to filter a mailing by fund, you can use the
same steps to filter the mailing using any filters listed on the Filters tab.

1. From a mail task, select the Filters tab. For more information about opening a mail task, see “Access Mail
Tasks” on page 3.

I3 New Reminders [ [ x| I
File Edit Favorites Help
SRR \

E: Org. Address | T Gift Types I 8: Format
1. General I 2 Fields to Include 2 Filkers | 4 Attributes | 5 Ind. Addresz

?v By uzing the and below, this mailing may be filkered on the items shown in the Selected Filters column.

Fitrs | Filter Option | Selected Filters
Funds Indude All <All Funds >
Constituent Codes | Indude All <Al Constituent Codes >
Appeals Indude All <All Appeals=
Campaigns Indude All <All Campaigns >
Solicit Codes Indude All <Al Salicit Codes >

{ Back Hest > Canicel FErint Preview Lapaut




FILTERS TAB 63

2. To include constituents who donated to the 2006 Annual Fund, choose “Include Selected” in the Include

column for the Funds filter.

I3 New Reminders H= I
Eile Edit Favorites Help
CIEEIFEI RS |
E: Org, Address | T Gift Types I 8: Format
1: General I 2 Fields to Include 2 Filters | 4: Attributes | 5 Ind. Address
X
V By uzing the grid below, this mailing may be filtkered on the items zhown in the Selected Filters column.
Fiters | Filter Option | Selected Filters
Funds Indude Selected
Constituent Codes |Indude Al <Al Constituent Codes=
Appeals Indude All <All Appeals =
Campaigns Indude All <All Campaigns>
Solict Codes Indude Al <All Solicit Codes >
< Back | Mest » | Cancel | Frint Preview Layout

The Selected Funds screen appears.

Seectedrnts |

Type an entry ta search the list:

i Find Now | Include these Funds
jinj |Descri|:|tior1 H 1D Description
2003AMNNUAL 2003 Annual Fund
2003MEMBER. 2003 Membership. ..
2004ANNUIAL 2004 Annual Fund il
2004MEMBER. 2004 Membership. ..
2005AMNNUAL 2005 Annual Fund ;I
2005MEMBER. 2005 Membership. .. il
2006AMNNUAL 2006 Annual Fund
[ Show inactive Funds

Ok | Cancel |

Note: If you mark Show Inactive Funds on the Selected Funds screen and click Find Now, all inactive funds
appear in the list on the left side of the screen. You can indicate a fund is inactive on the fund record.

3.

In the Include field, choose Selected.



64 CHAPTER

4. |In the box on the left, select “2006 Annual Fund”.

Selected Funds E I
Include: b ¥ Queny

Type ah entry ta search the list:

@4 Find Mow I Include these Funds
jin] |Descri|:lh'on Iﬂ jin} Description
2003ANNUAL 2003 Annual Fund 2006ANNUAL 2006 Annual Fund
2003MEMEER. 2003 Membership. ..
2004ANNUIAL 2004 Annual Fund
2004MEMBER. 2004 Membership. ..
2005AMNNUAL 2005 Annual Fund
2005MEMBER. 2005 Membership. ..

- 2006MEMBER.

AT RN A

[ Show inactive Funds
Ok | Cancel |

5. Click the single right arrow to move the selection into the Include these Funds box on the right.

Click OK. You return to the Filters tab. In the Selected Filters column for the Funds filter, “2006 Annual
Fund” appears.

I3 New Reminders H= I
Eile Edit Favorites Help
CIEEIFEI RS |
E: Org, Address | T Gift Types I 8: Format |
1: General I 2 Fields ta Include 3 Filters | A: Atributes | 5 Ind. Address
X
w” By uzing the grd below, thiz mailing may be filkered on the items hown in the Selected Filters column.
Fiters | Filter Option | Selected Filters
Funds Indude Selected | 2006 Annual Fund
Constituent Codes |Indude Al <Al Constituent Codes=
Appeals Indude All <All Appeals =
Campaigns Indude All <All Campaigns>
Solict Codes Indude Al <All Solicit Codes >
< Back | Mest » | Cancel | Frint Preview | Layout |

7. To save the setting on this mail task, you must create a parameter file. For more information about saving
a parameter file, see “Save a Parameter File” on page 257.
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» Select a query of campaigns, funds or appeals to limit the records receiving a mailing

For appeal card, donor acknowledgement letter, honor/memorial acknowledgement letter, membership card,
membership card truncation, phonathon form, receipt report, receipt, reminder report, and reminder mail
tasks, you can select a campaign, fund, or appeal query to limit the records that receive a mailing.

1. From a mail task, select the Filters tab. For more information about opening a mail task, see “Access Mail

Tasks” on page 3.

Eile Edit Favorites Help

HRES & w2

12 New Reminders 12| =] I

E: Org, Address | T Gift Types I 8: Format
1: General I 2 Fields to Include 2 Filters | 4: Attributes | 5 Ind. Address

*‘V By uzing the grid below, this mailing may be filtkered on the items zhown in the Selected Filters column.

Fiters | Filter Option | Selected Filters
Funds Indude Al <Al Funds >
Constituent Codes |Indude Al <Al Constituent Codes=
Appeals Indude All <All Appeals =
Campaigns Indude All <All Campaigns>
Solict Codes Indude Al <All Solicit Codes >
< Back | Mest » | Cancel | Frint | Preview | Layout |

2. Toinclude constituents who donated to funds in an existing fund query, choose “Include Selected” in the

Include column for the Funds filter.

Eile Edit Favorites Help

HRES & w2

12 New Reminders 12| =] I

E: Org, Address | T Gift Types I 8: Format
1: General I 2 Fields to Include 2 Filters | 4: Attributes | 5 Ind. Address

*‘V By uzing the grid below, this mailing may be filtkered on the items zhown in the Selected Filters column.

Fiters | Filter Option | Selected Filters ﬁ
Funds Indude Selected
Constituent Codes |Indude Al <Al Constituent Codes=
Appeals Indude All <All Appeals =
Campaigns Indude All <All Campaigns>
Solict Codes Indude Al <All Solicit Codes >

< Back Mest » Cancel Frint Preview Layout
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The Selected Funds screen appears.

Selected Funds

Include: ¥ ¥ Queny

2003 Annual Fund
2003 Membership. ..
2004 Annual Fund
2004 Membership. ..
2005 Annual Fund
2005 Membership. ..
2006 Annual Fund

3. Inthe Include field, select Query.

Selected Funds

Irclude: O Queny
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4. Inthe Query name field, click the binoculars. The Open Query screen for Funds appears so you can search
the database for the query to use.

Find: I Queries j

Sl Open

Canecel

& Edt
] fadd New

Options

Find Queries that meet these criteria: 4 Find Now
Quemy type: Ih Created Or: New Search
Bueny format: Iﬁ Created by: Iﬁ Brevious Search
Query name: lﬁ
Description: lﬁ
™ Show merged querizs only [~ Exact match only Expand Results

fARE B[

Warning: The results that appear in the grid must match all criteria you enter. Therefore, we recommend you
search by only one or two of the most helpful criteria types. If you add too much criteria information in the
Find Queries that meet these criteria fields, you can actually prevent the program from finding the query.

5. Under Find Queries that meet these criteria, decide what criteria to use to search for the query and
select the information in the appropriate criteria fields.

The criteria you can use includes the Query format, Query name, Description, the date the query was
created, and the person who created the query. You can also select whether to Show merged queries
only or search for an Exact match only.

Note: If you do not know the correct spelling or number, you can enter the first few characters in the Find
Queries that meet these criteria fields. For more information about how to use these fields, see the Program
Basics Guide.
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6. Click Find Now. If the search criteria entered matches a query in the database, it appears in the grid on
the Open Query screen. Depending on how limited or detailed your criteria are, the program may find
multiple queries.

i, Open Query I
Find: Iﬂueries j

Query Name | Query Description | Type I Format | Cre @ Open |
Fund search for Supe... Used by the Search S... Fund Dynamic Supervisa

Canecel

ith mo ending ... These funds do noth... Fund Dynamic Superviso

& Edt
] fadd New

Options

KT :

Find Queries that meet these criteria:

Ouery type: | Fund - I Created On: | [ Mew Search
Glueny format: Iﬁ Created by: Iﬁ PBrevious Search
Query name: I vI

Description: lﬁ

™ Show merged querizs only [~ Exact match only Expand Results

| A e

@4 Find Maw

|2 records found.

7. Inthe grid, select the query of funds to use to filter the records and click Open. You return to the Selected
Funds screen. In the Query name field, the selected query appears.

Selected Funds

Buery pame: |Funds with no ending date E

(] Cancel
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8. Click OK. You return to the Filters tab. In the Selected Filters column for the Funds filter, the selected
guery name appears.

I3 New Reminders H= I

Eile Edit Favorites Help

HRES & w2

E: Org, Address | T Gift Types I 8: Format
1: General I 2 Fields to Include 2 Filters | 4: Attributes | 5 Ind. Address

*'v By uzing the grid below, this mailing may be filtkered on the items zhown in the Selected Filters column.

Fiters | Filter Option | Selected Filters ﬁ
Funds Indude Selected | Query: Funds with no ending date
Constituent Codes |Indude Al <Al Constituent Codes=
Appeals Indude All <All Appeals =
Campaigns Indude All <All Campaigns>
Solict Codes Indude Al <All Solicit Codes >
< Back | Mest » | Cancel | Frint Preview | Layout |

9. To save the setting on this mail task, you must create a parameter file. For more information about saving

a

parameter file, see “Save a Parameter File” on page 257.
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Overview

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration
Guide for a procedure using the Word Merge Wizard.

On the Gift Types tab, you must select the gift types that should be included in the mailing. For example, you may
have a specific acknowledgement letter for pledge gifts. You can use the Gift Types tab to include only pledge
gifts in the export file for the acknowledgement letters.

I New Honor/Memorial Acknowledgement Letters [_ =] I
File Edit Fawortes Help
= | E | ?- ﬁ”@ Send ko 'Word merge wizard |
B Ind. Address I 7 0Org. Address 3 Farmat
1. General I 2 Fields to Include 2 Filters 5 Attributes

Ihclude these Gift T

(4l Pledoe Fay-Cazh

(Al Shock ﬂ MG Pay-Cazh

(&l Giftz-In-Kind ﬂ Fledge

Al wribe Offs Stock/Froperty

[~ 14l Recurmng Gift ﬂ Stock/Froperty [Sold]

[~ 14l Planned Gift ﬂ Pay-Stock /Property

Al Other MG Pay-Stock/Property
Fay-Stock Property [Sold] LI
'; L0 W PP PSP Y| PP SR ey B b §

¥ Exclude zero amount gifts

[~ Use zale date for zold stock property

[~ Use zale amount for sold stock/property

[T Subtract braker fes fomsald stack/ Fraperty

[~ Use qift balance instead af gift amount

I Calculate aith balanee Based ardate range,, campaigr, e, atd appes

Load &ll Defaults... |

< Back Medt » Cancel Expart... Merge...

Parts of the Screen Defined

Gift Types. The Gift Types box contains all the gift types available in The Raiser’s Edge. Fields disappear from
the Gift Types box, as you move fields from the Gift Types box to the Include these Gift Types box.

Include these Gift Types. The Include these Gift Types box contains the gift types you want to include in the
giving summary information of the mailing. To select a gift type, highlight a gift type in the Gift Types box and
click the single right arrow to move it to the Include these Gift Types box. If you do not move any gift types to
the Include these Gift Types box, a message appears stating you need to include at least one gift type in the
summary.

Load All Defaults. You can click the Load All Defaults button to select the default gift types in the Include
these Gift Types box. The default gift types are Cash, Pay-Cash, MG Pay-Cash, Pledge, Stock/Property,
Stock/Property (Sold), Pay-Stock/Property, MG-Pay Stock/Property, Pay-Stock/Property (Sold), MG
Pay-Stock/Property (Sold), Gift-in-Kind, Pay-Gift-in-Kind, MG Pay-Gift-in-Kind, Other, Pay-Other, MG
Pay-Other, MG Pledge, Recurring Gift, and Recurring Gift Pay-Cash.

Exclude zero amount gifts. You can mark Exclude zero amount gifts to exclude gifts from the giving
summary entered as or adjusted to zero. For more information about adjusting a gift, see the Gift Records
Guide.
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Use sale date for sold stock/property. When you mark Use sale date for sold stock/property, the gift date
printed on the mailing is the date the stock/property was sold. If the sale date does not fall within the date
range specified in the Base Summary on Gifts with these Dates frame on the General tab, the gift is not
included in the summary.

Use sale amount for sold stock/property. When you mark Use sale amount for sold stock/property, the
program uses the stock/property sale amount as the gift amount.

Subtract broker fee from sold stock/property. When you mark Use sale amount for sold stock/property,
the Subtract broker fee from sold stock/property checkbox is enabled. If you mark Subtract broker fee from
sold stock/property, the broker fees are subtracted from the gift amount included in the summary. For
example, the gift amount for a sold stock/property gift is $1,000 and the broker fees for the sale are $100.
When you mark Subtract broker fee from sold stock/property, a gift amount of $900 is included in the
summary. If you do not mark this checkbox, a gift amount of $1,000 is included.

Warning: If you include both pledge and pledge payment in the Gift Types box, the gifts are double-counted in
the summary results. To view the actual gift balance, mark Use gift balance instead of gift amount.

Use gift balance instead of gift amount. When you mark Use gift balance instead of gift amount, the
remaining balance for a pledge gift is printed in the summary for the gift amount instead of the total gift
amount. For example, a constituent, who made a pledge of $100 to your organization, has paid $30 toward
the pledge. If you mark Use gift balance instead of gift amount, a gift amount of $70 is included in the giving
summary for this pledge gift.

Calculate gift balance based on date range, campaign, fund, and appeal. For pledge and recurring
gifts, the gift amount can be based on the information entered on the Filters tab and the Include Gifts with
these Dates frame on the General tab. To calculate balances based on the date range on the General tab and
the filters specified on the Filters tab, mark Calculate gift balance based on date range, campaign, fund, and
appeal. When you mark this checkbox, any portion of the gift amount that is not included in the dates
selected in the Include Gifts with these Dates range or the filter criteria entered on the Filters tab is not
included in the calculation.

Warning: If you do not mark Calculate gift balance based on selected date range, campaign, fund and appeal,
the true balance of the gift appears. The program calculates the balance as of the current date and includes the
activity in all campaigns, funds, and appeals, not just those specified on the Filters tab.

For example, a constituent donated a $100 pledge gift that is evenly split between the 2002 Annual Fund and
the 2002 Membership Fund. When you use the Appeal Cards mail task, you enter 2002 Annual Fund in the
Selected Filters column for the Funds filter on the Filters tab. If you mark Calculate gift balance based on
date range, campaign, fund, and appeal, 550 is included in the summary as the gift amount because you
filtered the mailing to include gifts donated only to the 2002 Annual Fund. If you do not mark this checkbox, a
gift amount of $100 is included for this pledge gift.
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Overview

You can use the Attributes tab to filter records according to attributes entered on the Attributes tab of a
constituent, gift, membership, participant, address, or action record. If you filter by attributes entered on
constituent records, you affect the constituents who receive the mailing. By using attributes, you can accurately
target the records for which you want to print your mailing. For example, you may want to exclude constituents
with an attribute Category of Special Mailing Types and a Description of Do Not Solicit.

When you print a mailing, you can also add, update, or delete attributes on records for which a mailing piece
prints. For example, if all the constituents for which you print phonathon forms have an interest in volunteering,
you can add an attribute with the Category of Interests and a Description of Volunteering to the Attributes tab of
each constituent record.

I New Phonathon Forms M= E3
File  Edit Favortez Help

S Ew w2 |

E Ind. Address | £ 0rg. Address | 8 PoztalSaver 3 Format |
1: General | 2 Fields ta Include | 3 Filters I 4 Gift Types 5 Attributes
— W Include or Exclude Records 'With these Attributes
Filter I Record Type I Zakegory I Description Shork Desc
| Exclude Conskituent Special Mailing Types Do Mok Phone
4 | ja
— v Add, Update or Delete these Attibutes for each Record
Action I Type I Category I Drescripfion I Shork I Date I Carrent |
Constituent | Inkerests Waolunteering Q&) 172000
| i
< Back | Nest » Cancel Frint Preview | Layout |

Include or Exclude Records from a Mailing
using Attributes

You can use the Attributes tab of a mail task to include or exclude records with specific attributes from a mailing.
To include or exclude records using attributes, mark Include or Exclude Records With these Attributes on the
Attributes tab of the mail task. When you mark this checkbox, the grid is enabled. In this grid, select whether to
include or exclude records with matching attributes. Then, you must specify the record type to search for the
attribute and enter the category and description of the attribute used to filter the records. If you enable the grid,
you must enter at least one attribute in the grid.
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» Include or exclude records from a mailing using attributes

1. From a mail task, select the Attributes tab. For more information about opening a mail task, see “Access
Mail Tasks” on page 3.

I3 New Appeal Cards [_ [ =]

File Edit Favortes Help
B2 - 2 |

B Ind. Address I 7 Org. Address | B Postal aver I 3 Format I
1. General I 2: Fields to Include I 2 Filkers I & Gift Types

I Include or Exclude Fecords 'With these Attributes

Filker | Record Tvpe | Cakegary | Descripkion | Short Desc
KN i3
~ ™ Add. Update or Delete these Attibutes for each Recard
Ackion I Type Cakegory I Description Short Dake I Cornrnent
KN i
< Back | Mest » | Cancel | Print | Freview | Layout |

Mark Include or Exclude Records With these Attributes.

In the Filter column, select whether to include or exclude records from the mailing based on the attribute
you enter in the row.

4. In the Record Type column, select the record type you want the program to search for the attribute. For
example, if you want the program to look for the attribute on a constituent record, select “Constituent” in
the Record Type column.
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5. In the Category and Description columns, select the attribute by which you want to include or exclude
records. For example, you can select the attribute Category “Interests” and the Description
“Contemporary Art”.

I3 New Appeal Cards HE E
File Edit Favortes Help

B2 - 2 |

B Ind. Address I 7 Org. Address | 8 PostalS aver I
1. General I 2: Fields to Include I 2 Filkers I 4 Gift Types

W Include or Exclude Fecards \With these Attributes

Filker | Record Tvpe I Cakegary | Description I Short Desc
Include Constituent Inkerests Contemporary Ak
KN i
I~ Add, Update or Delete these Attributes for each Record
Action I Type Categary I Description Short Date I Camment
KN i
< Back | Mext = | Cancel | Print | Preview | Lapout |

6. To add additional attributes to the grid, repeat steps 2 through 5. To be included in the mailing, a record
must meet all criteria you specify. To save the setting on this mail task, you must create a parameter file.
For more information about saving a parameter file, see “Save a Parameter File” on page 257.

Add, Update, or Delete Attributes from Records
In a Mailing

To add, update, or delete an attribute from a record included in the mailing, you can mark Add, Update or Delete
these Attributes for each Record on the Attributes tab of the mail task. When you mark this checkbox, the grid is
enabled so you can add, update, or delete an unlimited number of attributes. If you enable the grid, you must
add, update, or delete at least one attribute.

To add an attribute to the records processed by the mail task, you must select Add in the Action column and
specify a Type, Category, and Description. To update a Category, the Category must be present on the record or
the update will not take place. To delete an attribute from a record, the record must contain a matching Type,
Category, and Description. When you add, update, or delete an address attribute, only the addresses used in the
mailing are changed.
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» Add, update, or delete attributes on a record included in the mailing

The program adds, updates, or deletes attributes when you print, export, or send the mailing as email.
Attributes are updated after you receive the message “Did all [mail] print successfully?” and click Yes.
Attributes are not updated when you preview the mailing.

1. From a mail task, select the Attributes tab. For more information about opening a mail task, see “Access

Mail Tasks” on page 3.

I3 New Appeal Cards
File Edit Favortes Help

HEE RS- ?-

[0 %]

B Ind. Address I 7 Org. Address | 8 PostalS aver I 9 Format I
1. General I 2: Fields to Include I 2 Filkers I 4 Gift Types
I Include or Exclude Fecards With these Attributes
Filker | Record Tvpe I Cakegary | Descripkion I Short Desc
KN i
I~ Add, Update or Delete these Attributes for each Record
Action I Type Categary I Description Short Date I Camment
KN i
< Back | Mext = | Cancel | Print | Preview | Lapout |

2. Mark Add, Update or Delete these Attributes for each Record.



80 CHAPTER

3. Inthe Action column, select whether to Add, Update, or Delete this attribute from the records included in
the mailing.

I3 New Appeal Cards [_ [ =]
File Edit Favortes Help

B2 - 2 |

B Ind. Address I 7 Org. Address | 8 PostalS aver I 9 Format I
1. General I 2: Fields to Include I 2 Filkers I 4 Gift Types 5 Attributes

W Include or Exclude Fecards \With these Attributes

Filker | Record Tvpe I Cakegary | Description I Short Desc

KN i
W Add, Update or Delete these Attributes for each Record
Action Type Cateqgary I Description Short Date I Camment
[

Add

Delete

Update
T i
< Back | Mext = | Cancel | Print | Preview | Lapout |

4. In the Type column, select the record type for which you want the program to add, update, or delete the
attribute. For example, if you want the program to add an attribute to a constituent record, select
“Constituent” in the Type column.

Note: You can define attribute categories using the Attributes link in Configuration. Once you define attribute
categories, you can then define their corresponding description after selecting a Data Type using the Tables
link. For more information, see the Configuration chapter of the Configuration & Security Guide.

5. Inthe Category and Description columns, enter the attribute you want to add, update, or delete from the
records. For example, you may want to add an attribute with a Category of “Interests” and a Description
of “Outdoor Activities”. Some categories and descriptions also allow for a Short description.

6. Inthe Date column, enter the date you want to associate with this attribute.
In the Comment column, enter any comments you want to associate with the attribute.
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8. To add additional attributes to the grid, repeat steps 3 through 7.

I3 Mew Appeal Cards
Eille Edit Favortez Help

BRSS9 ?-

IS B3

E: Ind. Address I 7 Org. Address | 8 PostalSawer I 3 Format |
1: General | 2: Fields ta Include | 2 Filters | 4: Gift Types 5 Attibutes
I Include or Exclude Records With these Attributes
Filker | Record Type I Cakegary | Descripkion I Short Desc
<] i
~ W Add, Update or Delete theze Attibutes for each Recard
Action | Type I Categary I Description | Short I Date I Canment
Add Constituent  Interests Oubdoor Activities 06/21/2000  Participates in all our,..
< Back | Mext = | Cancel | Print | Preview | Lapout |

9. After you select all the attributes, you must print, export, or send the mailing as email to add, update, or

delete the attributes from the constituent records.
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The Ind. and Org. Address tabs are where you select which address to mail to for each constituent who receives a
mailing. You can choose to use seasonal dates, if some constituents have seasonal addresses. You can also use
address attributes for individuals, organizations, and contacts at an organization to determine who should
receive which mailing.

Select an Address for an Individual

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration
Guide for a procedure using the Word Merge Wizard.

On the Ind. Address tab, you must select the address type for each individual constituent in the mailing. The
program selects an address for each constituent using three steps and can consider seasonal addresses, address
attributes, and specific address types. When the program is unable to find a valid address for a constituent, you
can select an alternate address to use. It is important to indicate your preferences in each of the three steps so
the program can choose the best address for each constituent.

M2 New Donor Acknowledgement Letters M= E I
File  Edit Favortez Help
= | 5y | ? - | " Send to'wWord merge wizard |
1. General | 2 Fields to Include 2 Filters | A Gift Types | & Attributes
E Ind. Address I F0rg. Address | B PostalSaver | 3 Farmat

| Carnplete the steps below ta determing which address will print. Click_here ta learm about address processing,

Step 1:Indicate if zeasonal addreszes should be conzsidered.  The first valid seazonal address will be uzed.

¥ Consider addresses with seasonal dates as of |<Specific dates j [ ate: ||:|1.-"1 42004 El
Step 2:Specify. in the order of importance, the addresses to congider if a valid seazonal address is not found.
Addresses: Addresses bo use:
j i Prefenned address ﬂ
Spouze primary buginess ﬂ Firzt address found
Spouze prefered address LI ﬂ
DC 7RO A ddemnn e mrmimis

Step 3:7ou may check for special requirements by first considenng addreszes with the specified attibutelz].

Address Attributes. . | Mewsletter, e

Step 4:Specify what happensz if no addiess iz found: | Bemove record from mn j

< Back | Mewt > | Cancel | Ezxpoit... | Merge... |

The addresses of each individual constituent who receives the mailing are processed using the three steps on the
Ind. Address tab. For example, three individual constituents are receiving your mailing: Larry Smith, Melvin
Thomas, and Cindy Harris. When the program chooses an address for each of these constituents, it begins with
the first constituent in the list. To find an address for Larry Smith, the program compares Larry’s addresses
entered on the Addresses tab of his constituent record with the information you enter in Steps 1 through 4. After
the program finds a valid address for Larry, it uses Steps 1 through 4 to find a valid address for Melvin Thomas,
and then finishes with Cindy Harris.

Because the address used for each constituent is selected individually, different address types can be selected for
constituents in the mailing list. For example, according to the information you enter on the Ind. Address tab, the
Preferred Address can be selected for Larry Smith, the Business Address can be selected for Melvin Thomas, and
the Summer Home address can be selected for Cindy Harris.
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Step 1. In Step 1, if seasonal addresses should be considered as eligible addresses for the mailing, mark
Consider addresses with seasonal dates as of. When you mark this checkbox, you need to select a date, such
as Today, Yesterday, or <Specific date>, in the corresponding field. When you select <Specific date>, the Date
field appears so you can enter a date, such as 06/30/2003.

The program uses the date you enter to determine whether a seasonal address is valid. For example, if you
mark Consider addresses with seasonal dates as of, select <Specific date> in the corresponding field, and
enter 12/01/2003 in the Date field, an address with Seasonal from date of 04/03 and a Seasonal to date of
07/03 is not selected for this mailing. If the program considers seasonal addresses, it selects the first valid
seasonal address found. If a valid seasonal address is not found, the program uses your selections in Step 2.

Note: The program checks only the address types listed in the Addresses to use box. If you want the program
to check all address types during address processing, move all available address types from the Addresses box
to the Addresses to use box. To consider the Preferred address and then all other addresses after that, if the
Preferred address is not valid, select First Address Found.

Step 2. In Step 2, specify the addresses to consider when a valid seasonal address is not found in Step 1 or if you
did not consider seasonal addresses for the mailing. To select an address, highlight the address in the
Addresses box and click the right arrow to move it to the Addresses to use box. If you list multiple addresses
in the Addresses to use box, you need to sort the addresses in order of their importance. To move an address
within the Addresses to use box, select the address and click the up or down arrow.

For example, to include the Preferred address and the Primary business address, select them in the
Addresses box and click the right arrow to move them to the Addresses to use box. If a constituent has both
addresses in his record, you want to use the Preferred address. Because the program selects the address
based on its position in the Addresses to use box, you must use the arrows to move the Preferred address to
the beginning of the list.

Step 3. In Step 3, you can use attributes to choose the address type to print by clicking the Address Attributes
button. When you click Address Attributes, the Address Attributes to Consider screen appears.

Addrezs Attributes to Consider
—Addrezs Attributes to Consider far thig Mailing

Specify the Address Attributes an address should have to be given preference in
procezzing. If no address is found, the process is repeated and addreszes with no
address attributes or different address attribute cateqories are considered.

Cakegory I Descripkion I Short Desc
- MNCO& Confirmed? Yes

aK | Cancel I

Note: If the attributes you selected do not fit in the area provided, an ellipsis appears at the end of the display.
You can hold your cursor over the attribute to view a tool tip that displays the entire attribute.

You can select an attribute category and description that, if present on an address, give it priority
consideration to be used for the mailing. For example, to include addresses with the attribute Category of
NCOA Confirmed? and a Description of Yes, enter the information on this screen. For more information
about entering address attributes, see the Biographical Information chapter of the Constituent Data Entry
Guide. After you enter the necessary address attributes, click OK. A display appears to the right of the Address
Attributes button and lists the attributes you selected. When you do not specify any attributes, the label
displays <No address attributes specified>.

For more information, see “Understand Address Attributes” on page 86.
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Step 4. In Step 4, select the address type the program should use if it cannot find an address meeting your
selections in Steps 1 through 3. You can print the individual’s name with no address, remove the record from
printing in the mailing, or select a specific address to print. If you select a specific address to print, the
Address to print field appears so you can select the address type to print on the mailing when no other valid
address is found for the constituent. If no valid address has yet been found by this step in processing, the
address type selected here prints regardless of selections made in previous steps. For example, the address
selected here prints even if the Send mail to this address checkbox is unmarked.

Understand Address Attributes

You can use address attributes to specify particular mailing types, such as Newsletter, to send to an address. Use
address attributes if, for example, you have constituents who want to receive their receipts at one address, but a
newsletter at another address. This way, when you create and send your mailings, you can respect your
constituents’ wishes while ensuring various mailings reach their appropriate destinations.

You enter address attributes on the Attributes tab of an address record.

Addrezs for Zachery J. Clover [ x|
File Edit View pAddres: Help
ESaveandCIose'UX|1 D|—P'||?'$' |
v Addiess  Athibutes |
Categary I Description Short Desc, I Date I Comments
i) Special Mailing Info Mewsletter 0a/15/2002 Send to this address.

| ) MCOA Confirmed? Yes

L] A

11/27/2002

Fan Address Validation.
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Then, in Mail, select whether to consider certain address attributes when processing addresses for the mailing
you are sending.

Address Attributes to Consider

| [cotsgory  oesepon  [shorpesc |

I_ MNZO& Canfirmed?

It is important to note that address attributes, if included on the Ind. or Org. Address tab if you select to Mail only
to the organization, are considered at all stages of address processing. You select address attributes by clicking
the Address Attributes button in Step 3 on the Ind. Address tab or when you Mail only to the organization on the
Org. Address tab.

I Hew Labels [ _ [ O] x]

| ottt i s . o s st e,

Tody W

Firzt address in list Freferred addn
Frimary business
Spouze pimary bugsiness

Crmiimm mrmbmermAd o Adrmnn

Step 3:7ou may check for special requirements by first cons

MNewsletter, ez

B4 - Specity what happens if no address is found: |.—|—

_ b || Pevew || Laon |
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For example, if you select address attributes to consider and mark Seasonal address in Step 1, all seasonal
addresses are checked first for the address attributes. Then, if no seasonal address is found, the program looks at
address types selected in Step 2 for the specified address attributes. Then, on a second pass, if no address is
found with the specified address attributes, any seasonal address is considered, followed by the address types in
Step 2, and so on.

If you choose to include address attributes for consideration when you create your mailing, the program looks at
the Attributes tab of the address record for the constituent. Address attributes should not be confused with
regular attributes on the Attributes tab of the constituent record. Access the address record by clicking the More
button on the Bio 1 or Org 1 tab or through the Addresses tab.

When you make selections on the Address Attributes to Consider screen, the program first checks all addresses
for that particular address attribute Category and Description.

o If address attributes are selected in Step 3, the program looks for addresses with the exact address attribute
Category and Description first.

¢ If an address contains no address attributes, it is still considered for processing. However, addresses with
address attributes matching what is specified in Mail are given preference over addresses with no attributes.

¢ If you have the seasonal checkbox marked in Step 1, the program checks for seasonal addresses first, and then
address attributes you specify in Step 3.

¢ If an address contains address attributes of an entirely different Category than the one you select in Step 3, it is
still considered for processing. However, addresses with address attributes that match what is specified in Mail
are given preference over addresses with a different address attribute Category.

¢ If an address contains attributes of the same Category, but a different Description than the one defined in
Step 3, then it is considered invalid and thrown out of processing.

Processing for contact address attributes is different than for regular address attributes explained here. For more
information, see “Understand Contact Address Attributes” on page 95.

Select an Address for an Organization

On the Org. Address tab, you must select the address type for each organization constituent in the mailing.
Choose to Mail to contacts or Mail only to the organization.

¢ If you Mail to contacts, the address entered on a contact’s record prints for the mailing.
¢ If you Mail only to the organization, the address entered on the organization’s constituent record prints.
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When you select addresses for organizations, the selections available in the rest of the steps depend on what you
select in Step 1. Depending on your selection in Step 1, the program selects an address for each constituent using
three or four steps and considers address attributes and specific address types. When the program is unable to
find a valid address for a constituent, you can select an alternate address. It is important to indicate your
preferences in each step so the program can choose the best address for each constituent.

1@ Hew Receipts [ _ []] I
File Edit Fawortes Help

RS R - ?- |

1: General | 2 Fields to Include | 3 Filters I 4 Gift Types | 5 Attributes
E: Ind. Address 7 Org, Address I 8 PostalSaver I 9: Farmat

| Complete the steps below to determine which addrezz will print. Click here to learm sbout address processing,

Step 1:Indicate if this maiing ghould go to the contacts for the organization or o the organization itzelf,

i~ Mail to contacts £+ Mail anly bo the organization
Step 2:Specify, in the order of importance, the addresses to congider. The first walid address will be uzed.
Addresses: Addresses to use;
;I Preferred address ﬂ
— ﬂ First address found ﬂ

<
||
Step 3: ou may check for zpecial requirernents by first conzidering addrezses with the specified attributels).

Address Attributes. .. | Receipt, Yes

Step 4:5Specify what happens if no address iz fnund:l Print specific address ﬂ
Address to Dfiﬂtil Organization's preferned address j
< Back | Medt » | Cancel | Frint | Preview | Layout |

The addresses of each organization constituent in the mailing list are processed using the three or four steps on
the Org. Address tab, depending on your selection in Step 1. For example, you have three organization
constituents in your mailing list: Baldwin Entertainment, City Insurance Company, and Outside Investments.
When the program chooses an address for each of these constituents, it begins with the first constituent in the
list. To find an address for Baldwin Entertainment, the program compares Baldwin Entertainment’s addresses
with the information you entered in Step 1 through 4. After the program finds a valid address for Baldwin
Entertainment, it uses Step 1 through 4 to find a valid address for City Insurance Company and then finishes with
Outside Investments.

Because the address used for each constituent is selected individually, different address types can be selected for
constituents in the mailing list. For example, according to the information you enter on the Org. Address tab, the
Preferred Address can be selected for Baldwin Entertainment, the Business Address can be selected for City
Insurance Company, and the Mailing Address can be selected for Qutside Investments.

Mail Only to the Organization’s Address

When you select addresses for organizations, the selections available in the rest of the steps depend on what you
select in Step 1. When you select Mail only to the organization, the address entered on the organization’s
constituent record prints.
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To print the organization’s address, the Org. Address tab appears as shown.

M2 New Donor Acknowledgement Letters M= E I
File  Edit Favortez Help
= | E @ | 2 - 4.@ Send toword merge wizard |
1. General | 2 Figlds to Include | 2 Filters | A Gift Types | 5 Attributes
B Ind. Address 7 0rg. Address | 8 PostalSaver | 3 Farmat

| Complete the steps below to determing which addrezz will print. Click_here to leam about address processing,

Step 1:Indizate if thiz mailing zhauld go ta the cantacts for the arganization ar to the arganization itself.

i Mail to contacts + Mail anly to the organizatioré
Step 2:Specify, in the order of importance, the addresses to congider. The first valid address will be uzed.
Addreszes: Addresses to use:

First address found i’ Preferred address
RE 7.50 Addres: Conversion J>
Shippitng LI £

Umrem

Al

Step 3: You may check for zpecial requirementz by first conzidering addrezses with the specified attributefs).

Address Attributes. . | <Mo address attributes specified:

Step 4:Specify what happens if no address is found: | Print with no address j

< Back | Nest » | Cancel | Expart... | Meme. . |

Step 1. In Step 1, select Mail only to the organization. This selection in Step 1 affects the rest of the steps on
this tab. If you select Mail to contacts, see “Mail to an Organization’s Contacts” on page 91 for more
information.

Step 2. In Step 2, specify the addresses to which you want to send the mailing. To select an address, highlight
the address in the Addresses box and click the right arrow to move it to the Addresses to use box. If you list
multiple addresses in the Addresses to use box, you must sort the addresses in order of their importance. To
move an address within the Addresses to use box, select the address and click the up or down arrow.

For example, to include the Preferred address and Business address, select them in the Addresses box and
click the right arrow to move them to the Addresses to use box. If an organization has both addresses
entered on the constituent record, you want to use the Preferred address. Because the program selects the
address based on its position in the Addresses to use box, you need to use the arrows to move the Preferred
address to the beginning of the list.
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Step 3. In Step 3, you can use address attributes to choose the address type to print. To access the Address
Attributes to Consider screen, click Address Attributes.

Address Attributes to Consider
—Addrezs Attributes to Consider for thiz bailing

Specity the Addreszs Attnbutes an address should have to be given preference in
proceszing. If no address is found, the process iz repeated and addrezses with no
address attributes or different addrezs attribute categonies are congidered,

Cakegory | Descripkion | Short Desc
- MZO& Confirmed? Yes

aK | Cancel I

Note: If the attributes you selected do not fit in the area provided, an ellipsis appears at the end of the display.
You can hold your cursor over the attribute to view a tool tip that displays the entire attribute.

The program checks if the address attribute is present on the Attributes tab of the address record. For
example, to include addresses with the attribute Category of NCOA Confirmed? and a Description of Yes,
enter the information on this screen. For more information about entering address attributes, see the
Biographical Information chapter of the Constituent Data Entry Guide. After you enter the necessary address
attributes, click OK. A display appears to the right of the Address Attributes button and lists the attributes
you selected. When you do not specify any attributes, the label displays <No address attributes specified>.

For more information, see “Understand Address Attributes” on page 86.

Step 4. In Step 4, select the address type the program should use if it cannot find an address type meeting your
selections in Steps 1 through 3. You can print the organization’s name with no address, remove the record
from printing in the mailing, or select a specific address to print. If you select a specific address to print, the
Address to print field appears so you can select the address type to print on the mailing when no other valid
address is found for the constituent. For example, the address selected here prints even if Send mail to this
address is unmarked.

Mail to an Organization’s Contacts

When you select addresses for organizations, the selections available in the rest of the steps depend on what you
select in Step 1. When you choose Mail to contacts, the address entered on a contact’s record prints for the
mailing.
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If you want to print a contact’s address, the Org. Address tab appears as shown.

Mg New Appeal Cards M= E3 I

File  Edit Favortez Help
S w2 |

1. General | 2 Figlds to Include | 2 Filters | A Gift Types | 5 Attributes
E: Ind. Address 72 Org. Address | 8 PostalS aver | 5: Farmat

| Complete the steps below to determing which addrezz will print. Click_here to leam about address processing,

Step 1:Indizate if thiz mailing zhauld go ta the cantacts for the arganization ar to the arganization itself.
i+ Mail to contacts = Mail only to the organization

Step 2:Specify the cantact tppes o canzsider far this mailing by zelecting contact twpes or address attributes.

Contact Information | Frimary, Mailing, Corporate Donations

Contact Address Attributes. . | Yes

Step 3: Specify what happens if o contact iz fu:uund:l Print zpecific address

Organization Address to print:l Prefered addiess j

[+ Remove record if no valid organization address is found

< Back | Nest » | Cancel | Frint | Preview | Layout |

Before you begin this procedure, we recommend you read “Understand Contact Address Attributes” on page 95.

Step 1. In Step 1, select Mail to contacts to print a contact’s address. This selection in Step 1 affects the rest of
the steps on this tab. If you select Mail only to the organization, see “Mail Only to the Organization’s
Address” on page 89 for more information.

Step 2. In Step 2, select the contact types you want to include by clicking Contact Information. When you click
this button, the Contacts to Receive Mail screen appears.

Contacts ko Receive Mail x|

v Include Selected Contact Types Only ok |
Specify, in the order of importance, the contact type to receive the mailing

Cantact bupes Cantact types to include: Cancel |

Board -
Corporate Donations >

Event ﬂ

Farmer Contact

M ailing <
b atching Gift <4
Men's Club j

Contact Attributes. .. | <Ma contact attributes specified:

IF & contact alzo receives thiz mailing az an indradual: [ C 0= K=

v Print one for each contact found

You can include all contact types or choose specific contact types. To select specific contact types, mark
Include Selected Contact Types Only. If you do not mark this checkbox, all contact types are considered for
the mailing. To select a specific contact type to use, select the contact type in the Contact types box and click
the right arrow to move it to the Contact types to include box.
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If you list multiple contact types in the Contact types to include box, you must sort the contact types in the
order of their importance. To move a contact type within the Contact types to include box, select the contact
type and click the up or down arrow. For example, some of the organizations may not have a matching gift
coordinator. To include the contact types Matching Gift and Corporate Donations in the mailing, select them
in the Contact types box and click the right arrow to move them to the Contact types to include box. If an
organization has both contact types on its record, you want to use the address for the matching gift. Because
the program selects the contact type based on its position in the Contact types to include box, use the arrows
to move Matching Gift to the beginning of the list.

To filter contact attributes, click the Contact Attributes button. When you click the Contact Attributes
button, the Contact Attributes to Consider screen appears. You can use the Filter, Category, Description, and
Short Desc columns to include or exclude constituents based on filters. To save the changes, click OK.

Contact Attributes to Consider |

Include or exclude Contacts based on these attributes.

Filker ICategDry IDescriptinn IShort Desc I
Include Interests Cooking

ak I Cahicel |

Warning: To ensure proper receipting and membership card usage, Print one for each contact found is not
available for the Receipts or Membership Cards mail task.

When more than one contact should receive a mailing, mark Print one for each contact found. If you do not
mark this checkbox, the first contact that meets the address criteria is selected for the mailing.

In the If a contact also receives this mailing as an individual field, you can select to Mail to the individual
address only, Mail to the contact address only, or Mail to both addresses separately.

After you select all the contact types you want to use, click OK. A display appears to the right of the Contact
Types to Include button listing the contact types you selected. If you did not specify any contact types, the
label displays <All contact types>.

For information about selecting addressees and salutations for a contact, see “Select an Addressee or
Salutation for an Individual or Contact” on page 243.

Note: If the attributes you selected do not fit in the area provided, an ellipsis appears at the end of the display.
You can hold your cursor over the attribute to view a tool tip that displays the entire attribute.
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In Step 2, you can include or exclude contacts’ addresses based on address attributes entered on the contact’s
address record. Click the Contact Address Attributes button to access the Contact Address Attributes to
Consider screen.

Contact Address Attributes to Conszider E

— Contact Address Attributes to Congider for thiz Mailing

Ihclude Contacts with one of these address attributes, no address attributes, or different address
attribute categories

% {rly consider Contacts with one of these address attibubes

I If an Organization does not have a valid Contact with one of these address attributes, consider
Contacts with no address attributes or different address attribute categories

Category Description Short Desc
Special Mailing Infa Menvsletter
MCOA Confirmed? Yes

Click here for help and examples

ok I Cancel

Warning: If a contact’s address does not qualify for the mailing because of the address attribute filters, the
contact is removed from the mailing.

The program checks the Address Attributes tab of a contact’s relationship record to be considered for the
mailing. For example, if you want to include addresses with the address attribute Category of Preferred
Contact and a Description of Yes, enter the information on this screen. For more information about entering
attributes, see the Biographical Information chapter of the Constituent Data Entry Guide. When you finish
entering contact address attributes, click OK. A display appears to the right of the Contact Address Attributes
button and lists the address attributes you selected. When you do not specify any address attributes, the
label displays <No contact address attributes specified>.

For more information, see the section “Understand Contact Address Attributes” on page 95.

Warning: Contact address attributes entered on the Attributes tab of the Address screen of the contact’s
relationship record are considered for filters, instead of regular attributes entered on the Attributes/Notes tab
of the relationship record. To access the Address Attributes tab, click the More button on the General 1 tab of
the contact’s relationship record.

Step 3. In Step 3, you must select what the program should do if it cannot find a contact address meeting your
selections in Steps 1 and 2. You can print the organization’s name with no address, remove the record from
printing in the mailing, or select a specific address to print. If you select a specific address to print, the
Address to print field appears so you can select the address type to print from the mailing.

Please note that when you mail to contacts, the Alphabetical sort order you select on the Format tab of the mail
task is based on the Organization name, even though the contact name is used as the addressee. For more
information about sorting, see “Format Tab: Sort” on page 186.
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Understand Contact Address Attributes

When you mail specifically to an organization’s contacts, you have various options to choose from. Decide how
much emphasis to place on contact address attributes in the program’s selection process of which records to
include in a mailing. You make these selections on the Contact Address Attributes to Consider screen. To access
this screen, click the Contact Address Attributes button on the Org. Address tab of any mail task. This button is
available when you choose Mail to contacts in Step 1 on the Org. Address tab.

Contact Address Attributes to Consider B

— Contact Address Attributes to Consider for this Mailing

Include Contacts with one of theze addresz attributes, no addrezs attibutes, or different address
attribute categories

& i0nly consider Contacts with one of these address attibutes

W If an Organization does not have a walid Contact with one of these address attibutes, consider
Contacts with no addresz attributes or different addresz attibute categories

Cakegory I Description Short Desc I
Special Mailing Info MNerwsletter
MCOA Confirmed? ez

Click here for help and examples

0. I Cancel

You can choose to search for specific and additional address attributes, search only specific contact address
attributes, or search for specific attributes and also make a second pass through the system searching for
contacts with additional address attributes, if no matches for the specified contact address attribute are found on
a first pass. Your selection may depend on how you enter and use address attributes in your database. Read
below to see how the different options affect contact address attribute processing.

Because everyone uses contacts differently, contact address attribute processing is slightly different from regular
address attribute processing for Individuals and Organizations. For more information about attribute processing
for Individual or mailing only to an Organization’s address, see “Understand Address Attributes” on page 86.



96 CHAPTER

If No Contact Address Attributes are Specified

Regardless of the option you select on the Contact Address Attributes to Consider screen, if no attributes are
specified in the grid at the bottom of the screen, processing is as follows.

Contact Address Attributes to Consider

HEE == =1 =T L) = == = L
no address attributes ar different address attribute categories

il ElB= L)

I Description | Shork Desc

If no contact address attributes are specified in the grid, the program starts with the first contact type in the
Contact types to include list on the Contact to Receive Mail screen. To access this screen, click Contact
Information on the Org. Address tab. The program considers these options in order: (If Contact types to include
list is blank, the first valid contact found is used.)

¢ The contact type on the contact record must match what is listed in the Contact types to include list on the
Contacts to Receive Mail screen

¢ The contact must be marked as Contact for the organization
¢ The from/to dates on the contact must be valid as of today
¢ The Do not mail to this contact checkbox must NOT be marked

¢ If any of these fail, the next contact in the Contact types to include list is processed. Otherwise, the contact’s
address is validated using the following criteria:

¢ The Send mail to this address checkbox on the contact’s address must be marked
¢ The valid from/to dates on the contact’s address must be valid as of today
¢ The seasonal from/to dates on the contact’s address must be valid as of today

¢ If any of these fail, the contact is not used and the program continues with Step 3 on the Org. Address tab,
Specify what happens if no contact is found.

¢ If the Print one for each contact found checkbox on the Contacts to Receive Mail screen (accessed by clicking
Contact Information in Step 2 on the Org. Address screen) is marked, the process repeats for each contact in
the Contact types to include list. If the Include Selected Contact Types Only checkbox on the Contacts to
Receive Mail screen is NOT marked, all valid contacts are printed.

¢ [f the Print one for each contact found checkbox on the Contacts to Receive Mail screen is NOT marked, the
program stops processing that organization record as soon as one contact is found.

If the Contact types to include list is exhausted, the program uses the option you select in Step 3 on the Org.
Address screen, Specify what happens if no contact is found. For more information, see “Mail to an
Organization’s Contacts” on page 91.
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Include Contacts with one of these address attributes, no
address attributes, or different address attribute categories

If you select the Include Contacts with one of these address attributes, no address attributes, or different
address attribute categories option on the Contact Address Attributes to Consider screen, the following is true:

Contact Address Attributes to Consider B

— Contact Address Attributes to Consider for this Mailing

= include Contacts with one of theze address attnbutes, no address attnbutes. or different address;
iattribute categories :

= Orly consider Contacts with one of these address attibutes

r | & Nraatieation dees nottiayve avalid Eontact with ane afthese addiess atitutes, catsider
[Enttasts with mm Gadress athibites or difterent adiess sthibute cateqanies

Cakegory I Description Short Desc I

Click here for help and examples

0. I Cancel

¢ If a contact’s address contains no address attributes, it is still considered for processing

¢ If a contact’s address contains address attributes of an entirely different category than those specified in the
grid on the Contact Address Attributes to Consider screen, it is still considered for processing

¢ If an address contains attributes of the same category, but with a different description than those specified in
the grid, it is excluded from processing. (This is consistent with version 6.x and Individual address processing.)

If you select the Include Contacts with one of these address attributes, no address attributes, or different
address attribute categories option on the Contact Address Attributes to Consider screen, processing is as
follows:

The program starts with the first contact type in the Contact types to include list on the Contacts to Receive Mail
screen. Access this screen by clicking Contact Information on the Org. Address tab. (If the Contact types to
include list is blank, the first valid contact found is used.)

¢ The contact must not have an address attribute with the same attribute category but different description
from any of the attributes specified in the grid. For this selection, the program only does a single pass through
the system searching for valid contacts. Therefore, contacts with an address attribute category and description
matching ones listed in the grid and contacts with no address attributes or attribute categories that are
different than those listed in the grid are processed at the same time and are equally valid. The only contacts
that are excluded based on this selection for address attribute processing are contacts with the same attribute
category but different description.

¢ The contact type on the contact record must match what is listed in the Contact types to include list on the
Contacts to Receive Mail screen

¢ The contact must be marked as Contact for the organization
¢ The from/to dates on the contact must be valid as of today
¢ The Do not mail to this contact checkbox must NOT be marked

¢ If any of these fail, the next contact in the Contact types to include list is processed. Otherwise, the contact’s
address is validated using the following criteria:

¢ The Send mail to this address checkbox on the contact’s address must be marked
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¢ The valid from/to dates on the contact’s address must be valid as of today
¢ The seasonal from/to dates on the contact’s address must be valid as of today

¢ If any of these fail, the contact is not used and processing continues with the selection in Step 3 on the Org.
Address tab, Specify what happens if no contact is found

¢ If the Print one for each contact found checkbox on the Contacts to Receive Mail screen (accessed by clicking
Contact Information in Step 2 on the Org. Address screen) is marked, the process repeats for each contact in
the Contact types to include list. If the Include Selected Contact Types Only checkbox on the Contacts to
Receive Mail screen is NOT marked, all valid contacts are printed.

¢ |f the Print one for each contact found checkbox on the Contacts to Receive Mail screen is NOT marked, the
program stops processing that organization record as soon as one contact is found.

If the Contact types to include list is exhausted, the program uses the selection in Step 3 on the Org. Address tab,
Specify what happens if no contact is found. For more information, see “Mail to an Organization’s Contacts” on
page 91.

Only consider Contacts with one of these address attributes

When you select the Only consider Contacts with one of these address attributes option on the Contact Address
Attributes to Consider screen, the checkbox below it becomes active. You can either mark or leave unmarked the
If an Organization does not have a valid Contact with one of these attributes, consider Contacts with no
attributes or with different attribute categories checkbox. Marking or unmarking the checkbox determines
whether or not there is a second pass through the system searching for valid contacts, if no exact matches are
found for a contact on the first pass through the system. Read below to understand each option.

If an Organization does not have a valid Contact with one of these attributes,
consider Contacts with no attributes or with different attribute categories
Checkbox Marked

If the Only consider Contacts with one of these address attributes option is selected on the Contact Address
Attributes to Consider screen and the If an Organization does not have a valid Contact with one of these
attributes, consider Contacts with no attributes or with different attribute categories checkbox is marked,
processing is as follows:

Contact Address Attributes to Consider E3

— Contact Address Attnbutes to Consider for this Mailing

Ihclude Contacts with one of these addrezs attributes, no address attibutes, or different address
attribute categories
% Only consider Contacts with one of these address attributes

I If an Organization does not have a walid Contact with one of these address attibutes, consider
Contacts with no address attributes or different address attibute categories

Caktegary I Description | Shork Desc I

Special Mailing Info Menwyzletter

Confirmed?

Click here for help and examples

OF. I Cancel
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Only contact addresses containing an address attribute category and description that exactly match one defined
in the grid are considered for processing on the first pass through the system. If there are no matches for an
organization record, the program runs through the processing again. On a second pass through the system, the
program determines whether a contact’s address is valid, based on the following criteria:

¢ If an address contains no address attributes, it is considered for processing
¢ If an address contains address attributes of an entirely different category, it is considered for processing

¢ If an address contains attributes of the same category, but with a different description, it is excluded from the
processing. (This is consistent with version 6.x and Individual address attribute processing.)

See below for more details about how the program processes addresses on each pass through the system.

First Pass

The program starts with the first contact type in the Contact types to include list on the Contacts to Receive Mail
screen. To access this screen, click Contact Information on the Org. Address tab. (If Contact types to include list is
blank, the first valid contact found is used.)

¢ The contact must have an address attribute listed in the grid. For this selection, contact address processing does
a first pass through the system looking for a valid contact. Contacts with a matching address attribute category
and description are considered. However, contacts with no address attributes or attribute categories different
from those listed in the grid are NOT processed on the first pass through the system. The only contacts that are
included for this selection on the first pass through the system are contacts with the same attribute category
and description listed in the grid.

¢ The contact type on the contact record must match what is listed in the Contact types to include list on the
Contacts to Receive Mail screen

¢ The contact must be marked as Contact for the organization
¢ The from/to dates on the contact must be valid as of today
¢ The Do not mail to this contact checkbox must NOT be marked

¢ If any of these fail, the next contact in the Contact types to include list is processed. Otherwise, the contact’s
address is validated using the following criteria:

¢ The Send mail to this address checkbox on the contact’s address must be marked
¢ The valid from/to dates on the contact’s address must be valid as of today
¢ The seasonal from/to dates on the contact’s address must be valid as of today

¢ If any of these fail, the contact is not used and processing continues with the selection in Step 3 on the Org.
Address tab, Specify what happens if no contact is found. For more information, see “Mail to an
Organization’s Contacts” on page 91.

¢ If the Print one for each contact found checkbox on the Contacts to Receive Mail screen (accessed by clicking
Contact Information in Step 2 on the Org. Address screen) is marked, the process repeats for each contact in
the Contact types to include list. If the Include Selected Contact Types Only checkbox on the Contacts to
Receive Mail screen is NOT marked, all valid contacts are printed.

¢ [f the Print one for each contact found checkbox on the Contacts to Receive Mail screen is NOT marked, the
program stops processing that organization record as soon as one contact is found.

If the Contact types to include list is exhausted, the system does a second pass through the system using the
following criteria.

Second Pass

The program starts with the first contact type in the Contact types to include list. (If Contact types to include list
is blank, the first valid contact found is used.)

¢ If a contact address has an attribute with the same category listed in the grid, but a different description, it is
excluded from processing. However, for this selection, the program considers contacts with no address
attributes or address attribute categories different from those specified in the grid.
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The contact type on the contact record must match what is listed in the Contact types to include list on the
Contacts to Receive Mail screen

The contact must be marked as Contact for the organization
The from/to dates on the contact must be valid as of today
The Do not mail to this contact checkbox must NOT be marked.

If any of these fail, the next contact in the Contact types to include list is processed. Otherwise, the contact’s
address is validated using the following criteria:

The Send mail to this address checkbox on the contact’s address must be marked

The valid from/to dates on the contact’s address must be valid as of today

The seasonal from/to dates on the contact’s address must be valid as of today

If any of these fail, the contact is not used and processing continues with the selection in Step 3 on the Org.
Address tab, Specify what happens if no contact is found.

If the Print one for each contact found checkbox on the Contacts to Receive Mail screen (accessed by clicking
Contact Information in Step 2 on the Org. Address screen) is marked, the process repeats for each contact in
the Contact types to include list. If the Include Selected Contact Types Only checkbox on the Contacts to
Receive Mail screen is NOT marked, all valid contacts are printed.

If the Print one for each contact found checkbox on the Contacts to Receive Mail screen is NOT marked, the
program stops processing that organization record as soon as one contact is found.

If the Contact types to include list is exhausted, processing continues with the selection in Step 3 on the Org.
Address tab, Specify what happens if no contact is found. For more information, see “Mail to an Organization’s
Contacts” on page 91.

If an Organization does not have a valid Contact with one of these attributes,
consider Contacts with no attributes or with different attribute categories
Checkbox Not Marked

If the Only consider Contacts with one of these address attributes option is selected, but the If an Organization
does not have a valid Contact with one of these attributes, consider Contacts with no attributes or with
different attribute categories checkbox is NOT marked, a contact’s address must contain an attribute matching
the exact attribute category and description defined in the grid on the Contact Address Attributes to Consider
screen to be considered for processing.

The program starts with the first contact type in the Contact types to include list on the Contacts to Receive Mail
screen. To access this screen, click Contact Information on the Org. Address tab. (If the Contact types to include
list is blank, the first valid contact found is used.)

The contact must have an address attribute category and description exactly matching one listed in the grid. For
this selection, contact address processing does one pass through the system looking for a valid contact.
Contacts with a matching address attribute category and description are considered. However, contacts with no
address attributes or attribute categories that are different than those listed in the grid are NOT processed and
are NOT valid. The only contacts that are included based on the address attribute processing are contacts with
the same address attribute category and description.

The contact type on the contact record must match what is listed in the Contact types to include list on the
Contacts to Receive Mail screen

The contact must be marked as Contact for the organization
The from/to dates on the contact must be valid as of today
The Do not mail to this contact checkbox must NOT be marked

If any of these fail, the next contact in the Contact types to include list is processed. Otherwise, the contact’s
address is validated using the following criteria:

¢ The Send mail to this address checkbox on the contact’s address must be marked
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¢ The valid from/to dates on the contact’s address must be valid as of today
¢ The seasonal from/to dates on the contact’s address must be valid as of today

¢ If any of these fail, the contact is not used and processing continues with the selection in Step 3 on the Org.
Address tab, Specify what happens if no contact is found.

¢ If the Print one for each contact found checkbox on the Contacts to Receive Mail screen (accessed by clicking
Contact Information in Step 2 on the Org. Address screen) is marked, the process repeats for each contact in
the Contact types to include list. If the Include Selected Contact Types Only checkbox on the Contacts to
Receive Mail screen is NOT marked, all valid contacts are printed.

¢ |f the Print one for each contact found checkbox on the Contacts to Receive Mail screen is NOT marked, the
program stops processing that organization record as soon as one contact is found.

If the Contact types to include list is exhausted, processing continues with the selection in Step 3 on the Org.
Address tab, Specify what happens if no contact is found. For more information, see “Mail to an Organization’s
Contacts” on page 91.

If the checkbox is unmarked, there is no second pass through the system.
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Overview

On the Cards, Envelopes, Labels, and Quick Letters mail tasks, the Segment tab appears so you can include
multiple queries in one mailing without having to worry about sending more than one piece of mail to a
constituent.

The Segment tab is also useful when you prepare a mailing to send out in several packages. For example, you are
creating labels for your 2002 Direct Mailing appeal, which is divided into three packages. The package a
constituent receives depends on previous gifts the constituent donated to your organization. Major donors who
have contributed at least $5,000 receive a full-color brochure; previous donors receive a small booklet; and
prospects receive a letter. You can use the Segment tab to create labels for each package all at the same time and
prevent sending more than one package to a single constituent.

Parts of the Screen

I3 New Quick Letters M= E3 I
File Edit Favortez Help
= | E @ | s 4.@ Send to W ord merge wizard |
1: General | 2: Figlds to Include | 2 Filters | 4 Aftributes | 5 Ind. Address
E: Org. Address 7 Seqment | 8: Farmat

[+ Segment mail run
[~ Update number solicited for each Appeal and Package
[+ &dd Appeal and Package to Constituent recard

[rate: I Ell Carnrmett:

Input Query I Appeal Package Oubpuk Query Iﬂ

=

[ Automatically ovenwrite existing queries

< Back | Nest » Cancel Expart... | Meme. . |

Tip: If you use Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office Integration
Guide for a procedure using the Word Merge Wizard.

Segment mail run. To segment the mailing and enable the rest of the features on the Segment tab, mark
Segment mail run.

Update number solicited for each Appeal and Package. Mark this checkbox to automatically update the
number of constituents solicited on the appeal record associated with this mailing to include the number of
constituents this mailing is sent to, after you print, preview, or export the mailing. Marking this checkbox
updates appeal and package information located on the General tab of an appeal record and the package
record, accessed through the Packages tab of the appeal record.
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Add Appeal and Package to Constituent record. Mark this checkbox to automatically add the associated
appeal and package (defined in the Segment grid below) to the constituent record of each included in this
mailing, once you print, preview, or export the mailing.

Date. In the Date field, enter the date to record when you send the mailing. The Date field is available only if you
mark Add Appeal and Package to Constituent record.

Comment. In the Comment field, enter any notes to appear in the Comments column on the Appeals tab of the
constituent record. The Comment field is available only if you mark Add Appeal and Package to Constituent
record.

Input Query. In the Input Query column of the Segment grid, list in order the queries you want to use to
properly segment your mailing.

Appeal. The Appeal column displays the appeal to which this solicitation is associated. Select from the table in
this column or enter a new appeal, if you have rights to do so.

Package. The Package column displays information from the Package tab of the appeal record. You must first
enter package information on the Packages tab of the appeal record before it can be available for selection in
the Segment grid in Mail. You cannot enter information directly into this column of the grid. For more
information about creating packages, see the Appeals chapter of the Campaigns, Funds, & Appeals Data Entry
Guide.

Output Query. In the Output Query column, enter a name for the output query of constituents included in this
segment of the mailing, once it is run (printed, previewed or exported.)

Automatically overwrite existing queries. Mark this checkbox to automatically overwrite existing queries
of the same name, if you enter a name in the Output Query column that is already saved in Query. The new
output query generated by running this mailing replaces the existing query of the same name.

Segment a Mailing

Note: If you mark Segment mail run, you must click the Include button to select All Records on the General
tab. If you include a query on the General tab by choosing Selected Records, only records present on both the
General and Segment tabs are considered for the mailing. If the records do not appear on both tabs, the
message, “No records meet criteria,” appears. If, for example, only one record from a query appears on both
tabs, then only one label from that query will print.
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To segment a mailing, you must create a query of each group to include in the mailing. The Segment tab contains
a grid you use to list all the queries you want to include. The order in which you list the queries is very important.
The program removes duplicate constituents from the mailing based on the order in which you list the queries in
the grid.

I New Labels [ _ []] I

File Edit Fawortes Help
= ==l |

1: General | 2 Fields to Include | 3 Filters | 4 Aftributes | 5 Ind. Address
B Org. Address T Segment | 2 Format

¥ Segment mail run
¥ Update number salicited for each Appeal and Package

¥ fdd Appeal and Package to Constituent record

Drate: IDB£1 /2002 EII Comment:

Inpuk Query I Appeal Package Dukput Query \_Iﬂ
Major Donor Prospect 2002 Direct Mailing full-color photo booklet 2002 Annual Full-Color ...
Previous Donors 2002 Direct Mailing three-Fold color brochure | 2002 Annual Brochure
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N |
=
[~ Automatically ovensrite existing queries
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For example, when you prepare to create labels for your 2002 Direct Mailing appeal, you create three

gueries — Major Donor Prospect, Previous Donors, and Prospects — to determine the constituents who should
receive each package. All constituents in the Major Donor Prospect query are included in the Previous Donors
query, but you do not want your major donors to receive two pieces of mail. Because you want major donors to
receive a separate package, enter the Major Donor Prospect query in the first row of the grid. In the second row
of the grid, enter the Previous Donors query. In the third row, enter the Prospects query. When the program
processes the mailing, it first prints labels for all the constituents in the Major Donor Prospect query. Then, the
program prints labels for all constituents in the Previous Donors query for whom a label has not yet been printed.
Finally, the program prints labels for all constituents in the Prospects query who are not included in the other
queries.

For example, John Turner appears in both the Major Donor Prospect and Previous Donors queries. If you list the
Major Donor Prospect query in the first row of the grid and the Previous Donors query in the second row, the
program prints a label for John Turner with the Major Donor Prospect query and eliminates him from printing
with the Previous Donors query. If you list the Previous Donors query before the Major Donor Prospect query, the
program prints a label for John with the Previous Donors query and eliminates him from printing with the Major
Donor Prospect query.

You may be wondering, “How do | know in which group a constituent appears?”. The answer is Output Queries.
Think of each row in the grid as a group. The first row contains the Major Donor Prospect group, the second row
contains the Previous Donors group, and the third row contains the Prospects group. You can create an output
guery that contains all constituents included in a particular group. For example, you can create an output query
called 2002 Annual Booklet that contains all constituents for whom a label printed with the Previous Donors
group. This output query contains the constituents who appear in the Previous Donors query and not the Major
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Donor Prospect query. For example, in the Segment grid, you list the Major Donor Prospect query followed by the
Previous Donors query. John Turner, who is included in both queries, does not appear in the 2002 Annual Booklet
output query because his label printed with the Major Donor Prospect group. Sarah McClain, who appears only in
the Previous Donors query, is included in the 2002 Annual Booklet output query because her label is printed with
the Previous Donors group.

Note: To add or delete a row in the Segment grid, select a row in the grid and select Edit, Insert Row or Delete
Rows from the menu bar.

When you send mail to a group of constituents, you can record the appeal sent to each constituent on the
Appeals tab of the constituent record. You can select a different appeal for each query listed in the Segment grid.
If you choose to record the appeal on the constituent records, the program can automatically update the number
solicited for each appeal. This number is listed in the No. solicited field on the appeal record. When you enter an
appeal in the Appeal and Package columns, the appeal and package are added to constituent records even when
the records are previewed.

When you choose to create an output query of each segment in a mailing, you can mark Automatically overwrite
existing queries if you do not want to receive a warning that a query in your database has the same name as an
output query on the Segment tab. If you do not mark this checkbox, you receive a message when a query in your
database has the same name as an output query.

The Raizer's Edge E3

@ The query "k ajor Donor Progpect Cards" already exists.

If you receive this message, you must change the name of the output query or mark Automatically overwrite
existing queries.
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» Segment a mail run

When you segment a mail run, you must include all records in the mailing. To include all records, click the
Include button on the General tab of the mail task. When the submenu appears, select All Records. If you
choose Selected Records and include a query on the General tab of the mail task, a record must be present in
both the query entered on the General tab and a query entered on the Segment tab to receive mail. For more
information about the Include button, see the General tab section in this book for the mail task you are using.

To record the package associated with each segment of the mailing, you must already have created the
package on the Packages tab of the appeal record for it to appear for selection in the table on the Segment
tab in Mail. For more information about creating packages, see the Appeals chapter of the Campaigns,
Funds, & Appeals Data Entry Guide.

Scenario: You are creating labels for your 2002 Direct Mailing appeal, which has been divided into
three packages. The package a constituent receives depends on the donor’s status. Major donors
receive a full-color photo booklet, previous donors receive a brochure, and prospects receive a letter.
To segment the mailing, you created three queries: Major Donor Prospect, Previous Donors, and
Prospects. You want to create output queries called 2002 Annual Full-Color Booklet, 2002 Annual
Brochure, and 2002 Annual Letter to record the constituents who will receive each package. Also, you
want to add the 2002 Direct Mailing appeal to the Appeals tab of each constituent record for which
you print a label.

1. From a mail task, select the Segment tab. For more information about opening a mail task, see “Access
Mail Tasks” on page 3.
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2. To segment the mailing, mark Segment mail run. When you mark this checkbox, all fields on the Segment
tab are enabled.

Warning: If you mark Update number solicited for each Appeal and Package, you must enter an appeal and
package for every input query you add in the Segment grid.
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3.

You can automatically update the number of constituents solicited on the 2002 Direct Mailing appeal
record to include the constituents from this mailing, when the mailing is run. To do so, mark Update
number solicited for each Appeal and Package. When you mark this checkbox, only constituents are
included in this number. For example, if you create labels for participants of your event and mark this
checkbox, only participants who are also constituents are included in the number solicited. The program
adds the appeal and package to the constituent records when you preview, print, export, or email the
mailing.

Note: The appeal and package are added only to constituent records. For example, if you create labels for
relationships and mark Add Appeal and Package to constituent record, the appeal and package you enter in
the grid are added only to relationships who are constituents in your database.

4.

10.

11.
12.

13.

14.

15.
16.

To add the 2002 Direct Mailing appeal to the Appeals tab of constituent records included in this mailing,
mark Add Appeal and Package to Constituent record.

In the Date field, enter the date 11/01/2002 to record when you send the mailing. You can also add any
appeal notes in the Comment field. Comments appear in the Comments column on the Appeals tab of
the constituent record.

In the first row of the Input Query column, click the binoculars to search for the Major Donor Prospect
query. This is a dynamic query of all constituents who have given more than $5,000 to your organization.
Input queries must be constituent queries and already exist in Query.

In the first row of the Appeal column, enter “2002 Direct Mailing”.

In the first row of the Package column, select “full-color photo booklet”. This is the package the first
segment of the mailing, The Major Donor Prospects, will receive. You must already have created the
package on the Packages tab of the appeal record for it to appear in the table here. For more information,
see the Appeals chapter of the Campaigns, Funds, & Appeals Data Entry Guide.

In the first row of the Output Query column, enter “2002 Annual Full Color Booklet”. This is a new static
query of all the constituents who receive the full color photo booklet.

In the second row of the Input Query column, click the binoculars to search for the Previous Donors
guery. This is a dynamic query of all constituents who have given money to your organization.

In the second row of the Appeal column, enter “2002 Direct Mailing”.

In the second row of the Package column, select “three-fold color brochure”. You must already have
created the package on the Packages tab of the appeal record for it to appear in the table here.

In the second row of the Output Query column, enter “2002 Annual Booklet”. This is a new static query of
all constituents who receive the brochure.

In the third row of the Input Query column, click the binoculars to search for the Prospect query. This is a
dynamic query of all constituents who have never given money to your organization.

In the third row of the Appeal column, enter “2002 Direct Mailing”.

In the third row of the Package column, select “standard letter”. You must already have created the
package on the Packages tab of the appeal record for it to appear in the table here.
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17. Inthe third row of the Output Query column, enter “2002 Annual Letter”. This is a new static query of all
constituents who receive the letter.
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Warning: If you mark Automatically overwrite existing queries, make sure you want to replace any existing
queries of the same name with the constituents included in that segment from this mailing.

18. If you want to automatically overwrite any existing queries with the same name as entered in any row of
the Output Query column, mark Automatically overwrite existing queries below the Segment grid.

19. To run the mailing, Print, Preview, or Export the mailing. The program adds the appeal and package to the
constituent records and creates output queries when you preview, print, export, or email the mailing.

To save the settings entered in this mail task, you need to create a parameter file. For more information,
see “Save a Parameter File” on page 257.
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Mailings are important to your work as a nonprofit organization. PostalSaver is a valuable tool that enhances The
Raiser’s Edge and automates the process of sorting mailings and completing reports. This saves you time and
effort in qualifying mailings for postal discounts.

Warning: PostalSaver is updated every two months. To make sure you have the most current version before
you run PostalSaver, visit the Downloads page of the Blackbaud Web site at http://downloads.blackbaud.com.
For information about downloading and updating PostalSaver, see “Install and Update PostalSaver” on

page 114.

When you use the optional module PostalSaver, the PostalSaver tab appears on most Mail tasks. With your
selections on the PostalSaver tab, you create a parameter file that defines how to sort the mailing according to
the ZIP Code and US Postal Service (USPS) regulations. You can print required reports complete with information.
PostalSaver and the PostalSaver tab help you qualify for reduced rates offered for bulk mailings. You can use the
PostalSaver tab in several Mail tasks.

¢ Appeal Cards

¢ Donor Acknowledgement Letters
¢ Envelopes

¢ Follow-up Letters

¢ Honor/Memorial Acknowledgement Letters
e labels

e Phonathon Forms

* Receipts

e Reminders

¢ Renewal Notices

¢ Volunteer Follow-up Letters



114 CHAPTER

If you include the Address barcode and Endorsement line fields on the Fields to Include tab, you can use the
PostalSaver tab to sort your mailing and qualify for discounts offered by the US Postal Service.
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Run PostalSaver. To use the PostalSaver tab to sort and batch a mailing according to US Postal Service
guidelines, mark Run PostalSaver. All selections on the PostalSaver tab are enabled.

Note: The CASS certify addresses checkbox appears only if you use AddressAccelerator as your data service
and, in User Options, enter a valid path to the AddressAccelerator data files. For more information, see the
Data Health Center Guide.

CASS certify addresses (this will not update addresses in the database). When you use
AddressAccelerator as your data service, you can use the Coding Accuracy Support System (CASS) to certify all
the addresses in a specific mailing before you print the mailing. To certify, mark CASS certify addresses.
Changes to addresses are not updated on the constituent record. You must manually update address changes
on the constituent record.

Options. To set up how the program uses PostalSaver to sort and batch your mailing, click Options. You can
select to run the Presort Wizard to set up the PostalSaver options or load the option settings from an existing
parameter file to use as a template.

Install and Update PostalSaver

Warning: If you use AddressAccelerator as your data service, update the AddressAccelerator data files instead.
When you update the AddressAccelerator data files, both PostalSaver and AddressAccelerator update. For
more information about how to update the AddressAccelerator data files, see the Data Health Center Guide.

The PostalSaver data files are updated every two months. To access the information in the PostalSaver data files,
you must download and install them from www.blackbaud.com.
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If you work on a network, you can install the data files on the server or in a shared folder on any computer all
users can access. To link the files to The Raiser’s Edge, you must enter the path to the data files in User Options
After you install the PostalSaver data files on a workstation or server for the first time, you must also update

Satori MailRoom ToolKit. PostalSaver uses MailRoom ToolKit to sort your mailing and take advantage of postal
discounts.

» Download and install the PostalSaver data files

Warning: The Downloads page is a secured resource on the Blackbaud Web site. To access the Downloads
page, you must log in.

1. Access the Downloads page of the Blackbaud Web site at http://downloads.blackbaud.com.
A Blackbaud | Support | Downloads - Microsoft Internet Explorer [_[5] ]
B¢ Bt Mew Fywmes Toow o "
Q=0 -+ e SRS
LTy P r— w By |k | -
upport | Nonprofit Resources. Events | Company Ste Search J =]
Support Downloads ]
-l
) 8.J Looal e

2. Click PostalSaver for the United States. The latest PostalSaver files appear for download.

Warning: Download and installation instructions are included on the Downloads page. Read all Notes included
with the download instructions.

3. Download and install any relevant PostalSaver updates.



116 CHAPTER

4. Access and run the downloaded PostalSaverDatafiles.exe file. The InstallShield Wizard Preparing to Install
screen appears.

InstallShield Wizard I

Preparing to Install...

PostalSaver Update Setup iz preparing the InstallShisid
Wizard, which will guide vou through the program 2etup
process. Pleaze wait.

Configuring *indows [nstaller

|

Cancel

When the InstallShield wizard is configured, the InstallShield Wizard for PostalSaver Datafiles screen
appears.

Postalsaver Datafiles - InstallShield Wizard
InstallShield Wizard for PostalSaver D atafiles

Thiz progrann will inztall the data filez required far The Raizer's Edae 7 PostalS aver.

Fartions of thiz progran are € Copyright 1937-2006 by Satari Saftware [ne. Al Rights
Reserved.

|mstallShield

< Back | Mewut » I Cancel
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5. To continue with the installation, click Next. The Choose Destination Location screen appears.

6.

Postalsaver Datafiles - InstallShield Wizard

Choose Destination Location
Select folder where zetup will install files.

]|

ik

Y

Setup will inztall PostalS aver D atafiles in the following folder.

another falder.

To inztall to thiz folder, click Mext. Tainstal to & different falder, click Browse and zelect

Destination Folder
(E:\F‘ragram FileghBlackbaudiFostal Tools

Browsze. . |

|mstallShield

¢ Back | Mewut » I

Cancel |

In the Destination Folder frame, enter the location where you want the wizard to install the PostalSaver
data files. By default, the location is C:\Program Files\Blackbaud\Postal Tools. To map to a different

location, click Browse.

Click Next. The wizard installs the PostalSaver data files, and the Setup Status screen tracks the

installation progress.

Setup Status

PostalSaver Datafiles Update E3 I

=5
Wk

&

FostalSaver Update is configuring pour new zoftware installation.

Reqiztering product

|mztallShield

Cancel
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When the installation is complete, the InstallShield Wizard Complete screen appears.

Postalsaver Datafiles - InstallShield Wizard I

Install5hield Wizard Complete

Setup has finished instaling PostalS awver Datafiles on your
computer,

< Back | Finizh I Cancel

8. Click Finish.

Note: PostalSaver uses Satori MailRoom ToolKit to help sort your mailing and take advantage of postal
discounts. If you install the PostalSaver data files on a server, you must install the MailRoom ToolKit update

files on each workstation that uses PostalSaver.

9. Install the Satori MailRoom ToolKit update files. For a procedure on how to install the MailRoom ToolKit
update files, see “Install the MailRoom ToolKit update files” on page 118.

10. Loginto The Raiser’s Edge.
11. On the menu bar, select Tools, User Options. The Options screen appears.
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Note:

Note:

12. Select the File Locations tab.

13.
14.

15.
16.

Options: E3 I
General I Home I Becords I Querny I Export | Feparts I Mail I Batch
Ldministration I Color I Frinting File Locations temberzhip Scanning

e

# Vou can choose the default file locations when exporting files from the system.

File Type Location I

Word Processing Documents/Letters

Crystal Reports Database

AddressAccelerator Data Files _I
Export/Import Data Files

Excel Spreadsheets

ICverify Data Path

|CVerify station [D: I

Rezet to Spgkern Defaults N1 I Cancel Apply

On the AddressAccelerator Data Files row of the grid, click in the Location column. An ellipsis appears.
Enter the path to the PostalSaver data files.

By default, the PostalSaver data files are installed at C:\Program Files\Blackbaud\Postal Tools.

To map to the location, click the ellipsis. The Browse for Folder screen appears so you can locate the data
files. When you locate the files, select the folder and click OK. You return to the File Locations tab, and
the selected Location appears in the AddressAccelerator Data Files row.

Click Apply.
Click OK. You return to the shell page of The Raiser’s Edge.

To get maximum performance from the newly installed data files, you may need to close and reopen

The Raiser’s Edge or restart the workstation.

»

You can now use PostalSaver to sort your mailing and take advantage of postal discounts. For information
about PostalSaver and postal discounts, see “Qualify for Postal Discounts” on page 124.

Install the MailRoom ToolKit update files

After you install the PostalSaver data files on a workstation or server for the first time, run the installation
wizard to install the Satori MailRoom ToolKit update files. If you install the PostalSaver data files on a server,
you must install the MailRoom ToolKit update files on each workstation to use PostalSaver. PostalSaver uses
MailRoom ToolKit to help sort your mailing and take advantage of postal discounts.

1.

Update the PostalSaver data files. For information about how to update the PostalSaver data files, see
“Download and install the PostalSaver data files” on page 114.

Access the Postal Tools directory where you have the PostalSaver data files installed on the workstation.
By default, the location is C:\Program Files\Blackbaud\Postal Tools.
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3. Runthe Update.exe file. The MailRoom ToolKit - InstallShield Wizard Extracting Files screen appears and
the wizard extracts the files needed to install the MailRoom ToolKit update files.

&4 MailRoom ToolKit - InstallShield Wizard |
3
Extracting Files E
The contents of this package are being extracted,
&

Please wait while the InstallShield Wizard extracts the files needed to install MailRoom
ToolKit on your computer, This may take a few moments,

Extracting data2.cab...

-

1
il
Lo
m
0

% Back | et = | Cancel

When the wizard finishes extracting the necessary files, the MailRoom ToolKit Update Setup welcome
screen appears.

MailRoom ToolKit Update Setup E |

Welcome to the InstallShield Wizard for
MailRoom ToolKit Update

The InzstallShield® Wizard will install MailR oom T oolkit
Update an pour computer. To continue, click Mest.

¢ Back | Mest > I Cancel
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4. Click Next. The Choose Destination Location screen appears.

MailRoom ToolKit Update Setup

Choose Destination Location
Select folder where Setup will inztall files.

Setup will inztall MailRoom Toolkit Update in the fallowing folder.

Toinztall to thiz folder, click Mext. Toinstall to a different falder, click Browse and zelect
another falder.

C:%Program Fileshmailroom toolkit Browse. . |

|mztallShield

" Destination Folder

< Back | Meut » I Cancel |

5. In the Destination Folder frame, enter the location where you want the wizard to install the MailRoom
ToolKit update files. By default, the location is C:\Program Files\mailroom toolkit. To map to a different
location, click Browse.

6. Click Next. A message appears to inform you that the wizard is installing the MailRoom ToolKit update
files.

Installing; Updating MailBoom T oolkit Agents...

I
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When the update is complete, the InstallShield Wizard Complete screen appears.

MailRoom ToolKit Update Setup I

Install5hield Wizard Complete

The InztallShield Wizard haz succezsfully installzd MailR oom
Toolkit Update. Click Finizh to exit the wizard.

< Eack | Finizh I Eancel

7. Click Finish.

» Download and update the PostalSaver data files

The PostalSaver data files are updated every two months. To update the PostalSaver data files used with
The Raiser’s Edge, you must download and install them from www.blackbaud.com.

Warning: The Downloads page is a secured resource on the Blackbaud Web site. To access the Downloads
page, you must log in.

1. Access the Downloads page of the Blackbaud Web site at http://downloads.blackbaud.com.

A Blackbaud | Support | Downboads - Mcrosoft Intemet Explorer

Fie Ede  Mew Fpeomes Tooh Hebo

[_[5] ]
'fl
O - O - <] [3 | L o €[ (3 I 2l - JQE 3
e [@] 10/ wren blackbaud com s domicads daurioads arn w By |k | -
Home | Products | Sendces | Training | Support | Nomprofit Resources | Events | Company Ste seancn TGo] B
Suswert{ Downkeads
Support Downloads

&7 of Blackbaud, Inc. 1 you
Grganizatia” firk,

Reminders: Sazvzace
sangeating wih the

€l

]

- Local inranet

2. Click PostalSaver for the United States. The latest PostalSaver files appear for download.
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Warning: Download and installation instructions are included on the Downloads page. Read all Notes included
with the download instructions.

3. Download and install any relevant PostalSaver updates.

4. Access and run the downloaded PostalSaverDatafiles.exe file. The InstallShield Wizard Preparing to Install
screen appears.

InstallShield Wizard I

Preparing to Install...

PogtalSaver Update Setup iz preparing the InstallZhield
Wizard, which will guide you through the program setup
process, Pleaze wait.

Canfiquring “indaws [netaller

[

Cancel

When the InstallShield wizard is configured, the PostalSaver Datafiles Update screen appears.

PostalSaver Datafiles - InstallShield Wizard E3 I

PostalS aver Datafiles Update

Thiz Wizard will guide vou through the process of updating
wour PostalS aver Datafiles.

Click Mest to Continue.

< Back | Meut » I Cancel




124 CHAPTER

5. Click Next. The wizard installs the PostalSaver data files, and the Setup Status screen tracks the
installation progress.

PostalSaver Datafiles Update I

Setup Status &

FostalSaver Update is configuring pour new zoftware installation.

Reqiztering product

|mztallShield

Cancel

When the installation is complete, the InstallShield Wizard Complete screen appears.

Postalsaver Datafiles - InstallShield Wizard I

Install5hield Wizard Complete

The InstallShield Wizard has successfully installed PostalS aver
Datafiles. Click Finizh to exit the wizard.

< Back | Finizh I Eanzel

6. To close the wizard, click Finish.
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Qualify for Postal Discounts

Note: To access the PostalSaver tab checkboxes and options, you must include an address barcode,
endorsement line, and correct label size for labels on the Fields to Include tab in the mail task. The Address
barcode and Endorsement line cannot fit and are not available for labels less than 3” wide. These labels
include Avery 5160, 4037, 5196, 5660, 5390, 5395, 5095, 5895, 5883, and L7161.

To be eligible for certain discounts, you must sort your mailing according to the requirements of the US Postal
Service. If you use the optional module PostalSaver, the PostalSaver tab appears on most mail tasks in Mail. To
help you take advantage of the reduced rates for First or Standard Class mail, the PostalSaver tab batches and
sorts addresses in ZIP Code order.

In conjunction with PostalSaver, you can use the address correction and certification services AddressAccelerator,
AddressFinder, or the one-time address correction service provided by the US Postal Service to take full
advantage of discount mailing rates offered by the US Postal Service. For more information about address
correction services, press F1 on any AddressAccelerator or AddressFinder screen to access the help file.

For more information about address formatting requirements, see the US Postal Service Publication #28, Postal
Addressing Standards. To receive this guide, or for more information about postal discounts, contact your nearest
postal business center, visit the USPS Web site at www.usps.com, or contact the National Customer Support
Center at 1-800-238-3150.

Requirements

To qualify for postal discounts, your mailing must meet minimum requirements:
¢ Standard Mail — 200 pieces, Bulk Mail Permit

¢ First Class Mail — 500 pieces, First Class Permit

® Periodicals — No minimum, Periodicals Permit

Note: For more information about permits, see USPS publications: Pub. 417, Nonprofit Standard Mail
Eligibility and Quick Service Guide 703, Standard Mail—Nonprofit Eligibility. To acquire these publications, visit
WWW.usps.com, or contact the National Customer Support Center at 1-800-238-3150.

For more information about acquiring permits, contact your local post office, the nearest postal business center,
or the National Customer Support Center at 1-800-238-3150.

If you do not have enough records in your mailing, PostalSaver displays a message telling you so.
The Raizer's Edge B |
@ Thiz mailing does not meet the requirement for minimum pieces.

Do wou wizh to continue the mail proceszsing'?

ez Mo

To preview or print the mailing, click Yes. However, you cannot run PostalSaver or print reports that should
accompany the mailing for postal discount purposes.

If your mailing includes enough records to meet the USPS minimum requirements and you still receive this
message, check the Presort Options you selected on the Presort Wizard. For more information about Presort
Options, see “Run the Presort Wizard to Set PostalSaver Options” on page 126.



126 CHAPTER

Options

When you mark Run PostalSaver on the PostalSaver tab, the Options button is enabled. To set up how the
program uses PostalSaver to sort and batch your mailing, click Options. When you click Options, a submenu
appears.

@ Appeal Cards for Board Members 9=
File Edit Favorites Help
Q28?2 |
1: General | 2 Fields to Include I 3 Filters | 4: Gift Types | 5 Attributes
B Ind. Address I T Org. Address 8 PostalSawver I 9 Format
¥ Bun Postalsaver
[~ CASS certify addresses | Set options. .. the databaze]
Categarn I Load options from... Y alue
< Back Hest » Cancel Prirtt | Prewiem | Layoyt |
|

Set options. To create a new parameter file for the mailing, select Set options. When you select Set options,
the Presort Wizard opens so you can create a new parameter file for a mailing. For more information about
how to create a new parameter file, see “Run the Presort Wizard to Set PostalSaver Options” on page 126.

Load options from. To use an existing parameter file for the mailing, select Load options from. When you
select Load options from, the Load Options screen appears. From the Load Options screen, you can select an
existing parameter file from which to copy the PostalSaver options. For more information about copying an
existing parameter file, see “Load PostalSaver Options from an Existing Parameter File” on page 175.

Load Options

Select a mail parameter file from which to copy PostalS aver optiohs:

Mailing to Copy From b ail Categony Select I

Board Member Envelopes Ervelopes

Butterfly Muzeum Labels Labels Cancel

Test Labels Labels

Follove-Up Letters Follow-up Letters
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Run the Presort Wizard to Set PostalSaver
Options

Warning: PostalSaver is updated every two months. To make sure you have the most current version before
you run PostalSaver, visit the Downloads page of the Blackbaud Web site at http://downloads.blackbaud.com.
For information about downloading and updating PostalSaver, see “Install and Update PostalSaver” on

page 114.

PostalSaver is a valuable tool that enhances The Raiser’s Edge by automating the process of sorting mailings and
completing reports. This saves you time and effort in qualifying mailings for postal discounts. With your selections
on the PostalSaver tab, you create a parameter file that defines how to sort the mailing according to the ZIP Code
and US Postal Service (USPS) regulations. To create a new parameter file for the mailing, on the PostalSaver tab,
click Options and select Set options. The Presort Wizard opens so you can create a new parameter file for a
mailing.

» Set the PostalSaver options

Note: For this procedure, Appeal Cards is used as an example mail task. Because the steps are similar,
procedures for other mail tasks with the PostalSaver tab are not repeated in this section. Depending on the
options you choose for other mail tasks, you may skip some of these steps and screens.

1. On the Raiser’s Edge bar, click Mail. The Mail page appears.

@4 The Raiser's Edge
File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

B2 Home !ﬂﬁ = Vall

I‘ﬁ Fecards JHNew ¢ |0Open 3% Delete
ecords

@ Cuuery

I-E | Export
o

Name Date Created Created By

07, 07 2:5... Supervisor

j Donor Acknowledgement
j Envelopes

j Falloveup Letters

) Honor/Memarial Acknowle

j Label Truncation Report
] Labels
j tembership Card Truncat
j tembership Cards
j MName Tags
) Phonathon Forms
) Place Cards
j Pledge Reminder Report
) Quick Letters
) Receipt Repart
) Receipts
) Reminders
) Renewal Notices
2 Volunteer Followup LEtlElLI = Orly show my reparts

n Appeal Cards prints a quick appeal summarizing the constituent's giving history and a suggested gift
amount

Welcome to The Raiser's Edge 7 i

From the list of Mail tasks on the left, select Appeal Cards.

In the grid on the right, select an existing Appeal Cards mailing and click Open on the action bar or, to
create a new one, click New. For information about how to create a mailing, see “Create a Mailing” on
page 213. The New Appeal Cards screen appears.
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Warning: On the Fields to Include tab, you must include an address field or you cannot access the PostalSaver
tab. On the Fields to Include tab, if you do not select Endorsement line and Address barcode, you get a
message telling you so when you print the mailing. The Address barcode and Endorsement line cannot fit and
are not available for labels less than 3" wide. These labels include Avery 5160, 4037, 5196, 5660, 5390, 5395,
5095, 5895, 5883, and L7161.

4. Select the PostalSaver tab and mark Run PostalSaver.

I3 Appeal Cards for Board Members [_ [ |
File Edit Favorites Help
EIEE =S |
1: General | 2 Fields to Include I 2 Filkers | 4 Gift Types I 5: Attributes
E: Ind. Address | T Org. Address & PostalS aver 3 Format
[V Run PostalSaver
[~ CASS certify addresses | Set options... the databaze]
Category I Load aptions from... W alue I
< Back | Mest = | Cancel | Brint | Prewview | Lapout |
|

5. If you use AddressAccelerator as your data service and, in User Options, enter a valid path to the

AddressAccelerator data files, the CASS certify addresses checkbox appears.

To certify the addresses for the mailing, mark CASS certify addresses. Marking this checkbox certifies the
addresses for this particular mailing only. The program does not correct or certify address information on
the constituent record. You must manually update address changes on the constituent record.



PosTAL SAVER TAB AND POSTAL DISCOUNTS 12

6. To create a new parameter file for the mailing, click Options and select Set Options. The Mailing Type
screen of the Presort Wizard appears. On the Mailing Type screen, select to use Basic Intelligent Mail,

which requires Intelligent Mail barcodes on mail pieces, or POSTNET, if your mail pieces will be Postnet
barcoded or not barcoded.

Presort Wizard §|

Mailing Type
Select the twpe of mailing to perfarm.

Mailing Type
* Basic Inteligent Mail

Thiz option requires Inteligent Mail barcodes on mail pieces.

" POSTMET

Select this option if mail pieces will be Postnet barcoded or not barcoded,

Maote: Automation discountz will be eliminated on Map 8, 2011 when
uzsing POSTHET barcodes. Click here for more information.

Help Cancel | | Mest = | |

Note: To select an existing parameter file from which to use the selected postal discount options, click Options

and select Load options from. For more information about using an existing parameter file, see “Options” on
page 125.
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7. Click Next. The Sort Class and Piece Type screen appears. On the Sort Class and Piece Type screen, select
the presort classification and mail piece type of the mailing. Next to the box, the requirements for the
selected mail piece type appear. For information about this screen, see “Sort Class and Piece Type Screen”

on page 138.

Presort Wizard

Sort Class and Piece Type

Select a presort class and type of mail piece.

]|

First-Class Mail - Envelopes and other pieces that can be
Machinable Letters processed on Posta] Senn'c:n_e equipment
Machinable Fats and meet the following requirements:
Machinable Postcards (Single) - :
Machinahle Postcards (Double) _ M”"'m“r” Ma:umu!'n
Monmachinable Letters Width 5in 11-1/2in
Nonmachinable Hats Height AR 61/8in
Farcels

Periedicals Thickness 0.007 in 1/4in
Machinable Letters Weight T Shne
Machinable Fats (AFSM 100)

Machinable Fats (UFSM 1000)
Monmachinable Letters
Monmachinahle Fats LI
Hlp |  Cancel | <pack Nest > Finish |

Warning: The dimensions you enter should conform to the dimensions specified by postal regulations for the
selected mail piece type. For information about the dimensions specified by the postal regulations for each

mail piece type, see “Mail Piece Types” on page 141.

8. Click Next. The Mail Piece Information screen appears. On the Mail Piece Information screen, enter the
dimensions and weight of your mail piece. For information about how to complete this screen, see “Mail

Piece Information Screen” on page 143.

Presort Wizard

Mail Piece Information
Enter the dimensions and weight of your mail piece.

]|

Piece Dimensions

Height:

I

[J

be— Height —»

=3 Width >

Iin

j based on I'I piacels)

Thickness: IC.Ci

4125 Iin 'I
widh: [55  |[n 7|

Piece Weight
& Fxed: |1

j based on |1 piecels)

Inz:ﬁs]

=

< Back et =

Help | Cancel |

Eitiizhy
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9. Click Next. The Mailing and Permit Information screen appears. On the Mailing and Permit Information
screen, enter information about your mailing and select or create a mail permit. For information about
how to complete this screen, see “Mailing and Permit Information Screen” on page 149.

Presort Wizard I

Mailing and Permit Information
Enter mailing infarmation and select/create a permit.

Thiz Mailing

Mail Drop £IF Code: I Job 1D: I

M ailing D ate: {i09/22/2010 Statemnent Mumber: I
tailing Permit

O mew Edit Copy 7 Delets

Permits | Pemit #
Type:
Halder:
Organization:
Permit Holder:

Help | Cancel | < Back I Mert > I Eirizty |

10. Click Next. The Sorting Preparation screen appears. On the Sorting Preparation screen, select the sort
level requirements of your mailing. From the Sorting Preparation screen, you can also specify advanced
tray and sorting options. For information about how to complete this screen, see “Sorting Preparation
Screen” on page 144.

T |
Sorting Preparation

Select sort levels and define sorting options.

Sort Levels
First sort level: ICarrier Route (LOT) j
Second sort level: | Nonautomation j
Automation
* Exclude Remaining Records ™
Advanced Options
Sorting... ¥ Pieces are barcoded

Trays... | Use 1"and 2 Trays; 6.00 in. max bundles

Hop |  Cancel |  <Back Next > Firish |
11. Click Next.
¢ If your mailing is a Basic Intelligent Mail mail type, the Intelligent Mail Settings screen appears. Go to
step 12.

¢ If your mailing is a POSTNET type, the Mail Sorts Discounts screen appears. Go to step 14.
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12. On the Intelligent Mail Settings screen, select whether or not to sequence your mail pieces, and if they
should be sequenced automatically or manually. If you select to sequence them manually, determine the

starting piece, tray, and pallet.

Presort Wizard gl

Intelligent Mail S5ettings
Specify your Inteligent M ail settings.

Barcode Mailer ID
Select whosze Mailer ID to uze for the mail piece barcodes:

@+ Mail Owner i
Sequencing
[ Sequence mail pieces
i i

—
—
—

Help | Caticel | < Back | Mext > | |

13. Click Next.
¢ If your mailing has a presort class of Periodical or Standard Mail, the Mail Sort Discounts screen
appears. Go to step 14.
¢ If your mailing has a presort class of First Class, the Tray or Sack Label Layout screen appears. Go to
step 20.



PosTAL SAVER TAB AND POSTAL DISCOUNTS 13

14. On the Mail Sort Discounts screen, select the mail sort discounts for which your Standard Mail or
Periodical mailing qualifies. Select whether your mailing is eligible for a nonprofit rate or a destination
entry discount. If your mailing has a sort class of Periodical, select whether it is eligible for a discounted
in-county rate. For information about how to complete this screen, see “Mail Sort Discounts Screen” on
page 158.

Presort Wizard [ x| I

Mail Sort Discounts
Select the mail sort discounts for which you qualify.

Eligibility Discount
I Monprofit rate

Destination Entry Discourts
Mail Drop Post Office W Destination Delivery Unit (DDU)

[ CHARLESTOM SC 294 ZIP Codes... |

I Bulk =il Centen [BRE]
[~ ADC COLUMBIA SC 250

InCounty Discounts
[~ Mailing does not qualify for In-County rates

[™ Force ZIP Codes as InCounty ZIF Codes... |

Hop |  Cancel |  <Back Next > Fiish |

15. Click Next.

¢ If your mailing permit has a permit type of Precanceled Stamps or Metered Mail, the Payment Method
screen appears. Go to step 16.

¢ If your mailing permit has a permit type of Prepaid, the Publication Information screen appears. Go to
step 18.

¢ If your mailing permit has a permit type of Permit Imprint or Precanceled Postmark, the Tray or Sack
Level Layout screen appears. Go to step 20.

16. On the Payment Method screen, specify your postage statement options.
¢ If your mailing permit has a permit type of Precanceled Stamp, enter the value of the stamp.

¢ If your mailing permit has a permit type of Metered Mail, select whether to calculate the minimum
postage value.
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The value you enter is subtracted from the postage due on your postage statement. For information
about how to complete this screen, see “Payment Method Screen” on page 161.

Presort Wizard I

Payment Method
Specify your postage statement options.

Payment Method
Method: Metered

Postage Affied:

W Calculate minimum postage

=

Help | Cancel | < Back et = Finish |

17. Click Next. The Tray or Sack Label Layout screen appears. Go to step 20.

18. On the Publication Information screen, enter information about your periodical publication and select
whether to print all pages of the USPS Form 3541, Postage Statement—Periodicals — One Issue or One
Edition. For information about this screen, see “Publication Information Screen” on page 163.

Presort Wizard I

Publication Information
Enter publication information.

Publication Title: |Nonprof'rt Weekly

Publication Mumber: I'I— Edition Code: IH]—
lzzue Date: IﬂE.—-"ﬂB.—-‘?ﬂﬂB VI lssue Freguency: IWeekly "I
Entry Post Cffice: |C1'|ar|eston-Downtown State & ZIP+4: IW
Publisher Contact: ISteve Fogers Phone: IW

Advertising %: 44.445 Mon-Advertising %: |22.555
Ride-Along Weight: |0 Ioz{s] 'l based on |1 piecels)
Ciptions
I Print all pages of PS Form 3541 ¥ Exceptional Dispatch

™| Create firm bundles flity per Burdle: |1 ZIP Codes... |

Hlp |  Cancel | <pack Mest > Finsh |

19. Click Next. The Tray or Sack Label Layout screen appears.

Note: If, at the Sort Class and Piece Type screen, you select to mail parcels or Periodical or Standard Mail flats,
the Sack Label Layout screen appears. Otherwise, the Tray Label Layout screen appears. The information and
options on both screens are identical.
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20. On the Tray or Sack Label Layout screen, select the printer type, enter information about the layout of the
labels used on trays or sacks, and enter information about the company associated with the mailing. For
information about this screen, see “Label Layout Screen” on page 165.

Presort Wizard

Tray Label Layout
Describe your label stock.

]|

Printer Type

(% |aserorinkget ¢ Dot Matrix

Label Layout
D Mew
Layouts

25 Sheet1
25 Sheetd

7 Delete
| Paper:

Ef'sdit  B3icopy

Label Size:
Layout:

85" 2 11.07 Details... |

325" x 2.00"
2x 5

Mailer Information

Compary Mame: |

Ciy. State & ZIP Code: |

Help | Cancel | < Back

Fiishi |

=
]
W

21. Click Next. The Presort Reports screen appears. On this screen, select the postal reports to print, select
whether to generate container labels for sacks or trays, and specify which printer prints the reports or
container labels. For information about completing this screen, see “Presort Reports Screen” on

page 169.

Presort Wizard

Presort Reports
Select the postal reports you wish to print.

]|

Reports
Required
[¥ Qualification Report
¥ Postage Report

Recommended

[~ Mail Sort Summany
™ ZIP Code Listing
¥ Cortainer Listing

[¥ CASS Report [” Zone Listing Report

Container Labels
¥ Generate

Prirter... |

Help | Cancel |

< Back |

Mest > | Finish |

Note: If, at the Sort Class and Piece Type screen, you select a presort classification of “Periodical”, you can
select to print a Detailed Zone Listing, which is not pictured here because this example uses a presort

classification of “Standard Mail”.
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22. Click Finish. You return to the PostalSaver tab. In the Category and Value columns, a summary of your
selections appears.

A3 Hew Appeal Cards !EB

File Edit Favorites Help
FIEE IR |

1: General | 2 Fields to Include I 3 Filkers | 4 Gift Types | 5 Attributes
E: Ind. Address | T Org. Address 2 PostalSaver I 3 Format

[V Run Postal5aver Options. .. |

[V CASS certify addresses [this will not update addresses in the database)

Category | Yalue

|»

Perindical

Enhanced Carrier Route [LOT)
Flats

Prafit

MHone

1.00z
250
Prepaid
Exact

PS5 Form 3553 “Will prink
L Prne Pennrt sadil it rint Ll

< Back | Mest = | Cancel | Print | Preview | Layout |

Note: For some mail tasks, such as labels, make sure you select a label size that fits an endorsement line,
address barcode, and all fields you select to print. Otherwise, the mailing does not print. The 12-field
membership card cannot fit an endorsement.

23. To preview the mailing, click Preview. If you have not included an endorsement line or address barcode
for the mailing, you may receive a warning message.

The Raizer's Edge E2

@ Endarzement line must be included as a field ta run the postal discount.

Note: The Address barcode and Endorsement line fields cannot fit and are not available for labels less than 3"
wide. These labels include Avery 5160, 4037, 5196, 5660, 5390, 5395, 5095, 5895, 5883, and L7161.

Do as follows:
a. Click OK. You return to the mail task.
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b. Select the Fields to Include tab.

File Edit Favorites Help

SR -2

I3 New Appeal Cards !E

B Ind. Address
1: General

7:Org. Address

|
2 Fields to Include |

Select optional fields you wish to print by moving them to the right-hand box.

3 Fileers

8 PostalSaver
| 4 Gift Types

9 Format
5 Attributes

Available Fields:

7 Preprinted Fields

Gift barcode

D
Meszage
Phone number
Prewvious gift

- [2] Suggested aift

i Find...l

2]~ [¥]v

Fields to Export:

Preprinted Fields. Addressee
Preprinted Fields. Position

Preprinted Fields. Organization Name
Preprinted Fields.Address Block

B Preprinted Fields.Enc

[Dptiane... |

< Back | Mest » | Cancel I

Frrint | F'reviegl Layout |

C.

In the Available Fields grid, select Endorsement line and Address barcode, and click the right arrow

to add them to the Fields to Include box.

d. Click Preview again.

Note: Depending on how many records you include in your mailing, previewing and printing may take some

time.

24. A message appears to tell you the mailing is being prepared. When the mailing is prepared, the preview

screen appears. To close the preview,

return to the mail task.

Ig Appeal Cards for Board Members

click the red “X” in the top left corner of the preview screen. You

(=] %]

x \<|< Tafl+ >|>| 5| | 7| o = :ﬂ Totak10 100% 10af 10
Preview

Elizzbeth 4. Ashion
2z

2457 Morrison Dirive
Savameh, GA 31405
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25. Select the PostalSaver tab.

I3 Hew Appeal Cards !EI
File Edit Favorites Help

S W - \

1. General | 2 Fields to Include I 3 Filkers I 4 Gift Types | B Attributes I
E: Ind. Address | T Org. Address 2 PostalSaver I 3 Format
¥ Run Postalaver Options. .. |
[V CASS certify addresses [this will not update addresses in the database)
Category I YValue
Periodical —
Enhanced Carrier Route [LOT)
Flatz
Prafit
Mone
100z
ieces Per Inch 250
i-Papment Prepaid —
Postage Eract
“Will prink
feFrne Rannrt Wil Bt mrikk LI
< Back | Mest » | Cancel | Print | Preview | Layout |

26. To save the parameter file, select File, Save from the menu bar. The Save Mailing As screen appears.

Save Mailing As E3

M ailing narne: |Appeal Cards for Board Members | Save I

Description:
- B Cancel |

¥ Other uzers may run thiz Mailing

[ Other uzers may modify this bailing

27. In the Mailing name and Description fields, enter a name and description to help identify the parameter
file. You can also select whether to allow other users to run or modify the mailing.

28. Click Save.

Next time you run PostalSaver, to select this parameter file on a mailing to use the same settings, click
Options and select Load options from.

Note: For more information about how to sort mailings or qualify for postal discounts, contact your nearest
postal business center or the USPS National Customer Support Center at 1-800-238-3150.

29. To close the mail task, from the menu bar, select File, Close. You return to the Mail page.
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Sort Class and Piece Type Screen

On the Sort Class and Piece Type screen, you select the presort class and mail piece type of your mailing. In the
list on the left, select the applicable option, for example, Standard Mail, Machinable Letters. To the right of the
list, the requirements of the selected mail piece type appear.

Presort Wizard [ x| I

Sort Class and Piece Type
Select a presort class and type of mail piece.

First-Class Mail - Envelopes and other pieces that can be
Machinable Letters processed on Postal Service equipment
Machinable Fats and meet the following requirements:

Machinable Postcards (Single)

Machinable Posteards (Double) Miniimum Maodmum
Monmachinable Letters Width Sin 11-1/2in
Monmachinable Hats Height 21/2in £1/8in
Parcels

Periodicals Thickness 0.007in 1/4in
Machinable Letters Weight S 1502

Machinable Fats (AFSM 100)

Machinable Fats (UFSM 1000)
Monmachinable Letters

Manmarchinahle Flats LI

Hlp | Cancel | <Back Nest > Fiishi |

After you select the presort class and mail piece type of your mailing, click Next. The Mail Piece Information
screen appears. For information about the Mail Piece Information screen, see “Mail Piece Information Screen” on
page 143.

Presort Classifications

On the Sort Class and Piece Type screen, you select the presort class of your mailing. The presort class can be First
Class, Periodical, or Standard Mail.

First Class. Service presort guidelines, it can be discounted. Each presorted First Class mailing requires a
minimum of 500 pieces, all of which must belong to the same mail piece type, such as letters, flats, postcards,
or parcels. Presorted First Class mailings require a special permit and can be deposited only at a Business Mail
Entry Unit. No entry point discounts are available for First Class mailings.

A First Class mail item must weigh less than 13 ounces. The mail can be submitted as non-automation or
automation-compatible, which includes a carrier route rate. Automation pieces require CASS certification. A
completed PS Form 3600 must accompany First Class mailings as the Postage Statement. For more
information about guidelines, contact the USPS National Customer Support Center at 1-800-238-3150.
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Sample PS Form 3600 — First Class mailings

. . Post Office: Note Mail Arrival Date & Time
United States Postal Service
Postage Statement — First-Class Mail
and Priority Mail
Use this form for either First-Class Mail or Priority Mail. They may not be combined.
Permit Holder's Name and Adaress and lephone Name and Address of elephone Name and Address of Individual or
Email Address, If Any ailing Agent (If other Organization for Which Mailing Is Prepared
than permit holder) (If other than permit holder)
o
<
®©
=
CAPS Cust. Ref. No.
Dun & Bradstreet No Dun & Bradstreet No Dun & Bradstreet N
Post Office of Mailing Processing Category Mailing Date Federal Agency Cost Code| Statement Seq. No. [No. & type of Containers.
[tetters
P— CFiats
Type of E;g;«n it e | AtomtonFlts 04 3019 Weight of a Single Plece Tofal Peces
oPostage  Hygrerea [Oparcels . pounds
é Permit # For Mail Enclosed Within Another Class [ Periodicals Total Weight
< [ stancard Mall (] Bound Print Mater [ Lbrary Mail [ Media Mail ] Parcel Post
For Automation Rate Pieces, Enter Date of Address | For Automation Carrier Route Rate Pieces, Enter Date of
Matching and Coding (DMM 708.3.3) Address Matching and Coding (DMM 708.3.3)
[ Y S, [ Y S
Parts Completed (Select all that apply) [JA [[]B []JC []D [JE [JF []S
Total Postage (Add parts totals)
Rate at Which Postage Affixed (Check one) (DMM 234.1.1) )
[JCorrect  [JLowest [ ]Neither pcs. x $ . = Postage Affixed
[}
i Net Postage Due (Subtract postage affixed from total postage)
3
17}
& For USPS Use Only: Additional Postage Payment (State reason)
For postage affixed add additional payment to net postage due; . .
for permit imprint add additional payment to total postage. Total AdJUSted POStage Affixed
Permit Imprint Only - Check One [JAIC 121 (First-Class Mail) A . .
PM: Report Total Postage In AIC: [Ja/c 237roriy a1 Otal Adjusted Postage Permit Imprint
The mailer's signature certifies acceptance of liability for and agreement to pay any revenue deficiencies assessed on this mailing,
subject to appeal. If an agent signs this form, the agent certifies that he or she is authorized to sign on behalf of the mailer and that
< | the mailer is bound by the certification and agrees to pay any deficiencies. In addition, agents may be liable for any deficiencies
O | resulting from matters within their responsibility, knowledge, or control. The mailer hereby certifies that all information furnished on
@ | this form is accurate, truthful, and complete; that the mail and the supporting documentation comply with all postal standards and
é_f the mailing qualifies for the rates and fees claimed; and that the mailing does not contain any matter prohibited by law or postal
© | regulation. | understand that anyone who furnishes false or misleading information on this form or who omits information
8 requested on this form may be subject to criminal and/or civil penalties, including fines and imprisonment.
Privacy Notice: For information regarding our Privacy Policy visit www.usps.com.
Signature of Mailer or Agent Printed Name of Mailer or Agent Signing Form Telephone
Weight of a Single Piece Are postage figures at left adjusted from [ Yes [J No
mailer's entries? If yes, reason:
_ . pound
Total Pieces Total Weight
>
6 Total Postage Round Stamp (Required)
9 [Check One
= | Presort Verification Presort Verification
O Not Scheduled [ Performed as Scheduled
2 | CERTIFY that this mailing has been inspected
@) | concerning: (1) eligibity for postage rates claimed;
=3 | (2) proper preparation _ (and presort where required);
(3) proper completion of postage statement; and Date Mailer Nofified Contact By (Infials)
(4) payment of annual fee ~ (if required)
Verifying Employee's Signature Verifying Employee's Name Time AM
PM
PS Form 3600-R1, January 2006 (Page 7 of 3) PSN 7530-07-000-6217  This form and mailing standards available on Postal Explorer at pe.usps.com.

Periodical. Periodicals are newspapers, magazine, and other publications issued regularly on a stated frequency
(at least four times per year) and meet the other USPS requirements printed in the Domestic Mail Journal.
Periodical mailings, which may be classified as letters or flats, do not have a minimum piece weight
requirement. However, publishers and distributors must keep records showing the publication is distributed
to a legitimate list of requestors or subscribers. Periodicals require a special permit and can be deposited only
at a USPS acceptance center. They must meet specific packaging and sacking or traying requirements. The
mail can be submitted as nonautomation or automation-compatible. Automation pieces require CASS
certification. Use PS Form 3541 as the postage statement to accompany Periodical mailings. To figure out if
you qualify for periodical rates, consult a periodicals specialist at the USPS Business Center.
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Sample PS Form 3541 — Periodical mailings

United States Postal Service Post Office: Note Mail Arrival Date & Time
Postage Statement — Periodicals
One Issue or One Edition
i iber copies over the 10% limit are not mailable at Periodi rates.
Publication Title and Owner or News Agent's Name | Mailing Agent's Name, Address, Telephone Number, and Email Address If Any | Entry Post Office Name, State, and ZIP+4
o
2
©
=
CAPS Customer Ref. ID
Applicable Parts Completed (select al that apply) | Rate Calegory — peouior ] Nonprofit | COPed Mailng (DM 707.26) [Consolidated Postage Statement
A[ds[Jc o [J classroom [] Science-of-Agricuture | [] Yes (Attach List) [ ] No [ Yes [Ino
Publication No. Edition/Code Mailing Date Pr?_ce‘:ssmg Category (DMM 601.1.1) No. & Type of Containers
etters
0 Flats
Issue Date Tssue Frequency Statement Sequence No. | O Automation Flats
g’ O Irregular Parcels
" | Weightof Single Ride-Along | Weight per Copy for Issue (DMM 707.2.2 round | Advertising Percentage in This | Post Office Computed Weight per Copy (Round off to 4
= off to 4 decimal places if necessary) Issue decimal places if necessary)
L0 . b —— - ___pounds - % pounds
For Automation Rate Pieces, Enter Date of Address | For Carrier Route Rate Pieces, Enter Date of For Carrier Route Rate Pieces, Enter Date of Carrier Route
Matching and Coding (DMM 708.3.3) Address Matching and Coding (DMM 708.3.3) Sequencing (DMM 707.23.8.1)
Part A - Outside-County Copies Total From Item A47 (Page 2)
Part D - Subtract - Outside-County Copalletization Il Discount Total From Item D16 (Page 4)
s Postmaster: Report total postage in AIC 135 Subtotal
2 -
8 Part B - In-County Copies
Y Postmaster: Report total postage in AIC 224 Total From Item B24 (Page 3)
Part C - Foreign Copies :
9 P Postmaster: Report total postage in AIC 238 Total From Item C8 (Page 3)
Postmaster: This total for mailer use only.
Report totals separately as instructed above. (Add Subtotal plus Parts B& C) ~ Total Postage
The signature of the owner of the publication certifies acceptance of liability for and agreement to pay any revenue deficiencies assessed on this mailing,
subject to appeal. If an agent signs this form, the agent certifies that he or she is authorized to sign on behalf of the owner of the publication and that the
owner of the is bound by the and agrees to pay any deficiencies. In addition, agents may be liable for any deficiencies resulting
from matters within their responsibility, knowledge, or control. The owner of the publication hereby certifies that all information furnished on this form is
accurate, truthful, and complete; that the mail and the supporting documentation comply with all postal standards and the mailing qualifies for the rates
and fees claimed; and that the mailing does not contain any matter prohibited by law or postal regulation. | understand that anyone who furnishes false or
| misieading information on this form or who omits information requested on this form may be subject to criminal and/or civil penalties, including fines and
imprisonment.
S Privacy Notice: For information regarding our Privacy Policy visit www.usps.com.
@
O |Owner or Agent's Name Name and Telephone Number of Contact| |Verifying Employee's Signature Round Stamp_(Required)
= Person in Publisher's Office
b= 2
Q < P i 0
O |owner or Agents Signature G |Print Verifying Employees Name
8
S [Time
2 AM
%] PM
=]
Dun & Bradstreet No. Dun & Bradstreet No.
PS Form 3541-1 January 2006 (Page 1 of 4) PSN 7530-07-000-6222 This form and mailing standards available on Postal Explorer at pe.usps.com.

Standard Mail. Standard Mail is bound or printed material, such as brochures, catalogs, flyers, or small parcels
weighing less than 16 ounces. Standard mailing pieces, which may be classified as letters, flats, or parcels,
must contain a general message aimed at all recipients. Each standard mailing requires a minimum of 200

pieces or weight of 50 pounds. All pieces must belo
flats, or machinable parcels. Standard mail requires

ng to the same processing category, such as all letters,
a special permit and can be deposited only at a USPS

acceptance center. Standard mailings must meet specific packaging and sacking or traying requirements. They
can be submitted as nonautomation or can qualify for carrier route (automation or line-of-travel sequence)
rates. Automation and carrier route pieces require CASS certification. For more information about guidelines,

contact the USPS National Customer Support Cente

r at 1-800-238-3150.



142 CHAPTER

Sample PS 3602 — Standard mailings

United States Postal Service

Postage Statement - Standard Mail

Post Office: Note Mail Arrival Date & Time

Permit Holder's Name and Address and Telephone Name and Address Telephone Name and Address of Individual or
Email Address, If Any of Mailing Agent Organization for Which Mailing Is Prepared
i than permit holder) (If other than permit holder)
o
2
©
=
CAPS Cust. Ref. No.
Dun & Bradstreet No. Dun & Bradstreet No Dun & Bradstreet No.
Post Office Processing Category Mailing Date Federal Agency Cost Code | Statement Seq. No. |No. and type of Containers
of Mailing Oteters  Clemm
Typeof  [JPemitimprint OFrats Weight of a Single Piece Total Pieces
Postage  [procanceled Samps | L] Automaton iats (oMM 301.9) o
2 Metered [rarces . pounds
= [Permit# For Mail Enclosed within Another Class 0O If Sacked, Based on Total Weight Detached Address Lables?
© Periodicals (DMM 602.4)
> [ Bound Printed Matter [] Library Mail [] Media Mail (] Parcel Post | []125 pes [] 15 Ibs. [] both Yes  [JNo

For Enhanced Carrier Route Rate Pieces, Enter Date of
Carrier Route Sequencing (DMM 245/345/445.6.10.1)

! ! e [ SR —

[Ja Os Oc o e [OF e OH [ [ Ok v Om s
Total Postage (Add parts totals)

For Enhanced Carrier Route Rate Pieces, Enter Date of
Address Matching and Coding (DMM 708.3.3)

For Automation Rate Pieces, Enter Date of Address
Matching and Coding (DMM 708.3.3)

Parts Completed (Select all that apply)

Rate at Which Postage Affixed (Check one) (DMM 244, 344, 444)
[Jcorrect  [JLowest [INeither

Net Postage Due

For USPS Use Only: Additional Postage Payment (State reason)

pes. x $ . = Postage Affixed

(Subtract postage affixed from total postage)

Postage

|For postage affixed add additional payments to net postage due;
lfor permit imprint add additional payment to fotal postage.

Total Adjusted Postage Affixed
Total Adjusted Postage Permit Imprint

Postmaster: Report Total Postage i~ A/C 130
(Permit Imprint Only)

The mailer's signature certifies acceptance of liability for and agreement to pay any revenue deficiencies assessed on this mailing, subject to appeal. If an
agent signs this form, the agent certifies that he or she is authorized to sign on behalf of the mailer, and that the mailer is bound by the certification and
agrees to pay any deficiencies. In addition, agents may be liable for any deficiencies resulting from matters within their responsibility, knowledge, or control.
The mailer hereby certifies that all information furnished on this form is accurate, truthful, and complete; that the mail and the supporting documentation
comply with all postal standards and that the mailing qualifies for the rates and fees claimed; and that the mailing does not contain any matter prohibited by
law or postal regulation. | understand that anyone who furnishes false or misleading information on this form or who omits information requested on this form
may be subject to criminal and/or civil penalties, including fines and imprisonment

Certification

Privacy Notice: For information regarding our Privacy Policy visit www.usps.com.

Signature of Mailer or Agent Printed Name of Mailer or Agent Signing Form Telephone

Weight of a Single Fiece Are postage figures at left adjusted from

0 mailer's entries? If "Yes" state reason.
pounds

[ Yes [ No

Total Pieces Total Weight

Total Postage Round Stamp _ (Required)

Check One
[ Presort Verification | Presort Verification
Not Scheduled Performed as Scheduled

| CERTIFY that this mailing has been inspected
concerning: (1) eligibility for postage rates claimed;
(2) proper preparation  (and presort where required);
(3) proper completion of postage statement; and

(4) payment of annual fee ~ (if required).

USPS Use Only

Date Mailer Notified Contact By (Initials)

Verifying Employee's Signature Print Verifying Employee's Name Time AM

PM

PS Form 3602-R1 January 2006 (Page 7 of 6) PSN 7530-07-000-6209 This form and mailing standards available on Postal Explorer at pe.usps.com.

Mail Piece Types

On the Sort Class and Piece Type screen, you select the mail piece type of your mailing. Some mail piece types are
classified as machinable or nonmachinable. Machinable mail pieces are machine readable, such as those with
barcodes printed. The mail piece types include:

¢ Letters — Standard mail pieces that can be up to 0.25” thick and range in size up to 11.5” wide. Nonmachinable
letters that weigh 1 oz or less are subject to an additional nonmachinable surcharge.

Note: Mail pieces that meet the specification of a flat but have an inconsistent thickness or are not flexible or
rectangular are subject to parcel rates.

¢ Flats — Large, flexible envelopes and other rectangular pieces that exceed at least one of the size specifications
of letters or weigh over 3.5 oz, but do not exceed 15” wide, 12" high, or 0.75” thick.

¢ Postcards — Privately-printed mailing cards that range in width between 5” and 6”.
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¢ Parcels — Boxes or other rigid, standard class mail pieces that exceed the maximum dimensions for letters or

flats.

¢ Not Flat-Machinable — Rigid, box-like pieces or flexible pieces that exceed the requirements for standard class
flats. Standard class nonmachineable letters that weigh more than 3.3 oz. are subject to non-flat machineable

rates.

¢ Irregular Parcels — Boxes and other rigid standard class pieces that cannot be processed on Postal Service
equipment and range in width between 6” and 26", where the width plus girth does not exceed 108".

Note: The height is measured along the side perpendicular to the address.

The selected mail piece type should conform to dimensions specified by postal regulations.

Mail Piece
Type

Regulation
Width Range

Regulation
Height Range

Regulation
Thickness
Range

Regulation
Weight Range

Machinable
Letters

First-Class Mail
Machinable
Flats

5”t0 11.5”

6” to 15”

Periodicals 6” to 15”
Machinable

Flats

(Automated

Flat Sorting

Machine

(AFSM) 100)

Periodicals
Machinable
Flats
(Upgraded Flat
Sorting
Machine
(UFSM) 1000)

Standard Mail
Machinable
Flats

First-Class Mail
Machinable
Postcards
(single)

First-Class Mail
Machinable
Postcards
(double)

First-Class Mail
Nonmachinabl
e Letters

6” to 15”

6” to 15”

51/ tO 61/

5” tO 6”

5” to 11.5”

3.5 10 6.125”

5” to 12”

5” to 12”

5” to 12”

5” to 12”

3.5” to 4.25”

3.5” to 4.25”

3.5 10 6.125”

0.007” to 0.25” Up to 3.5 oz.

0.009” t0 0.75” Up to 13 oz.

0.009” to 0.75” Up to 20 oz.

0.009” to 1.25” Up to 2 Ib.

0.009” t0 0.75” Up to 16 oz.

0.007” to
0.016”

Not applicable

0.014” to
0.032”

Not applicable

0.007” to 0.25” Up to 13 oz.

Pieces over
3.50z are
subject to Flat
rates.
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Mail Piece Regulation Regulation .?ﬁigc‘lj(l:;:;n Regulation

Type Width Range Height Range R Weight Range
ange

Periodicals 5” to 11.5” 3.5” t0 6.125” 0.007” to 0.25” Up to 8 oz.

Nonmachinabl

e Letters

Standard Mail
Nonmachinabl
e Letters

First-Class Mail
Nonmachinabl
e Flats

Periodicals
Nonmachinabl
e Flats

Standard Mail
Nonmachinabl
e Flats

First-Class Mail
Parcels

Periodicals
Parcels

Standard Mail
Machinable
Parcels

Standard Mail
Not
Flat-Machinabl
e

Standard Mail
Irregular
Parcels

5” to 11.5”

4” to 15”

4” to 15”

4” to 15”

Up to 34”

Up to 26",
where the
width plus
girth does not
exceed 108"

6” to 34”

4” to 15.75”

Up to 26",
where the
width plus
girth does not
exceed 108"

3.5” to 6.125”

4” to 12”

4” to 12”7

4” to 12"

Up to 17”

Not applicable

3" to 17”

4” to 12”

Not applicable

0.007” to 0.25”

0.009” to 0.75”

0.009” to 1.25”

0.009” to 0.75”

Up to 17”

Up to 1.3

0.25” to 17”

0.009” to 1.25”

Not applicable

Up to 16 oz.

Pieces over
3.3 0z are
subject to Non
Flat-Machinabl
e rates.

Up to 13 oz.

Up to 2 lb.

Up to 16 oz.

Up to 13 oz.

Upto2lb.

6 0z.to 16 oz.

Up to 16 oz.

Up to 16 oz.

Mail Piece Information Screen

On the Mail Piece Information screen, you enter the dimensions and weight of your mail piece. You can base the

thickness and weight specification on one or multiple mail pieces.

» Complete the Mail Piece Information screen

Note: The height is measured along the side perpendicular to the address.
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1. Under Piece Dimensions, enter the height and width of one mail piece. To change the unit of measure,
select “in” or “cm”.

Presort Wizard I

Mail Piece Information
Enter the dimensions and weight of your mail piece.

Piece Dimensions

Height: IT m

_En Width: IS.E Iin "I
[ Width »
Thicknesa: IC.Ci Iin j based on I'I piacels)
Piece Weight

% Fied: |1 Inz:ﬁs: j based on |1 piecels)

. Firish |

=

Help | Cancel | < Back

2. Inthe Thickness field, enter the thickness based on a specified quantity of mail pieces. To change the unit
of measure, select “in” or “cm”.

3. Under Piece Weight, enter the weight based on a specified quantity. To change the unit of measure, select
IIOZ(S)II’ Illb(s)ll' Ilg(s)ﬂ’ Or llkg(s)ll.

4. Click Next.

Warning: The dimensions you enter should conform to the dimensions specified by postal regulations for the
selected mail piece type. For information about the dimensions specified by the postal regulations for each
mail piece type, see “Mail Piece Types” on page 141.

¢ If the dimensions entered do not conform to postal regulations for the selected mail piece type, a
message appears. To adjust the dimensions entered, click No. You return to the Mail Piece Information
screen so you can adjust the Piece Dimensions or Piece Weight.

¢ If the dimensions entered meet the postal regulations for the selected mail piece type, the Sorting
Preparation screen appears. For information about this screen, see “Sorting Preparation Screen” on
page 144.

Sorting Preparation Screen

On the Sorting Preparation screen, you select the sort level requirements of your mailing. The sort levels are the
steps a mailing goes through for the discounting process at the post office. The entire mailing goes through the
first sort level, and any part of it that does not meet the first level of requirements for postal discounts goes
through the second sort level of processing. Any part that does not meet the second level of requirement goes
through the third sort level, and so on.

On the Sorting Preparation screen, you can specify advanced sorting options such as how to sort the output trays
and handle unsorted mail pieces. You can also select which tray type to use for the mailing.
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» Complete the Sorting Preparation screen

Note: The sort level requirement options vary depending on the sort class, piece type, and first sort level you
select. The number of sort levels shown depends on the sort levels you select.

1. Under Sort Levels, select the applicable sort level requirements for your mailing. In the First sort level
field, select a sort level requirement. If applicable, select sort level requirements for subsequent sort
levels. To not include any part of the mailing that does not go through the previous sort level, select
“Exclude Remaining Records”. For information about the sort levels and the requirement options, see

“Sort Level Requirements” on page 148.

Presort Wizard I

Sorting Preparation

Select sort levels and define sorting options.

Sort Levels
First sort level: ICarrier Route (LOT) j
Second sort level: | Nonautomation j
Automation
* Exclude Remaining Records *
Advanced Options
Sorting.. ¥ Pieces are barcoded

Trays... | Use 1"and 2 Trays; 6.00 in. max bundles

Hop |  Cancel |  <pack Mest > Firish |

Note: If you select a sort level requirement of “Automation”, Pieces are barcoded is automatically marked and
disabled.
2. If you select to mail Standard not flat-machinable mail pieces, Standard irregular parcels, or Standard
letters with a sort level requirement of “Carrier Route (LOT)” and not “Automation”, the Pieces are

barcoded checkbox in the Advanced Options frame is enabled. If your mailing is delivery point barcoded,
mark Pieces are barcoded.

Note: To return the options on the Presort Wizard sorting options screen to their default selections, click
Reset.
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3. To set advanced sorting options for your mailing, click Sorting. The sorting options screen appears. The
available sorting options vary depending on the sort class, piece type, and sort levels selected.

Presort Wizard I
Tray Order Unsorted Pieces
After mail sort, output trays in... % Place at the beginning of the mailing
" ZIP Code order " Elace &t the end of the mailing
" Presort level order ' Exclude frommaiing

Optional Tray Types
Carrier Route
[~ Only create full 5-digit carrier route trays

[ Create 3-digit carrier route trays

Other Options

¥ Prepare trays without bundling I™ Reduce averflow brays
¥ Use condensed postage statement if possible

Reset |
Help | QK I Cancel |

Note: If you select to mail parcels or Periodical or Standard Mail flats, the Sack Order frame appears.
Otherwise, the Tray Order frame appears.

4. Under Tray Order or Sack Order, select whether to sort the output trays or sacks by ZIP Code or presort
level after the mail sort.

Currently, you must put unsorted mail pieces at the beginning of the mailing. In the Unsorted Pieces
frame, Place at the beginning of the mailing is automatically selected, and Place at the end of the
mailing and Exclude from mailing are disabled.

Note: If your mailing includes Standard machinable letters with a sort level requirement of “Carrier Route
(LOT)”, you must separate the mailing by a three-digit ZIP code scheme. Create 3-digit carrier route trays is
automatically marked, and the Carrier Route frame is disabled.

5. If you select a sort level requirement of “Carrier Route (LOT)” and not “Automation”, the Carrier Route
frame under Optional Tray Types is enabled. In the Carrier Route frame, specify whether and how to
separate 10 or more mail pieces into carrier route trays or sacks.

¢ To separate 10 or more mail pieces by a five-digit ZIP code scheme, mark Only create full 5-digit carrier
route trays or Only create full 5-digit carrier route sacks.

¢ If you select to mail Standard nonmachinable letters, the Create 3-digit carrier route trays checkbox is
enabled. To separate 10 or more mail pieces into carrier route trays by a three-digit ZIP code scheme,
mark this checkbox.

6. If you select to mail First Class flats with a sort level requirement of “Automation”, the Prepare trays
without bundling checkbox in the Other Options frame is enabled. To prepare the trays without
bundling, mark this checkbox.

7. Mailers use a postage statement to record the number of mail pieces in a mailing and calculate the
applicable postage. To use a simplified postage statement when possible, mark Use condensed postage
statement if possible under Other Options.

Under Other Options, Reduce overflow trays is currently disabled.

8. Click OK. You return to the Sorting Preparation screen.
¢ If you select to mail parcels or Periodical or Standard Mail flats, the Sacks button appears. Go to step 9.

¢ If you select to mail pieces other than parcels or Periodical or Standard Mail flats, the Trays button
appears. Go to step 15.
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Note:
Reset.

10.

11.
12.

13.

14.

Note:
Reset.

15.

To return the options on the Presort Wizard sacking options screen to their default selections, click

Verify the sack information that appears to the right of the Sacks button. To change the sack information,
click Sacks. The sacking options screen appears. The available sacking options vary depending on the
selected mail piece type.

T R -

Sacking Options

Minimum Pieces:

a0

e
-

Maximum Pieces:

Maximum Sack Weight: | 35 IIb(s]-

=

Bundling Options

Maximurm Thickness:

Reset |
Help |

If you select to mail Periodical flats, the Minimum Pieces field in the Sacking Options frame is enabled. In
this field, enter the minimum number of flats in a sack in your mailing.

In the Maximum Pieces field, enter the maximum number of pieces in a sack in your mailing.

I-S Iin vI

L= ]

Cancel |

In the Maximum Sack Weight field, enter the maximum weight of the sacks in your mailing. To change the
unit of measure, select “oz(s)”, “Ib(s)”, “g(s)”, or “kg(s)".

Under Bundling Options, in the Maximum Thickness field, enter the maximum thickness of the bundles

in your mailing. To change the unit of measure, select “in”, “cm”, or “mm”.

Go to step 19.

To return the options on the Presort Wizard traying options screen to their default selections, click

Verify the tray information that appears to the right of the Trays button. To change tray information, click
Trays. The Presort Wizard traying options screen appears. The available traying options vary depending on
the selected mail piece type.

Presort Wizard E3
Traying Optlions
Tray Type to Use: I 1-Foot and 2-Foot Trays j
Pieces Valume
Min Max Min % Max %
1Foot: | 217 | 256 |25 % | 100 %
2-Foot: | +46 | 525 |as % | 100 %
EMm: | 452 | 543 |5 % | 100 %
Periodical Piece Min: I-s
Bundling Options
Maximurm Thickness: I 4 Iin j
Reset |
Help | CK I Cancel
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16. Under Traying Options, select the type of tray to use.

Note: Extended Managed Mail (EMM) trays are letter trays that measure 21 3/4” long, 11 1/2” wide, and 6
1/8” high. These trays must be used for tall letter-size mail that does not fit in a regular managed mail tray.

¢ If you select to mail pieces other than First Class flats, in the Tray Type to Use field, select whether to
use 1-foot and 2-foot trays, 1-foot trays only, 2-foot trays only, or Extended Managed Mail (EMM) trays.
The default settings for the selected trays appear.

¢ If you select to mail First Class flats, you must use tubs. The Tray Type to Use field is disabled, and the
default settings for Tubs appear.

To edit the default settings, enter new values in the Pieces Min/Max and Volume Min %/Max % fields for
the selected tray type. We do not recommend changing the default settings. The default values that
appear comply with the postal regulations for each selected tray type.

17. If you select to mail Periodical letters, the Periodical Piece Min field appears. In this field, enter the
minimum number of letters to include in each tray.

18. Under Bundling Options, in the Maximum Thickness field, enter the maximum thickness of the packaging

in your mailing. To change the unit of measure, select “in”, “cm”, or “mm”.

Note: If you change the specifications from the default, a message appears. To keep your selections, click OK.
You return to the Presort Wizard screen.

19. Click OK. You return to the Sorting Preparation screen. Your selected sack or tray information appears next
to the Sacks or Trays button.

20. Click Next. The Mailing and Permit Information screen appears. For information about this screen, see
“Mailing and Permit Information Screen” on page 149.

Sort Level Requirements

Note: The sort level requirement options vary depending on the sort class, piece type, and first sort level you
select. The number of sort levels shown depends on the sort levels you select.

On the Sorting Preparation screen, you select the sort level requirements of your mailing. The sort levels are the
steps a mailing goes through for the discounting process at the post office. The entire mailing goes through the
first sort level, and any part of it that does not meet the first level of requirements for postal discounts goes
through the second sort level of processing. Any part that does not meet the second level of requirement goes
through the third sort level, and so on.

Presort. Presorted mail meets the requirements for the First Class Presorted Nonautomation rate. The mailing
must contain at least 500 pieces of the same mail piece type. You can select “Presort” for only parcels or not
flat-machinable Standard mail.

Automation or Automation/Barcoded. Automation mailings must be 100% CASS certified and 100%
barcoded. Pieces must also meet other requirements, such as proper address and barcode placement, correct
tabbing on folded pieces, minimum rigidness, and certain size limitations.

Nonautomation or Nonautomation/Nonbarcoded. Mailing pieces that do not meet Automation standards
qualify as Nonautomation. Both letters and flats can be submitted as Nonautomation Standard Mail, which
qualifies for the applicable presort rates. The mail is packaged and trayed or sacked according to the 3/5
presort specifications. The presort sequence is five-digit (10 or more pieces within a five-digit group),
three-digit (10 or more pieces in a three-digit group), ADC (10 or more pieces within the ZIP range of an Area
Distribution Center), and Mixed ADC (all leftover mail).
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Carrier Route (LOT). Carrier Route is a more detailed part of the address, beyond street and ZIP Code, to get
your mail to its exact location via the route a mail person takes to deliver mail in a designated area. If a large
portion of your Periodical or Standard mailing is in the same city route, rural route, highway control route,
post office box section, or general delivery unit, you may qualify for Carrier Route Line of Travel (LOT)
discounts. Only packages with 10 or more pieces to the same carrier route can qualify. Mailings may be
delivery point barcoded and must be in line of travel or walk sequence order. A CASS certification form is
required. Pieces that do not meet the carrier route minimums can be sorted again for Nonautomation rates. If
the mailing is delivery point barcoded, mark Pieces are barcoded next to the Sorting button.

Single Piece. Single Piece is a postage rate available for individual pieces of First Class and Standard mail. It is
not available for Periodicals.

Note: For more information about presort options and requirements, see USPS publications: Pub. 28, Postal
Addressing Standards; Pub. 417, Nonprofit Standard Mail Eligibility; or Quick Service Guide 703, Standard
Mail—Nonprofit Eligibility.

For more information about presort options and requirements, contact your local post office, the nearest postal
business center, or the USPS National Customer Support Center at 1-800-238-3150.

Mailing and Permit Information Screen

On the Mailing and Permit Information screen, you can enter information about your mailing. From the Mailing
and Permit Information screen, you can also select or create a mailing permit for your mailing. The information
you enter about your mailing and mailing permit is used to complete the postage statement required for your
mailing.

» Complete the Mailing and Permit Information screen

1. Inthe Mailing Drop ZIP Code field under This Mailing, enter the ZIP Code of the post office where you
drop off the mailing.

Presort Wizard [ x| I

Mailing and Permit Information
Enter mailing infarmation and select/create a permit.

This Mailing
MalDiopZIPCode: [ JobID: [
M ailitg D ates i¥i0g/2z2/2010 Staternent Murmber: I—
I ailing Permit
I Copy 7 Delet=
Permits | Pemit#
Type:
Halder:
Organization;
Permit Halder:

Help | Cancel | < Back I MHext > I Eitiigh |

2. In the Mailing Date field, enter the date you drop off the mailing at the post office.

Note: The Job ID field is not required, but we recommend entering an identification number to ensure proper
labeling.
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3. To help identify the particular mailing for your organization, in the Job ID field, enter an identification
number.

4. Some mailers require more than one postage statement for their mailings. When this happens, each
postage statement receives a sequence number, for example “1 of 4”, “2 of 4”, and so on. If you use more
than one postage statement for your mailing, in the Statement Number field, enter the sequence number
of the postage statement. Otherwise, leave this field blank.

5. Under Mailing Permit, select a mailing permit from the Permits box. You can add, edit, copy, or delete
mailing permits in the Permits box. For more information about mailing permits and the Permits box, see
“Mailing Permits” on page 150.

6. Click Next.

¢ If, at the Sort Class and Piece Type screen, you select a presort class of Periodical or Standard Mail, the
Mail Sort Discounts screen appears. For information about this screen, see “Mail Sort Discounts
Screen” on page 158.

¢ If, at the Sort Class and Piece Type screen, you select a presort class of First Class, the Tray Label Layout
screen appears. For information about this screen, see “Label Layout Screen” on page 165.

Mailing Permits

Note: Applying for a mailing permit is different than applying for nonprofit mailing privileges. If your mailing is
eligible for the nonprofit rate, you should first decide how you want to pay for postage, then apply for your
mailing permit, and then apply for nonprofit mailing privileges. For more information about the correct order
to apply for mailing permits and nonprofit mailing privileges, contact your nearest postal business center or
the USPS National Customer Support Center at 1-800-238-3150.

A mailing permit is permission to use a certain postage payment method for bulk and discounted mailings.
Various mailing permit types exists, depending on the mail piece type and postage payment method. For more
information about mailing permits, or to apply for a mailing permit, contact your nearest postal business center
or the USPS National Customer Support Center at 1-800-238-3150.

On the Mailing and Permit Information screen, the Permits box displays the available mailing permits. Under
Permit Holder, you can add, edit, copy, and delete mailing permits in the Permits box.
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» Add a new mailing permit
1. Under Mailing Permit on the Mailing and Permit Information screen, click New. The permit screen opens.

Presort Wizard I

Mailing Role and Permit Information
Specify your rale in thiz mailing and the permit information.

Rl i kailing
 Mail Owvner
& Mailing Agent

Permit Halder
= by Company [&gent] " Mail Owmer € Third Party

Fermit Information

Permit Humber: | CAPS Customer 1D I
Permit Type: IPermillmprint j Federal Agency Code: I

Date |zzued: IDS£2?£2D‘I 1] =~ I

lzzuing Post Office: I

Help | Cancel < Back I Mest » I Firiizh

Under Role in Mailing, specify if you are the Mail Owner or Mailing Agent.

If you selected Mailing Agent, under Permit Holder, select whether the permit holder is: My Company
(Agent), Mail Owner, or Third Party.

4. Under Permit Information, enter the permit number, issuing post office, and date issued. If applicable,
enter the Centralized Account Payment System (CAPS) customer ID. If you are a federal agency, in the
Federal Agency Code field, enter your federal agency cost code. Otherwise, leave this field blank.

Note: If you run a presort report before you do the actual mailing, we recommend you mail with Permit
Imprint. The permit number is printed on the receipt you receive when you first apply for the permit and, if you
mail with Permit Imprint, on the postage area of each mail piece. To apply for a permit to mail with Permit
Imprint, contact your nearest postal business center or the USPS National Customer Support Center at
1-800-238-3150.

5. In the Permit Type field, select the permit type.

¢ Permit Imprint — Permit imprint is a convenient way to pay for postage, especially for high volume
mailings. If you have a certified imprint, you can print the postage information in the upper right corner
of the mailing piece instead of using precanceled stamps or a postage meter. If you use your certified
imprint on the mailing pieces, select “Permit Imprint”.

¢ Metered Mail — With a postage meter, you can conveniently pay for postage and track postage costs for
your organization. A postage meter prints postage directly on each mailing piece or onto a meter tape,
which you affix to each mailing piece. If you use a postage meter for all of your mailing pieces with the
same amount of postage or for each mailing piece with the exact postage due for that particular piece,
select “Metered Mail”.

¢ Precanceled Stamps — Precanceled stamps are bulk rate stamps that come in small, predetermined
denominations and are specifically for presorted First Class and Standard Mail mailings. You can affix
these stamps to envelopes at a lower postage rate and pay the difference when you drop off the mail at
the post office. If you affix a bulk rate stamp with a predetermined value to each mailing piece, select
“Precanceled Stamps”.
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¢ Precanceled Postmark — If you affix a precanceled postmark to each mailing piece, select “Precanceled
Postmark”.

¢ Prepaid — If, on the Sort Class and Piece Type screen, you select a presort class of “Periodical”, you must
select “Prepaid”.

Note: Centralized Account Payment System (CAPS) is an electronic postage payment system that provides an
alternative to using checks and cash for postage and fees at multiple post offices. The nonprofit authorization
number appears on the upper right corner of your original office of mailing authorization letter. For more
information about CAPS or the nonprofit authorization number, visit www.usps.com, or contact the National
Customer Support Center at 1-800-238-3150.

6. Click Next. If your role in the mailing is Mail Owner, the Mailing Permit Information screen appears. If
your role in the mailing is Mailing Agent, the Mailing Agent screen appears.

Permit I

Mailing Permit Information
Enter the mailing permit information.

Permit Inforrnation

Contact Mame:

|
Caompany Mame: |
Addresz: |

City, 5t, ZIP Code: | [ 1

Telephone Mumber: I Email: I

Cuztorner Req. [D: I Monprofit Auth, Mo I

M ailer 1D

Mailer 1D: | | | Settings... I

Help Cancel < Back et | Firish I

7. If your role in the mailing is Mail Owner, under Permit Information, enter the permit holder’s contact
information, and if applicable, enter the customer registration ID and nonprofit authorization number.
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8. If your role in the mailing is Mailing Agent, under Mailing Agent, enter the agent’s contact information,
and if applicable, enter the customer registration ID.

|

Mailing Agent
Enter mailing agent information.

M ailing Agent

Contact Mame:

|
Company Mame: I
Addresz: I

City, St, ZIP Code: | | |

Telephane Mumber: I Ermail: I

Cuztorner Reg. 1D: I

Agent'z Mailer 1D

ailer 1D: I - | Settingz...

Help Cancel ¢ Back I Meut » I Firizh |

9. Under Mailer ID or Agent’s Mailer ID, enter the Mailer ID (MID) assigned by the United States Postal
Service. To adjust the ranges associated with your Mailer ID, click Settings. The Mailer ID Setup screen
appears.

Mailer ID Setup [ x| I
Settings

Mailer 1D I

Descripkion: I

Seguence Ranges
[ Use Cuskom Fange

Mail Fiece: I to | 299999999
Conkainer! I to | 29939999
Pallet: I to | 29939999

Help | Ok I Cancel

10. Enter the Mailer ID assigned by the United States Postal Service, and a description to help you identify the
Mailer ID.

11. Select Use Custom Range to specify the range for your mail piece, container, and pallet. The Raiser’s Edge
will select the first unused numbers in the ranges as the piece identifier in the Intelligent Mail barcodes.
Piece identifiers are required to receive Full Service Intelligent Mail discounts and services, and must be
unique for at least 45 days prior to the date of the mailing.

12. Click OK.
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13. Click OK. The New Permit screen appears.

Presort Wizard E I
Mew Permit

Mame: I Demo

oK I Cancel |

14. In the Name field, enter a name to help identify the permit.

15. Click OK. You return to the Mailing and Permit Information screen. In the Permits box, the new permit
name appears. For information about the Mailing and Permit Information screen, see “Mailing and Permit
Information Screen” on page 149.

» Edit a mailing permit

1. Under Mailing Permit on the Mailing and Permit Information screen, select the permit to edit in the

Permits box.
presortwizard [

Mailing and Permit Information
Enter mailing infarmation and select/create a permit.

This Mailing

I ail Drop ZIP Code: |29492 Job 1D I

I ailing D ate: Staternent Mumber; I
I ailing Permit
Ol rew  E3'Edic Copy 7 Delets
Permitz | Permit # g310
Dema Type: Permit Imprint

Contact: tMegan Gildea
Monprofit Organization
Failer [0 123456

Help Cancel < Back I MHext > I Eitiigh
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2. On the action bar, click Edit. The Mailing Role and Permit Information screen appears.

T e~ |

Mailing Role and Permit Information
Specify your rale in thiz mailing and the permit infarmation,

Fiale in Mailing
& bail Ovener
= Mailing Sgent

Permit Holder
| Wiy Compary [Saent] O Wail Owrer € Tihird Farty

Permit Infarmation

Fermit Humber: IEEH i CaPS Customer |D: I

Permit Type: IF'ermit | mprint j Federal Agency Code:

Date |zsued: IDEIK29.H2EI'|U "I

lzzuing Post Office: ICharIeston

Help | Cancel 4 Back I Meut » I Firizh

3. Update the information as necessary.
4. Click Next. The Mailing Permit Information screen appears.

You must enter a valid Mailer ID in order to create an Intelligent Mail barcode.

permit ________________________________________H

Mailing Permit Information
Enter the mailing permit infarmation.

Permit Infarmation

Contact Mame: IMegan Gildea

Company Mame: INunpmfit Organization

Address: {5555 Hally Road

City, 51, ZIP Code:  |Marth Charlestan [sc f29401

Telephane Mumber: |843-555-1 234 Ermail: Imegan@nonprofit.nrg

Cuztorner Reg. 1D: I— Monprofit Auth. Mo I—
Mailer ID

Mailer 1D: 123456 [Test | Settings... |

Help | Cancel ¢ Back (= | Finizh I

5. Update the information as necessary.

Click Finish. You return to the Mailing and Permit Information screen. For information about this screen,
see “Mailing and Permit Information Screen” on page 149.
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» Copy a mailing permit

To create a new mailing permit with similar settings as an existing mailing permit, you can create a copy of the
existing permit and make modifications for the new permit. By copying a mailing permit, you use the existing
permit as a template for the new mailing permit.

1. Under Permit Holder on the Mailing and Permit Information screen, select the permit to copy in the
Permits box.

Presort Wizard I

Mailing and Permit Information
Enter mailing infarmation and select/create a permit.

Thiz Mailing
Mail Drop £IF Code: |29492 Job 1D: I
I ailing D ate: : Statement Mumber: I
tailing Permit
O mew Edit Copy 7 Delets
Permits | Pemit # 910
Dema Type: Permit Imprint

Contact; tegan Gildea
MNonprofit Organization
tailer 1D: 123456

Help | Cancel | < Back I Mert > I Eirizty |

2. On the action bar, click Copy. The copy template screen appears.

presortwzard |

By copying a template, you can easily make
modifications to your settings without overwriting
previous settings.

Old Template Mame: Demo

Mew Template Mame: | Demo2

CK I Cancel |

3. In the Old Template Name field, the name of the existing mailing permit appears. In the New Template
Name field, enter a name to help identify the new mailing permit.
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4. Click OK. You return to the Mailing and Permit Information screen, and the new mailing permit appears in
the Permits box.

Presort Wizard I

Mailing and Permit Information
Enter mailing infarmation and select/create a permit.

Thiz Mailing
Mail Drop £IF Code: |29492 Job 1D: I
I ailing D ate: : Statement Mumber: I
tailing Permit
O mew Edit Copy 7 Delets
Permits | Pemit # 910
Dema Tepe: Permit [mprint
Demo2 Contact; Megan Gildea

MNonprofit Organization
tailer 1D: 123456

Help | Cancel | < Back I Mert > I Eirizty |

5. Edit the new mailing permit information as necessary. For more information about how to edit a mailing
permit, see “Edit a mailing permit” on page 154.

» Delete a mailing permit

Note: To keep a permit imprint account active, you must do a bulk mailing at least once every two years. If
your permit imprint account is inactive, you must pay an application fee to reactivate it. For more information

about permit imprint accounts, visit www.usps.com, or contact the National Customer Support Center at
1-800-238-3150.
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You may need to delete a mailing permit from the Permits box, such as an inactive permit imprint account.

1. Under Permit Holder on the Mailing and Permit Information screen, select the permit to delete from the
Permits box.

Presort Wizard I

Mailing and Permit Information
Enter mailing infarmation and select/create a permit.

Thiz Mailing
Mail Drop £IF Code: |29492 Job 1D: I
I ailing O ate: : Statement Mumber: I
Mailing Permit
O mew Edit Copy 7 Delet=
Permits | Pemit # 910
Dema Tepe: Permit [mprint
Demo2 Contact; Megan Gildea

MNonprofit Organization
tailer 1D: 123456

Help | Cancel | < Back I Mert > I Eirizty |

2. On the action bar, click Delete. A message appears to confirm you want to delete the mailing permit.

Presort Wizard [ x]

! E Are you sure you want delete this template?
*

Yes Mo |

3. Click Yes. You return to the Mailing and Permit Information screen, and the deleted mailing permit no
longer appears in the Permits box. For information about the Mailing and Permit Information screen, see
“Mailing and Permit Information Screen” on page 149.

Mail Sort Discounts Screen

On the Mail Sort Discounts screen, you can select the mail sort discounts for which your Standard Mail or
Periodical mailing qualifies. You can select whether your mailing is eligible for a nonprofit rate or a destination
entry discount. If your mailing has a sort class of Periodical, you can also select whether it is eligible for a
discounted in-county rate.

» Complete the Mail Sort Discounts screen

Note: If you are eligible for a nonprofit bulk permit, you can claim the nonprofit rate. If you are a nonprofit but
you do your mailing in conjunction with a for profit organization, your mailing may not be eligible for nonprofit
rates or discounts. For more information about rates classes or permits, contact your local post office, the
nearest postal business center, or the USPS National Customer Support Center at 1-800-238-3150.
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1. If you are eligible for a nonprofit bulk permit, under Eligibility Discount, mark Nonprofit rate.

Presort Wizard I

Mail Sort Discounts
Select the mail sort discounts for which you qualify.

Eligibility Discount
¥ Nonprofit rate

Destination Entry Discounts
Mail Drop Post Office ¥ Destination Delivery Unit (DDLU}

™ CHARLESTON SC 294 ZIP Codes... |

[T Bulk Mail Center [EME]
[~ ADC COLUMBIA SC 290

In-County Discounts
[ Maiing does not qualify for In-Courty rates

[™ Force ZIP Codes as In-County ZIF Codes. . |

Hop |  Cancdl |  <Back Next > Finish |

Note: For information about entry points, contact your local post office, the nearest postal business center, or
the USPS National Customer Support Center at 1-800-238-3150.

2. If you deliver your mail to certain postal facilities, you can qualify for additional Destination Entry
discounts. To see if you qualify for these discounts, consult your local bulk mail center.

Under Destination Entry Discounts, your eligible mail drop post office locations available for a destination
entry discount appear. The ZIP Code entered in the Mailing Drop ZIP Code field on the Mailing and Permit
Information screen determines the mail drop post office locations that appear. Mark the checkbox next to
the destination entry discount postal facility for which your mailing is eligible. If your mailing is eligible,
you can mark more than one entry point. For information about the available Destination Entry Discounts,
see “Destination Entry Discounts” on page 161.

Note: To get DDU discounts, you must select at least one ZIP Code.

3. If you have a periodical or standard mailing, you can set up a Destination Delivery Unit (DDU) mailing to
receive a discount when you properly prepare and present the mailing at the delivery unit that serves the
delivery addresses on the mailing pieces. To set up a DDU rate:
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a. Mark Destination Delivery Unit (DDU) and click DDU ZIP Codes. The DDU ZIP Codes screen
appears.

DDU Z1IP Codes |

New ZIP Code: | 23432 Add

DDU ZIP Codes

29414

Remave |
Help | OK | Cancel |

b. In the DDU ZIP Codes box, make sure the ZIP Code for each area where you will deliver the
mail to the Destination Delivery Unit appears.

To add a new ZIP Code to the DDU ZIP Codes box, enter it in the New ZIP Code field and
click Add. To remove a ZIP Code from the DDU ZIP Codes box, select it and click Remove.

c. To return to the Mail Sort Discounts screen, click OK.

Note: The in-county rate eligibility is determined on an issue-to-issue basis and is subject to your total paid
distribution. For more information about in-county rates, contact your local post office, the nearest postal
business center, or the USPS National Customer Support Center at 1-800-238-3150.

4. If your mailing has a presort class of Periodical, the In-County Discounts frame appears. Based on its paid
distribution, your periodical mailing may be eligible for a discounted in-county rate. Under In-County
Discounts, select whether your periodical qualifies for in-county rates.

¢ If the mailing does not qualify for in-county rates, mark Mailing does not qualify for In-County rates.
¢ If the mailing qualifies for in-county rates, mark Force ZIP Codes as In-County.
5. If you mark Force ZIP Codes as In-County, click ZIP Codes. The In-County ZIP Codes screen appears.

rcomty P odes B

New ZIP Code: | 23414 Add

In-County ZIP Codes

29492

Remave |

Help Ok | Cancel |

In the In-County ZIP Codes box, make sure the ZIP Codes for all counties in which your mailing qualifies
for an in-county rate appears.
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To add a new ZIP Code, enter it in the New ZIP Code field and click Add. To remove a ZIP Code from the
In-County ZIP Codes box, select it and click Remove.

To return to the Mail Sort Discounts screen, click OK.
6. Click Next.

¢ If your mailing permit has a permit type of “Precanceled Stamps” or “Metered Mail”, the Payment
Method screen appears. For information about this screen, see “Payment Method Screen” on
page 161.

¢ If your mailing permit has a permit type of “Prepaid”, the Publication Information screen appears. For
information about this screen, see “Publication Information Screen” on page 163.

¢ If your mailing permit has a permit type of “Permit Imprint” or “Precanceled Postmark” and you select
to mail parcels or Standard Mail flats, the Sack Label Layout screen appears. Otherwise, the Tray Label
Layout screen appears. The information and options on both screens are identical. For information
about the Label Layout screen, see “Label Layout Screen” on page 165.

Destination Entry Discounts

If you deliver your mail to certain postal facilities, you can qualify for additional destination entry discounts. To
see if you qualify for these discounts, consult your local bulk mail center. On the Mail Sort Discounts screen, you
select the destination entry discounts for which your mailing is eligible. If your mailing is eligible more multiple
discounts, you can select more than one entry point.

Sectional Center Facility (SCF). An SCF is a postal facility that serves as the processing and distribution
center (P&DC) for post offices in a designated geographic area, as defined by the first three digits of the ZIP
Codes of those post offices. Some SCFs serve more than one 3-digit ZIP Code range. If you deliver your mail to
a Sectional Center Facility, mark this checkbox.

Bulk Mail Center (BMC). If your mailing has a presort class of Standard Mail, this checkbox is enabled. A BMC
is a highly-mechanized mail processing plant that distributes standard mail in piece and bulk form. Only a few
BMCs exist in the United States. If you deliver your Standard Mail mailing to a Bulk Mail Center, mark this
checkbox.

Area Distribution Center (ADC). If your mailing has a presort class of Periodical, this checkbox is enabled. An
ADC is a mail processing facility that receives and distributes mail destined for a wide range of specific ZIP
Codes. If you deliver your Periodical mailing to an Area Distribution Center, mark this checkbox.

Destination Delivery Unit (DDU). The DDU rate is a discount or rate available to periodical and standard
mailings properly prepared and entered by the mailer at the delivery unit that serves the delivery addresses
on the mailing pieces. If you deliver your mailing to the DDU of the mail pieces, mark this checkbox.

For more information about entry points, contact your local post office, the nearest postal business center, or the
USPS National Customer Support Center at 1-800-238-3150.

Payment Method Screen

On the Payment Method screen, you can specify your postage statement options. If your mailing permit has a
permit type of Precanceled Stamp, you can enter the value of the stamp. If your mailing permit has a permit type
of Metered Mail, you can select whether to calculate the minimum postage value. The value you enter is
subtracted from the postage due on your postage statement.
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» Enter the value of precanceled stamps

Precanceled stamps are bulk rate stamps that come in small, predetermined denominations and are
specifically for presorted First Class and Standard Mail mailings. You can affix these stamps to envelopes at a
lower postage rate and then pay the difference when you drop off the mail at the post office. If your mailing
permit has a permit type of Precanceled Stamps, you can enter the value of the precanceled stamp on the
Payment Method screen.

1. Inthe Postage Affixed field, enter the value of the precanceled stamp, for example “0.05”. The value you
enter will be subtracted from the postage due on your postage statement.

e |
Payment Method

Specify your postage statement options.

Payment Method

Postage Type: Precanceled Stamp

Paztage Affised: ID.DDD

[T Calculate minimunm postage

Hop |  Cancel |  <Back Nexd > Finish |

2. Click Next.
¢ If you select to mail parcels or Standard Mail flats, the Sack Label Layout screen appears.

¢ If you select to mail items other than parcels or Standard Mail flats, the Tray Label Layout screen
appears.

The information and options on both Label Layout screens are identical. For information about the Label
Layout screen, see “Label Layout Screen” on page 165.

» Calculate the minimum postage value of metered mail

With a postage meter, you can conveniently pay for postage and track postage costs for your organization. A
postage meter prints postage directly on each mailing piece or onto a meter tape, which you affix to each
mailing piece. If your mailing permit has a permit type of Metered Mail, you can select whether to calculate
the postage at the Payment Method screen.

1. If you meter all your mail pieces with the same amount of postage, mark Calculate minimum postage.
The Postage Affixed field displays “Calculated” and the minimum postage value is subtracted from the
postage due on your postage statement.
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If you meter each mail piece with the exact postage due for that particular piece, leave the Calculate
minimum postage checkbox unmarked. The Postage Affixed field displays “Exact”, and your postage
statement does not register a postage due amount for this option.

Presort Wizard I

Payment Method
Specify your postage statement options.

Payment Method
Postage Type:  Metered

Postage Affed:

[v¥ Calculate minimum postage

=
]
W

Help | Cancel | < Back Finish |

2. Click Next. The Sack Label Layout screen or Tray Label Layout screen appears. The information and
options on both Label Layout screens are identical. For information about the Label Layout screen, see

“Label Layout Screen” on page 165.

Publication Information Screen

On the Publication Information screen, you enter information about your Periodical publication. The program can
use the information you enter on this screen with information about the selected mailing permit to complete
USPS Form 3541, Postage Statement—Periodicals — One Issue or One Edition.
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» Complete the Publication Information screen

1.

Under Publication Information, in the Publication Title field, enter the title of your publication.

Presort Wizard E3 I

Publication Information
Enter publication information.

Publication Title: INonproﬁt Weekhy

Publication Number: |1— Edition Code: |1{|
lssue Date: |-{]8.-"-:]8.-'?ﬂ-{]8 'I Issue Frequency: |Weekh,- j
Entry Post Office:  [Charleston-Downtown State & ZIP+4: [SC 294927541
Publisher Contact:  [Steve Rogers Phone: [543-555-1234

Advertising % |44.445 Mon-Advertising %: |55.555
Ride-Along Weight: I{I Ioz{s] j based on |1 piece(s)

Options
¥ Print all pages of PS Form 3541 ¥ Exceptional Dispatch

I™| Create firmn bundl=s folitn per burndle: I'I ZIF Codes... |

Hep | Cancdl | <EBack Nexd > Finsh |

In the Publication Number field, enter the publication number, or volume, of your mailing’s periodical.
In the Edition Code field, enter the edition, or issue, number or code of your mailing’s periodical.

In the Issue Date field, enter the publication date of your mailing’s issue of the periodical. To select the
date from a calendar, click the drop-down arrow.

In the Issue Frequency field, select how often your organization releases a new issue.

In the State & ZIP+4 field, enter the state and complete ZIP Code for the entry post office shown in the
Entry Post Office field. The Entry Post Office field displays the post office entered as the issuing post
office for the selected mailing permit.

In the Publisher Contact and Phone fields, enter the name and phone number of the contact for the
publisher of the publication.

In the Advertising % and Non-Advertising % fields, enter a percentage of how much of the mailing’s issue
is advertisements and how much is not.

Warning: The ride-along weight entered cannot exceed the piece weight entered on the Mail Piece
Information screen.

9.

10.

11.

Note:

In the Ride-Along Weight field, enter the weight of the mailing’s issue based on a specified quantity of
piece(s). To change the unit of measure, select “oz(s)”, “Ib(s)”, “g(s)”, or “kg(s)".

In the Options frame, to print all pages of the completed USPS Form 3541, Postage
Statement—Periodicals — One Issue or One Edition, mark Print all pages from PS Form 3541.

To create firm packages, mark Create firm packages and, in the Minimum per package field, enter the
minimum number of pieces to include in each package.

When you set up an Exceptional Dispatch mailing, Destination Delivery Unit (DDU) options do not apply.

No postage discounts are applied to Exceptional Discount mailings.
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12. If you mail a periodical with subscriptions of less than 25,000, you can set up an Exceptional Dispatch
mailing and present the mailing directly at the destination facilities to improve delivery times. To set up an
Exceptionable Dispatch mailing:

a. Mark Exceptionable Dispatch and click ZIP Codes. The Exceptional Dispatch ZIP Codes
screen appears.

Exceptional Dispatch ZIP Codes [ x| |
New ZIP Code: | 29414 Add

Exceptional Dispatch

29404

Remowve |
Help | CK | Cancel |

b. Enter the ZIP Codes of the post offices where you will present your mailing. To add a ZIP
Code, enter it in the New ZIP Code field and click Add. The Exceptional Dispatch box
displays all ZIP Codes included in the Exceptional Dispatch mailing.

To remove a ZIP Code from the Exceptional Dispatch mailing, select it in the Exceptional
Dispatch box and click Remove.

c. Click OK. You return to the Publication Information screen.

13. Click Next. The Sack Label Layout or Tray Label Layout screen appears. The information and options on
both Label Layout screens are identical. For information about the Label Layout screen, see “Label Layout

Screen” on page 165.

Label Layout Screen

If, on the Sort Class and Piece Type screen, you select to mail parcels or Periodical or Standard Mail flats, the Sack
Label Layout screen appears. Otherwise, the Tray Label Layout screen appears. The information and options on
both screens are identical.

On this screen, you can select the printer type and enter information about the layout of the labels used on trays
or sacks. You also enter mailer information about the mailer.

» Complete the Label Layout screen

Note: If, on the Sort Class and Piece Type screen, you select to mail parcels or Periodical or Standard Mail flats,
the Sack Label Layout screen appears. Otherwise, the Tray Label Layout screen appears. The information and
options on both screens are identical. The Sack Label Layout screen is shown.



PosTAL SAVER TAB AND POSTAL DISCOUNTS 16

1. Under Printer Type, select the type of printer used to print the labels. You can select Laser or Inkjet or
Dot Matrix. For accuracy and clarity, we recommend using a laser or inkjet printer.

Presort Wizard E

Sack Label Layout
Describe your label stock.

Printer Type Label Type

% laserorinkjet ¢ Dot Matrix %" 14nch label ™ Z4inch label
Label Layout

O Mew Edit Copy 7 Delets

Gris | Paper: 85" x11.0" Details... |

210 Sheet1 Label Size:  3.25"x 0.98"

2010 Sheet2

Layout: 2x 10

Mailer Information

Company Name: |Nonprc-fil Organization
City, State & ZIP Code:  [Charleston jsc [29405
Hep | Caneel | <Back Next » Firish |

Under Label Type, select whether the label measures 1 or 2 inches.

Under Label Layout, select a label layout from the Layouts box. You can add, edit, copy, or delete label
layouts in the Layouts box. For more information about label layouts and the Layouts box, see “Label

Layouts” on page 167.

Note:

To edit the details of the selected label layout, you can also click Edit in the Label Layout frame. For

more information about editing the layout details, see “Edit a label layout” on page 168.

4. To view information about the selected label layout, click Details. The Presort Wizard label layout details
screen appears. On this screen, you can view or edit the name, page dimensions, and label dimensions of

the label layout.

Presort Wizard [ x|

Enter the label and page information you would like to use for this sort.

Layout Mame: | 2510 Sheetl

Page Dimensions

Page Width: I 8.5
Left Margin: I 1
Right Margin: 0.5

Label Dimensions

Page Height: I 11
Top Margin: 0.6

Bottom Margin: 0.5

Mumber Across: I 2

Label width: 3.25

Horizontal Pitch: | 3.25

Mumber Down: 10
Label Height: I 0.23
Vertical Pitch: I 0.98

Help |

I

Cancel |

To return to the Label Layout screen, click OK.
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Warning: To make sure the tray or sack is correctly labeled, you should enter your company’s information in
the Mailer Information frame.

5. Under Mailer Information, verify the company name is correct. The Company Name field displays the
name entered on the selected mailing permit.

6. In the City, State & ZIP Code fields, enter the city, state, and ZIP Code for the company.

Click Next. The Presort Reports screen appears. For information about this screen, see “Presort Reports
Screen” on page 169.

Label Layouts

If, on the Sort Class and Piece Type screen, you select to mail parcels or Periodical or Standard Mail flats, the Sack
Label Layout screen appears. Otherwise, the Tray Label Layout screen appears. The information and options on
both screens are identical.

On the Tray or Sack Label Layout screen, the Layouts box displays the available layouts for your mailings tray or
sack labels. Under Label Layouts, you can add, edit, copy, and delete label layouts in the Layouts box.
» Add a new label layout

1. Under Label Layout on the Label Layout screen, click New on the action bar. The Presort Wizard label
layout details screen appears.

e e~ |

Enter the label and page information you would like to use for this sort.

Layout Mame: I

Page Dimensions

Page Width: I a.5 Page Height: I 11
Left Margin: 0.5 Top Margin: 0.5
Right Margin: 0.5 Bottom Margin: 0.5

Label Dimensions

Mumber Across: I 2 Mumber Down: I 5
Label Width: 3.5 Label Height: I 2
Horizontal Pitch: | 3.5 Vertical Pitch: I 2

Help | QK I Cancel |

In the Layout Name field, enter a name for the new layout.
Under Page Dimensions, enter the page and margin dimensions.
Under Label Dimensions, enter the quantity, dimensions, and pitch of the labels on the page.

u b W N

Click OK. You return to the previous Label Layout screen. In the Layouts box, the new label layout appears.
For information about the Tray or Sack Label Layout screen, see “Label Layout Screen” on page 165.
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» Edit a label layout

1. Under Label Layout on the Label Layout screen, select the label layout to edit in the Layouts box and click
Edit on the action bar. The Presort Wizard label layout details screen appears.

Enter the label and page information you would like to use for this sort.

Layout Mame: I 2x10 Sheetl

Page Dimensions

Page Width: IS.S Page Height: I 11
Left Margin: I 1 Top Margin: 0.6
Right Margin: 0.5 Bottom Margin: 0.5

Label Dimensions

Mumber Across: I 2 MNumber Down: 10
Label Width: 3.25 Label Height: I 0.98
Horizontal Pitch: | 2,25 Vertical Pitch: I 0.98

Help | (a]'4 I Cancel |

2. Edit or update the name or dimensions as necessary.

3. To save the changes and return to the previous Label Layout screen, click OK. For information about the
Tray or Sack Label Layout screen, see “Label Layout Screen” on page 165.

» Copy a label layout

To create a new label layout with similar settings as an existing label layout, you can create a copy of the

existing layout and make modifications for the new layout. By copying a label layout, you use the existing
layout as a template for the new one and can easily modify your layout settings without overwriting the

previous settings.

1. Under Label Layout on the Label Layout screen, select the label layout to copy in the Layouts box and click
Copy on the action bar. The Presort Wizard copy template screen appears.

pesortwzard |

By copying & template, you can easily make
modifications to your settings without averwriting
previous settings.

Qld Template Mame: 2x10 Sheetl

Mew Template Mame: |

Ok I Cancel

In the New Template Name field, enter a name to identify the new label layout.

Click OK. You return to the previous Label Layout screen. In the Layouts box, the new label layout appears.
For information about the Tray or Sack Label Layout screen, see “Label Layout Screen” on page 165.

4. Edit the new label layout as necessary. For information on editing a label layout, see “Edit a label layout”
on page 168.
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» Delete alabel layout

1. Under Label Layout on the Label Layout screen, select the label layout to delete in the Layouts box and
click Delete on the action bar. A message appears to verify the deletion of the label layout.

2. To delete the selected label layout, click Yes. You return to the previous Label Layout screen. The label
layout does not appear in the Layouts box. For information about the Tray or Sack Label Layout screen,

see “Label Layout Screen” on page 165.

Presort Reports Screen

On the Presort Reports screen, you can select the postal reports to print. You can also specify which printer prints
the reports.

» Complete the Presort Reports screen

1. Under Reports, the available postal reports appear. To print a report, mark its checkbox. For information
about the available postal reports, see “Postal Reports” on page 171.

Presort Wizard I

Presort Reports

Select the postal reports you wish to print.
Feports

Required Recommended

[ Qualffication Report [~ Wail Sort Summarny

¥ Postags Report [ ZIP Code Listing

¥ Container Listing

¥ CASS Report [” Zone Listing Report
Container Labels

¥ Generste

Printer... |
Help | Cancel | < Back | Mest > | Finish |

Note: If you have a network of printers, you can route reports and labels to different printers for quicker
processing time.
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2. After you select the postal reports to print, click Printer under Reports. The Print Setup screen appears.
Configure the way reports are printed and designate a destination printer. When you are finished, click
OK. You return to the Presort Reports screen, and the selected printer name appears to the right of the
Printer button.

prntsetwy ———_@H|
r Printer
Name: I Adobe PDF 'I Properties... |
Status: Ready
Type: Adobe PDF Converter
Where: My Documents
Comment:
— Paper Qrientation
Size: ILe:rler j & Portrait
Source: I_i'-J_rtomaticaII;.- Select j " Landscape
Help | Metwork .. | 0K I Cancel |

3. Under Container Labels, to print barcoded labels for sacks and trays, mark Generate. Typically, container
labels are printed on heavier card stock and slide into the label sleeves on USPS sacks and trays.

Sample Container Labels

CHARLESTON SC
PER LTRS 3D NON BC

[

MXD SEATTLE WA
PER LTRS NON BC WKG

I

[

204 ADC NORTH METRO GA
PER LTRS ADC NON BC

a0t

301

Backbasd Dumo Bt o

980

Rnsieas Ceme

Ty 3 $ian 1, Pracas 201

4. If you mark Generate container labels, click Printer. The Print Setup screen appears. Configure the way
labels are printed and designate a destination printer.

After you configure the printing of the container labels, click OK. You return to the Presort Reports screen,
and the selected printer name appears to the right of the Printer button.

5. Click Finish. You return to the PostalSaver tab. For more information about running the Presort Wizard,
see “Run the Presort Wizard to Set PostalSaver Options” on page 126.
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Postal Reports

With PostalSaver, several required and recommended postal reports are available to print. On the Presort
Reports screen, you can select the postal reports to print. By printing these postage reports, you do not have to
fill them out by hand. The program also calculates the amount of postage due and prints it on the postage

statement.

Qualification Report. The USPS Qualification Report is a required report that satisfies the USPS requirement
for Presort Accuracy, Validation, and Evaluation (PAVE) Certified or Standardized Documentation. You must
submit this report to the post office along with your mailing. The USPS uses this report to substantiate the

presort groups you claim.

Sample Qualification Report

Report: USPS Qualification Repon
Entry:  Charleston, SC 294
Sort: Standard Mail, DMM M&10

STANDARD MAIL REGULAR AUTOMATION - Letters/Cards

Mailer: Blackbaud Demo
Mailer 1D: Sample
Date: March 31, 2008

Page: 1

Tray Tray Tray Tray

# Size Lvi ZIP
1 1 DG 980
2 1 306G 961
3 2 MAAD  M380

Group Running
Dest 5B 3B BB Total

-+

A010
A5
A1
AD23
AD28
AQ30

17
18

23
34

51
57
63

ADSD
ADGD
ADG4
ADGB
ADTOS9
ADTE
AD79
ADBD
ADBS
A100
A105
A0
Al12
AN
AN7
A120
A125
A130
A140
A144
A150
A1T0
A173
A180
A183
A190
A1G7
AZOD
Az
AZ0G
A208
AZ10
A2

75
B2

80
99
102
11§
123

ANU O ROV O DD D0 SN =D
~
r

134

o -

S e =N WD W O®R 0NN E W =W
n
=1
)
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Postage Report. The Postage Report is a required report that prints the appropriate USPS postage statement
form facsimile. PostalSaver prints all the necessary forms for Standard, First Class, and Periodical mailings, for
both Profit and Nonprofit rates.

¢ For Standard mail, use PS Form 3602-EZ, Postage Statement — Standard Mail — Easy — Nonautomation
Letters or Flats; PS Form 3602-N, Postage Statement — Nonprofit Standard Mail; PS Form 3602-NZ, Postage
Statement — Nonprofit Standard Mail — Easy — Nonautomation Letters or Flats; or PS Form 3602-R, Postage
Statement — Standard Mail.

e For First Class mail, use PS Form 3600-EZ, Postage Statement — First Class Mail — Easy — Nonautomation
Letters, Cards, or Flats or PS Form 3600-R, Postage Statement — First Class Mail & Priority Mail.

¢ For Periodicals, use PS Form 3541, Postage Statement — Periodicals — One Issue or One Edition.

By printing these postage statements, you do not have to fill them out by hand. The program also calculates
the amount of postage due and prints it on the report.

CASS Report. If, on the PostalSaver tab, you marked CASS certify addresses, the CASS Report checkbox
appears. The CASS Summary Report, also called PS Form 3553, verifies the CASS certification of your mailing
list. If you use AddressAccelerator to CASS certify your mailing, you must print this form and submit it to the
post office along with the mailing. The USPS uses this report to prove you CASS certified your mailing and
qualify for the applicable postal discounts.
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Sample CASS Report (Form 3553)

UNITED STATES This form may be generated as the oulput of address malching processing
e e e using CASS-Certified™ software in confunclion with curren! LISPS®
POSTAL SERVICE. address database files. Any facsimile must contain the same information
in the same formal as the printed form.
CASS™ Sum mary Report See Domestic Mail Manual Section A950 for mere information
1. CASS-Cerified Company Mame 2. CASS-Cerlified Software Name & Version 3. Configuration
E I 4, Z4Change Certified Company Name | 5 Z4Change Certified Software Name & ersion I-S Configuration
7]
3
| 7. eLOT Certified Company Name | 8, eLOT Ceriified Software Name & Version IE) Cenfiguralion
& |1, MASS™ Certifiea Company Name | 2. MASS Certified Software Name, Version & Maodel No| 3 Configuration
<
E 4. MLOCR Serial No.
=
B. List
1. List Processor's Name 2. Date List Processed 3. Date of Database Product Used
a. Master File |'a. ZIP+ 4" File
“b. Z4Change |'b. ZaChange
. elOT |eeloT
4. CRS |'d crs
4. List Name or D No. (If using 1D No., number mus! start with ID # | 5. Number of Lisis | 8. Total Recerds Submitied for
Processing

Output Rating 1. Total Coded 2. Validation Period Qutput Rating 1. Total Coded 2, Validation Period
[ [ Frem Te 1 [ | Frem To
a. ZIP+4 Coded P d. 5-DigitCoded P
[ | From )
4Chi
: ﬁ,;;ﬂiﬁ » & CRRTCoded P
e Fram To From To

Assigned > f. eLOT Assigned e

| centify that the mailing submilted with this form has been coded (as | = Mame and Address of Mailer

indicaled above) using CASS-Ceritified software meeting all of the
requirements listed in the Domestic Mai Manual Section ASS0

1. Mailer's Signature [ 2. Date Signed

E. Qualitative Statistical Summary (QSS)

For informational Purposes Only: 0SS is solely made available for the list processor's review and analysis. This information is not to be
considered by the Postal Sendce™ personnel in determining rate eligibility under any circumstances. See reverse for a detailed explanation

High Rise Defaull | High Rise Exact | RR Default | RR Exact [Lacs EWs |opv ROl

PS Form 3683, April 2004 (Page 1 of 2) This form available on the web at hitp:ifwww.usps comforms/allforms. htm

Mail Sort Summary. The Mail Sort Summary is a recommended report that details a breakdown of your mailing
by package and container, including the total number of addresses, grouped in the postal presort order. While
this report is not required by the USPS, it can help you organize your mail. As you prepare your mailing pieces,
you can follow the report from top to bottom. The information included in the Mail Sort Summary matches
exactly what prints on your tray labels. To make sure your mailing prints how you want, you can print this
report first.
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Sample Mail Sort Summary

Periodical Presort Listing

Nonautomation Letters Report

Presort Listing

Carrier Route Trays
Total Qualifying Carrier Route Pieces: ..........ccoveenen 0

5 Diglt Carrier Rt Trays
Total Qualifying Carrier Route Pieces: ........... .ot ]

5 Digit Trays

3 Digit Trays
294 ..............10
3 Digit Package: 204 ... 10
Total Qualifying 3 Digit Pieces: ...............cccooaannnn 10

ADC Trays
A301..............B
ADC Package: A01..............B

Mixed ADC Trays
MoBO............ 101

Total Qualifying Mixed ADC Pieces: .............covovins 101
Totals

Grand Total Carrier Rt Pieces: 0
Grand Total 5 Digit Pieces: 0
Grand Total 3 Digit Pieces: 10
Grand Total ADC Pieces: 6
Grand Total Mixed ADC Pieces: 101
Grand Total Pieces: 17

ZIP Code Listing. The ZIP Code listing is a recommended report that details the ZIP Codes to which you are
mailing.

Container Listing. The Container Listing is a recommended report that details a breakdown of your mailing by
pallets and container, including the destinations, preparation method, and sizes, and bundles, including the

destinations, number of mail pieces, and total weight. While this report is not required by the USPS, it can
help you organize your mail.

Zone Listing Report. If, on the Sort Class and Piece Type screen, you select a sort class of Periodical, the Zone
Listing Report checkbox appears. The Zone Listing Report is a recommended report that details the zone
number for each three-digit ZIP Code to which you mail your periodicals.
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Sample Zone Listing Report

Zone Listing

Publication: Blackbaud Demo Publication No.: Page: 2
Date: March 31, 2008 Entry:
3-Digit

Zip Code Zone Copies
532 7 1
543 7 1
554 ] 1
571 & 1
575 G 1
604 7 1
606 7 3
665 7 1
G666 7 1
681 B 2
685 B 1
T B 1
708 B 1
T2 7 1
73 7 1
752 7 2
782 7 1
202 6 1
820 5 1
841 5 1
as0 L] 1
852 [ 1
B 6 1
883 6 1
a21 6 2
a4 5 2
946 5 1
968 3] 1
an 1/2 1
a972 12 1
874 3 1
875 4 1
980 Ic 3
981 Ic 1
983 142 1
In-County, DDU: 0
In-County, Others: 4
Qutside-County, DDU: V]
Qutside-County, DSCF: 0
Zone 1/2: 3
Zone 3: 1
Zone 4: 1
Zone 5: 5

Load PostalSaver Options from an EXxisting
Parameter File

PostalSaver is a valuable tool that enhances The Raiser’s Edge by automating the process of sorting mailings and
completing reports. This saves you time and effort in qualifying mailings for postal discounts. With your selections
on the PostalSaver tab, you create a parameter file that defines how to sort the mailing according to the ZIP Code
and US Postal Service (USPS) regulations. After you create a parameter file, you can use it as a template for future
mailings. By copying an existing parameter file, you use the existing file as a template for the new one and can
easily modify your PostalSaver settings without overwriting the previous settings.
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» Copy the PostalSaver options from an existing parameter file
1. On the Raiser’s Edge bar, click Mail. The Mail page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

!’r; \‘:'

[]New |« j0Open X Delete

B Apped Core
3 Cards

) Donor Acknowledgement
) Erwelopes

) Followup Letters

) HonardMemorial Acknowle
) Label Truncation Freport

) Labels

) Membership Card Truncati
) Membership Cards

) Name Tags

] Phonathon Forms

) Place Cards

] Pledge Fieminder Fepart
) Quick Letters

] Receipt Report

j Receipts

) Reminders

MName Date Created Created By

Appeal 1}

] Renewal Notices
[ Volunteer Follow-up Letlelll [~ Only show my reports

Appeal Cards prints a quick appeal summarizing the constituent's giving history and a suggested gift
arnount.

‘welcome to The Raiser's Edge 7 A

Note: For this procedure, Appeal Cards is used as an example mail task. Because the steps are similar,
procedures for other mail tasks with the PostalSaver tab are not repeated in this section. Depending on the
options you choose for other mail tasks, you may skip some of these steps and screens.

2. From the list of Mail tasks on the left, select Appeal Cards.

3. Inthe grid on the right, select an existing Appeal Cards mailing and click Open or, to create a new one,
click New. For information about creating a mailing, see “Create a Mailing” on page 213. The Appeal
Cards screen appears.

Warning: On the Fields to Include tab, you must include an address field or you cannot access the PostalSaver
tab. On the Fields to Include tab, if you do not select Endorsement line and Address barcode, you get a
message telling you so when you print the mailing. The Address barcode and Endorsement line cannot fit and
are not available for labels less than 3" wide. These labels include Avery 5160, 4037, 5196, 5660, 5390, 5395,
5095, 5895, 5883, and L7161.
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4. Select the PostalSaver tab and mark Run PostalSaver.

I3 Appeal Cards for Board Members =]
File Edit Favorites Help
s W |
1. General | 2: Fields to Include I 3 Filkers I 4 Gift Types I 5 Attributes |
E: Ind. Address | T Org. Address 8 PostalS aver I 3 Format
v Run PostalSaver
[~ CASS certify addresses | Set options... the databaze]
Cateqary I Load options from... Walue I
< Back Mest » Cancel Frint Preview Lapout
|

Note: Marking CASS certify addresses certifies the addresses for this particular mail run only. Address
information is not corrected or certified on the constituent record. You must manually update any changed

addresses on the constituent record.

5. If you use AddressAccelerator as your data service and, in User Options, enter a valid path to the
AddressAccelerator data files, the CASS certify addresses checkbox appears. To certify the addresses for
the mailing, mark CASS certify addresses.

6. To use an existing parameter file for the mailing, click Options and select Load options from. The Load
Options screen appears.

M ailing to Copy From b ail Categom Select I
Board Member Envelopes welopes
Labels ﬂl

Butterfly Muzeum Labels
Test Labelz Labels
Follow-Up Letters Follow-up Letters

Load Options
Select a mail parameter file from which to copy PostalS aver options:
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7. Inthe grid, the existing parameter files saved from previous mailings appear. To use an existing parameter
file, highlight it in the grid and click Select. You return to the PostalSaver tab. In the Category and Value
columns, a summary of the selected parameter file appears.

@ New Appeal Cards !EIE

File Edit Favorites Help
W3S % w2 |

1. General | 2 Fields to Include I 3 Filkers | 4 Gift Types | 5 Attributes
E Ind. Address | T Org. Address 2 PostalSaver | 3 Format

[V Run PostalSaver Optiong. .. |

[v CASS certify addresses [this will not update addresszes in the database)

Category I Value

|»

Periodical

Enhanced Carrier Route [LOT)
Flats

Frofit

Nane

1.00z
250
Frepaid
Exact

PS5 Fom 3553 Swill print [

L Fone Pennt safill it orink

< Back | Mest » | Cancel | FPrint | Preview | Layaut |

8. After you select the existing parameter file, you can change the set PostalSaver options as necessary for
your mailing. To change the PostalSaver options, click Options and select Change options.

I3 new Appeal Cards [_ (O] =]
File Edit Favorites Help
CIHEET =R |
1: General | 2 Fields ta Include | 2 Filkers | 4 Gift Types | 5 Attributes
B Ind. Addresz | 7 Org. Address 8: PostalS aver | 3 Format

[v Run PostalSaver

[~ CASS certify addresses | Change options... the databaze]

Categom Load options from... Valus

| »

Periodical

Enhanced Carier Route (LOT]
Flats

Prafit

Mone

1.00z2
25.0
Prepaid
Exact

PS5 Form 3553 will print =l

e Bennrt WAl ek mrink

< Back | Mest » | Cancel | Print | Previeﬂl Lapout |

The Presort Wizard appears and displays the settings of the existing parameter file. Adjust the settings as
necessary. To move through the screens of the Presort Wizard, click Back or Next. For information about
the screens of the Presort Wizard, see “Run the Presort Wizard to Set PostalSaver Options” on page 126.
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After you make the necessary adjustments, click Finish to return to the PostalSaver tab.
9. To preview the mailing, click Preview.

Note: For some mail tasks, such as labels, make sure you select a label size that fits an endorsement line,
address barcode, and all fields you select to print. Otherwise, the mailing does not print. The 12-field
membership card cannot fit an endorsement.

If you have not included an endorsement line or address barcode for the mailing, you may receive a
warning message.

The Raizer's Edge E2

@ Endarzement line must be included as a field ta run the postal discount.

Note: The Address barcode and Endorsement line fields cannot fit and are not available for labels less than 3"
wide. These labels include Avery 5160, 4037, 5196, 5660, 5390, 5395, 5095, 5895, 5883, and L7161.
Do as follows:
a. Click OK. You return to the mail task.
b. Select the Fields to Include tab.

c. Inthe Available Fields grid, select Endorsement line and Address barcode, and then click the right
arrow to add them to the Fields to Include grid.

d. Click Preview again.

Note: Depending on how many records you include in your mailing, previewing and printing may take some
time.

10. A message appears telling you the mailing is being prepared and the preview screen appears. To close the
preview, click the red “X” in the top left corner of the preview screen. You return to the mail task.

1@ Appeal Cards for Board Members [_[=]x]

X Mli Tof1+ >|>| a| S| F|a&| = = :ﬂ Total10  100% 106f 10

Preview

Elizsheth 4 Ashton
2

2457 Morriscn Drive
Savarrah, G4 31406
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11. Select the PostalSaver tab.

I3 Hew Appeal Cards !EI

File Edit Favorites Help

S W - \

1. General | 2 Fields to Include I 3 Filkers I 4 Gift Types | B Attributes I
E: Ind. Address | T Org. Address 2 PostalSaver I 3 Format
¥ Run Postalaver Options. .. |
[V CASS certify addresses [this will not update addresses in the database)
Category I YValue
Periodical —
Enhanced Carrier Route [LOT)
Flatz
Prafit
Mone
100z
Pieces PerInch 250
Payrment Prepaid —
Postage Eract
PS5 Form 3553 Will prink
i Prne Panort Wil Bt mrikk LI
< Back | Mest » | Cancel | Print | Preview | Layout |

12. To save the new parameter file, select File, Save As from the menu bar. The Save Mailing As screen

appears.
td ailing narne: I.t’-‘n.ppeal Cards for Board Members | Save I

Dezcription:
— P Cancel |

V¥ Other Lzers may wn this Mailing
[ Other uzers may modify this Mailing

13. In the Mailing name and Description fields, enter a name and description to help identify the parameter
file. You can also select whether to allow other users to run or modify the mailing.

14. Click Save.

Note: For more information about sorting mailings or qualifying for postal discounts, contact your nearest
postal business center or the USPS National Customer Support Center at 1-800-238-3150.

15. To close the parameter file, select File, Close from the menu bar. You return to the Mail page.
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Format Tab: Miscellaneous

The Miscellaneous checkboxes determine the appearance of monetary amounts on the mailing. For example,
you can indicate whether to display decimals and a currency character. When you select Miscellaneous, a Sample

Display appears so you can view a sample of your formatting selections.

Mg New Appeal Cards M= E3 I

File  Edit Favortez Help
S Ew w2 |

1. General | 2 Fields to Include 3 Filters I 4 Gift Types | 5 Attributes |
B Ind. Address I T Org, Address I & PostalSaver 3 Format

1=] B —amount Dizplay Options
Dutput optians W Show curmency character
Sort ¥ Show 1000 separator
¥ Show decimalz

| Sample Display

v . Ammount: [$5,555.56]
¥ Show percent sign Fercent. [100.00%]

W Show blanks instead of zero amounts

Megative amount format; |[1 234.568) 'I

Repart orientation: Portrait

< Back | et | Cancel | Frint | Preview | Layout |

Show currency character. To print a monetary symbol, such as a $ sign, before monetary values, mark the
Show currency character checkbox.

Show 1000’s separator. To include commas in monetary values, mark the Show 1000’s separator checkbox.

Show decimals. To display all monetary values with two decimal places, mark the Show decimals checkbox.
Show percent sign. To display the percent symbol with percentages, mark the Show percent sign checkbox.
The following table shows how each checkbox affects the amount 15,250.

Option Unmarked Marked
Show currency character 15250 $15250
Show 1000’s separator 15250 15,250
Show decimals 15250 15250.00
Show percent 15250 15250%

Show blanks instead of zero amounts. When a monetary amount equals zero, you can choose to omit the
number instead of printing a zero by marking the Show blanks instead of zero amounts checkbox.

Negative amount format. In the Negative amount format field, select whether negative amounts are
displayed with the negative symbol, such as -100.00, or in parentheses, such as (100.00).

Sample display. As you select the format for monetary values, you can view the Sample Display to determine
whether the amounts are formatted correctly.
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Format Tab: Output Options

Your settings on the Format tab for Output options determine the appearance of the mailing pieces. For
example, you can decide whether addresses should appear without punctuation or in all capital letters. To access
these options, select Output options from the list on the left side of the Format tab.

All frames, fields, checkboxes, and options available for Output options are listed in alphabetical order below and
described. Not all fields and options appear on all mail tasks.

@ New Appeal Cards ==l 2 I

File Edit Favorites Help

WRS -2 |

1: General | 2: Figlds to Include | 2 Filters | A Gift Types | B Attibutes |
E Ind. Address | £ 0rg. Address | 8 PoztalSawver 3 Format
Miscellansous [~ Omit punctuation from address

B Output Options

[ Piint address in ALL CAPS

r Print new number on separate mailing label or mail piece to uze as
natification for each new tray

[ Include Tray Number on each mailing label or mail piece

—&ppeal Information
Appeal 1D: I.t’-‘mnual Mewsletter j Package:

v Update number solicited for this appeal
v Add this appeal to the constituent's record

D ate: I ﬂl

Cormment; |

¢ Back | et » | Cancel I Brrirt | F'revieyl Layout |

Add this appeal to the constituent’s record. To add the appeal entered in the Appeal ID field to the
Appeals tab of a constituent record, mark Add this appeal to the constituent’s record. When you mark this
checkbox, you can enter a Date to associate with this appeal mailing and any Comments about this appeal.
The comments and date you enter appear on the Appeals tab of a constituent record. The appeal is added to
the constituent record when you print, preview, or export the mailing.

Amount to print. When you print receipts using the Preprinted form, you must select the monetary amount to
print on the receipt in the Amount to print field. You can select gift amount or receipt amount. You may want
to select the receipt amount to show the tax deductible portion of the gift. For example, a ticket for your
annual awards banquet costs $100. A portion of the ticket price pays for the cost of food and the remainder is
a donation to your organization. In this case, you may want to select receipt amount in the Amount to print
field to show the amount of the ticket price that is a donation.

Note: If you select the gift barcode to appear on the appeal card and you leave the Appeal ID field blank, the
appeal section of the barcode prints as “00000”.

Appeal ID. Using the Appeal Information frame, you can add an appeal to a constituent record and update the
number solicited for the appeal. To print a gift or pledge barcode on mailings such as appeal cards, phonathon
forms, reminders and renewal notices; add the appeal to constituent records; or update the number solicited
for the appeal, select the ID for the appeal in the Appeal ID field. When you select an Appeal ID, the other
fields in the Appeal Information frame are enabled.
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If the appeal you enter in the Appeal ID field is divided into packages, you can enter a package to associate
with this mailing in the Package field. When you print a gift or pledge barcode on mailings such as appeal
cards, phonathon forms, reminders, or renewal notices, the five-digit package ID in the barcode is taken from
the package entered in this field. If you leave this field blank, the package section of the gift barcode prints as
“00000”.

Export address in ALL CAPS. See the description under Print address in ALL CAPS.

Note: To print cards for participants or relationships, select either Participants or Relationships in the Create
for field on the General tab. Participants is available only if you use the optional module Event Management.

For records who do not have an address. When you print cards for participants or relationships, the
program prints the address present on the participant record or the Relationship tab of the constituent
record. When an address is not present on a participant record or Relationship tab of a constituent record,
you must specify in the For records who do not have an address field whether to print the participant’s or
relationship’s name with no address or to omit the participant or relationship without an address from the
mailing.

Include [ ] spaces before each line. To specify the horizontal position of the text on a card, mark Include [ ]
spaces before each line. For example, your organization can have seasonal cards with a snowflake graphic on
the left side of each card. You can adjust the position of the text on the card so it does not print over the
graphic by marking this checkbox. When you mark this checkbox, enter the number of spaces you want to
skip. You can skip between 1 and 99 spaces.

Include total number of labels. When you mark Include total number of labels, the total number of labels
processed prints on the label immediately following the last label printed by the mail task.

Note: If the address printed on the mailing label or mail piece has no barcode, it is not authorized for
PostalSaver, and the tray number does not print.

Include Tray Number on each mailing label or mail piece. If you use PostalSaver and, on the PostalSaver
tab, mark Run PostalSaver, the Include Tray Number on each mailing label or mail piece checkbox is
available for appeal cards, envelopes, and labels. To print the tray number on each label, envelope, or appeal
card of the mailing, mark this checkbox. If, on the PostalSaver tab, the Run PostalSaver checkbox is unmarked,
this checkbox is disabled.

Ll Ll bkl @ lalbdblollhllllad 4
Joseph P. Diresta Elizabeth A. Ashton

248 Twin Lane 2457 Morrison Drive

Building #3299 Savannah, GA 31406
Birmingham, AL 35220

luldbhulosl Ll @ Lilbabdalollhdbllldl 4
Mark D. Adamson Allison E. Andrews

125 Smokerise Way 4859 Philpot Lane
Charleston, SC 29401 Minneapolis, MN 55403

lul willialadl 5 LallililiaiLlealalls Ll 5
Ge ner

of Julie M. Bach
112 Seaside Stree 502 Lang Avenue
Beaufort, SC 29906 Pittsburgh, PA 15228

Notes. Two thirds and Full page renewal notices have additional space to include a detailed message to your
donors. You can enter 42 lines of test for Full page forms and 20 lines for two thirds page renewal notices.

Omit punctuation from address (or export, card run, or mailing, depending on which mail task).
To remove all commas, periods, and semicolons from the address, mark Omit punctuation from address. This
includes any punctuation in the constituent’s name and address block.

Package. If the appeal you enter in the Appeal ID field is divided into packages, you can enter a package to
associate with this mailing in the Package field. When you print a gift barcode on the appeal card, the
five-digit package ID in the barcode is taken from the package entered in this field. If you leave this field blank,
the package section of the gift barcode prints as “00000”.
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Print address in ALL CAPS (Or may say Export, depending on which mail task). To print the entire
address block, including the constituent’s name, in capital letters, mark Print address in ALL CAPS.

Mailings with standardized addresses, which include no punctuation and capitalization throughout the
address, are eligible for discounts offered by the US Postal Service. For more information about the
PostalSaver tab and sorting your mailings, see the “Postal Saver Tab and Postal Discounts” on page 111.

Print new number on separate mailing label or mail piece to use as notification for each new

tray. If you use PostalSaver and, on the PostalSaver tab, mark Run PostalSaver, the Print new number of
separate mailing label or mail piece to use as notification for each new tray checkbox is available for appeal
cards, envelopes, and labels. To print the tray number on a separate mailing label or mail piece as a
notification of each new tray, mark this checkbox. The mailing label or mail piece with the tray number cannot
be mailed. If, on the PostalSaver tab, the Run PostalSaver checkbox is unmarked, this checkbox is disabled.

1 PP Y Pt | A Lllailalaalial sl Ll K1

Mark D Adamson Allison B Andrews

125 Smokerise Way 4859 Philpot Lane

Charlesion, SC 29401 Minneapolis, MM 55303
[P I8 I | | T

( Mew Tray: ] Geolfrey T, Beckoer

Tray 5 112 Seaside Sireel
Beaufor, SC 20006

(11 R B 1 Y Hadallwnadiloadid el

Julie M. Bach Timathy

502 Lang Avenue 6705 Mountain Lane

Pinshurgh, PA 15228 Denver, ©0 80220

Note: If the Include notes on receipt checkbox on the Benefits screen, accessed through the Benefits button
on the gift record, is marked and Notes are entered, that message overwrites whatever you enter here on the
Format tab and prints on the receipts.

Print this message on each receipt. When you print receipts using the Preprinted form, you can enter a
short message in the Print this message on each receipt field. This message displays below the address on
each receipt and can be used to customize the receipt. For example, you can thank your donors for giving to a
specific fund with the message, “Thank you for making a donation to the 2003 Annual Fund!”

Print zero balance reminders. To print a reminder for a client who has purposely overpaid one or more
installments for a pledge, mark Print zero balance reminders. For example, when you create reminders, you
may have a client who has purposely overpaid several installments for a pledge. Because of this, the client
may not be included when you create a monthly reminder. To ensure a reminder is printed for the client
regardless, mark this checkbox.

Skip [ ] lines before printing the first line. To specify the vertical position of the text on the label, mark Skip
[ 1lines before printing the first line. For example, your organization may have seasonal labels with a
preprinted holiday message at the top of the label. By marking this checkbox, you can adjust the position of
the text on the label so it does not print over the preprinted message. When you mark this checkbox, you also
need to enter the number of lines to skip. You can skip between one and four lines. If you include the Address
barcode or Endorsement line fields in the mailing, this checkbox is disabled.

Note: If you mark the Update number solicited checkbox, the No. Solicited field on the appeal record is
updated even if the appeal cards do not print correctly.

Update number solicited for this appeal. To update the number of constituents you contacted for the
appeal entered in the Appeal ID field, mark Update number solicited. When you mark this checkbox, the
program updates the No. Solicited field on the appeal record to include the constituents receiving appeal
cards in this mailing.

If you mark Update number solicited, the No. Solicited field on the appeal record is updated even if the
appeal cards do not print correctly.
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Note: You should check your card stock to determine if you have preprinted or blank cards.

Use blank cards. If, on the General Tab, you select Preprinted card as your card type, the Use blank cards
checkbox is available. If you use new Blackbaud standard membership cards, which are blank, mark Use blank
cards. If you use old Blackbaud standard cards, which are preprinted, you need only the constituent

information to print and should not mark Use blank cards.

Format Tab: Sort

Note: The PostalSaver tab is available if you use the optional module PostalSaver.

You can use Sort on the Format tab to specify the order the mailing pieces print. For example, you can choose to
sort appeal cards alphabetically by constituent name. Sort is not available when you use the PostalSaver tab to

runa postalsaver.

Mg New Appeal Cards M= E3 I
File  Edit Favortez Help
S Ew w2 |
1: General | 2 Fields ta Include | 2 Filters I 4 Gift Types | 5 Attributes |
B Ind. Address I 7 Org, Address I & PostalSaver 3 Format

Mizcellaneous
Output optionz

Select the fields by which ta sort. By selecting multiple
figlds, vou can sart within groups. “Y'ou can also specify

‘ 4
: the order by which to sort.
S =

Do naot sart mailing

% Sort by the following fields

Available Fields Sort Fields
Alphabetical
<]
e | Descl ll Ll
< Back | et | Cancel | Frint | Preview | Layout |

Do not sort mailing. Mark the Do not sort mailing option if you want the mailing to print in the order
processed by the program. For example, if you used the Include button on the General tab to print cards for a
specific query, you can mark the Do not sort mailing option to print the mailing in the order the records are

processed by the program.

Sort by the following fields. To specify the order the mailing pieces print, mark the Sort by the following
fields option. When you mark this option, the Available Fields and Sort Fields boxes are enabled so you can

select the fields by which you want to sort the mailing.

Note: The fields that appear in the Available Fields box depend on selections you make on previous tabs.
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Available Fields. The Available Fields box contains all fields available to sort mailing. When using the Appeal
Cards mail task, the following fields are available to sort the order the appeal cards print.

Sort Field Notes

Alphabetical Alphabetical is automatically available for all mail tasks
except: Cards, Labels, and Label Truncation Report -
available if you select the Addressee field on the Fields to
Include tab; Place Cards - according to the Participant Card
Name field, which you select on the Fields to Include tab;
and Name Tags- if you select the Participant Tag Name
field on the Fields to Include tab.

Query Query is available when you include a query in the mailing.
If you sort by Query, the mailing is sorted the way the
query is sorted. To include a query, click the Include button
on the General tab and choose Selected Records.

ZIP Code ZIP Code is available if you select ZIP Code or Address
Block, which includes the ZIP Code, on the Fields to Include
tab.

Category Category is available when you print the membership
category on the membership card or phonathon form.

Solicitor Solicitor is automatically available for the Phonathon
Forms mail task

Action Date Action Date is available when you include the Action date
field on the Fields to Include tab for the Follow-Up Letters
mail task.

Segment Segment is available when you mark the Segment mail run
checkbox on the Segment tab for Quick Letters, Cards, and
Labels.

Date Date is available when you include the Gift datefield in the
acknowledgement letter and select per gift in the Select one
letter to each acknowledgee field on the Fieldsto Include tab for
Receipts, Donor Acknowledgement L etters, and Honor/Memorial
Acknowledgement L etters.

Letter Types Letter Typesisavailable when you include the L etter field in
the acknowledgement letter and select per gift in the Select one
letter to each acknowledgee field on the Fieldsto Include tab for
Honor/Memorial Acknowledgement Letters.

Sort Fields. The Sort Fields box contains all fields by which you want to sort the appeal cards. To sort a mailing,
use the right arrow to move the fields by which you want to sort from the Available Fields box to the Sort
Fields box. For example, to sort appeal cards alphabetically by constituent name, highlight Alphabetical in the
Available Fields box and click the single right arrow to move Alphabetical to the Sort Fields box.

Asc. and Desc. When you move a field to the Sort Fields box, you can select whether the program should sort
in ascending or descending order. For example, if you choose to sort with the Alphabetical field, you can sort
in ascending order (A to Z) or descending order (Z to A). To change the sort order to ascending, highlight the
field name in the Sort Fields box and click Asc. To change the sort order to descending, highlight the field
name in the Sort Fields box and click Desc. The sort order displays to the right of the field name.

Up and Down arrows. You can sort a mailing using more than one field. For example, you can move ZIP Code
and Alphabetical to the Sort Fields box. The order the fields are listed in the Sort Fields box affects the way
the program sorts the appeal cards. If ZIP Code is listed first, all the items sort by ZIP Code, then sort
alphabetically by constituent name within each ZIP Code. To change the order of the fields in the Sort Fields
box, highlight the field you want to move and click the up or down arrow as necessary to move the field to the
appropriate location.
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Format Tab: Headings

When you use a report mail task, such as Reminder Report or Receipt Report, you can enter a heading that
appears on the first page of the report. For example, you may want to add the heading “Annual Mailing Appeal

Receipts.”

I3 New Receipt Report
File  Edit Favortez Help

B aS W ?-

I S |

1 Generall 2 Filtersl & Gift T_I,Ipesl A Ind. Address | B Org. Address

B Headings ~Heading Format
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(1 Mame fomats [ Print Organization name in header
=-_7] Constituent
[ 2 pvidia I Print Page Number in Heading ¥ Frirt Report Date in Heading —
i |Z] Organization Farmat: IF'age 1 j Farmat: ISholt Date j
ol o | snfien =]

[~ Prink report heading on each page

< Back | e | Cancel |

Preview | Layout |

Heading Format. In the Heading Format frame, you can enter a report title, such as “Annual Mailing Appeal
Receipts.” To further explain the information included in the report, you can enter a subtitle. You can enter up
to 50 characters in the Title and Subtitle fields. If you enter a title or subtitle, you need to specify the
alignment of the text in the Align field. You can choose Left, Center, or Right alignment. You can mark the
Print Organization name checkbox to print your organization’s name on the first line in the heading.

Note: When you print the report date in the heading, the formats available correspond to the Windows
formats defined in the Windows Control Panel. To view your Windows settings, select the Date tab on the

Regional Settings Properties screen.

Print Page Number in Heading. To print a page number at the top of the page, mark the Print Page Number
in Heading checkbox. When you mark this checkbox, specify the format and alignment of the page number in
the Format and Align fields. If you choose to print a page number in the heading, we recommend marking the
Print report heading on each page checkbox so the page number prints on every page of the report.

Print Report Date in Heading. To print the date of the report at the top of the page, mark the Print Report
Date in Heading checkbox. When you mark this checkbox, specify the format and alignment of the report

date in the Format and Align fields.

Print report heading on each page. If you mark the Print report heading on each page checkbox, the
heading prints at the top of each page in your report. If you do not mark the checkbox, the report date and

page number print only at the top of the first page.
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Format Tab: Criteria

You can use the Criteria checkboxes to print a summary of the settings you used to create a report mail task, such

as Reminder Report or Receipt Report.

I3 New Receipt Report M= E3 I
File  Edit Favortez Help
FHEE R |
1 Generall 2 Filtersl & Gift T_I,Ipesl A Ind. Address | B Org. Addresz B Format |
Headings —Iv Print Report Criteria
1= I_Zntena Criteria ta print:
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b [F] Individual Filters
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Gift types
Include an: (& A separate page  First page of report
< Back | e | Cancel | Frint | Preview | Layout

Print Report Criteria. If you mark the Print Report Criteria checkbox, you can print the settings used to create
your report. The Criteria to print box becomes enabled when you mark this checkbox.

Criteria to print. To print information about a setting in the report, mark the checkbox next to the criteria
name. For example, if you want to print information about the settings used to include constituents in the

report, mark the Constituents to include checkbox.

Include on. When you print report criteria, you need to specify where the program should print this
information. You can print the criteria on the first page of the report or a separate page.
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Format Tab: Detall

Using the Detail checkboxes and fields, you can determine specific information such as whether you want to print
an ID for each constituent who appears a the report mail task, such as Reminder Report or Receipt Report.

I3 New Receipt Report M= E3 I
File  Edit Favortez Help

=Rl |
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b [F] Individual

< Back | e | Cancel | Frint | Preview Layout

Amount to print. Inthe Amount to print field, select the monetary amount you want to print in the report. You
can select the gift amount or receipt amount. You may want to select the receipt amount to show the tax
deductible portion of the gift. For example, a ticket for your annual awards banquet costs $100. A portion of
the ticket price pays for the cost of food and the remainder is a donation to your organization. You may want
to select receipt amount in the Amount to print field to show the amount of the ticket price thatis a
donation.

ID to print. Inthe ID to print field, select the type of ID you want to print for each constituent who appears in
the receipt report. You can select None, Social Security Number, or Constituent ID.

Print under name. If you print an ID for each constituent on the report, mark the Print under name checkbox if
you want the ID to appear under the constituent’s name. If you do not mark this checkbox, the ID prints above
the name.

Include maiden name. To include a constituent’s maiden name in the receipt report, mark the Include
maiden name checkbox.
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Format Tab: Page Footer

When you print a receipt report, you can create a page footer to appear at the bottom of every page in a report
mail task, such as Reminder Report or Receipt Report.

I3 New Receipt Report M= E3 I
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Page Footer Text. In the Page Footer Text frame, you can enter up to 80 characters of text that prints at the
bottom of every page in the report. For example, you may want to include a short description of the type of
receipts included in the report. If you enter any information in the Text field, you need to specify the
alignment in the Align field. You can choose Left, Center, or Right alignment.

Print Page Number in Footer. To print a page number at the bottom of every page, mark the Print Page
Number in Footer checkbox. When you mark this checkbox, use the Format and Align fields to specify the

format and alignment of the report date.

Note: When you print the report date in the footer, the formats available correspond to the Windows formats
defined in the Windows Control Panel. To view your Windows settings select the Date tab on the Regional

Settings Properties screen.

Print Report Date in Footer. To print the date of the report at the bottom of every page, mark the Print
Report Date in Footer checkbox. When you mark this checkbox, use the Format and Align fields to specify the

format and alignment of the report date.
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Format Tab: Report Footer

When you print a report mail task, such as Reminder Report or Receipt Report, you can create a report footer
that appears on the last page of the report.

I3 New Receipt Report M= E3 I
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Report Footer Text. Inthe Report Footer Text frame, you can enter up to 150 characters of text to print at the
bottom of the last page of the report. For example, you may want to include a short description of the type of
receipts included in the report. If you enter any information in the Text field, you need to specify the
alignment of the text in the Align field. You can choose Left, Center, or Right alignment.
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Format Tab: Name Formats

You can use Name formats to select the format of the addressee or salutation for each constituent in a report
mail task, such as Reminder Report or Receipt Report. Individuals and organizations have separate formatting

options.
I3 New Receipt Report !EIE
File  Edit Favortez Help
=Rl |
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For more information about selecting addressees and salutations for individuals, see “Select an Addressee or
Salutation for an Individual or Contact” on page 243. For more information about selecting an addressee or
salutation for an organization, see “Select an Addressee or Salutation for an Organization” on page 251.
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Overview

You can use the eReceipts tab to configure and send gift receipts by email. Sending electronic receipts can be very
beneficial in reducing the amount of paper and time used to return printed receipts to your donors. An eReceipts
tab appears on the Receipts mail task when you select Create custom data file in the Receipt type field on the
General tab.

Using the eReceipts tab, you can create a Microsoft Word merge template to be used as a template for a PDF
(Portable Document Format) file. The PDF file is sent as an email to the client. For example, you want to send
electronic receipts for all gifts you received this week. Configure eReceipts the same way you configure regular
receipts for mailing a hard copy receipt. First, use the various tabs for the Receipts mail task to define your gift
type, the constituents to include, and additional filters. Then, use the eReceipts tab in the Receipts mail task to
configure your email settings, text, and rules for the email. Merge the receipt data into a Microsoft Word
template using the Merge button on the eReceipts tab. During the merge process, select whether you want to
mark a gift as receipted, receipted and acknowledged, or not updated once you run the receipts. Once the merge
is complete, a PDF file is automatically created from the Word document. The email is then sent automatically
through SMTP, a subcomponent of Microsoft Internet Information Services (11S), with the PDF file inserted into the
email as an attachment.

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the eReceipt options, but
you cannot perform a mail merge using The Raiser’s Edge. To take full advantage of eReceipt functionality, you
must have Word 2000 or higher installed on your computer. To use the features through a terminal session,
Office must be installed on the Terminal or Citrix Server and published out to users.

For The Raiser’s Edge to send eReceipts as email, you must specify a Simple Mail Transfer Protocol (SMTP) email
server name and port number using the Mail options business rule link in Configuration. For more information
about these settings, see “Business Rules” on page 199. To work with recurring queues and eReceipts, you must
install Queue Service. Once you install Queue Service, it is logged on with a Local System account. To send
eReceipts as email, you must change the service from the default Local System account to a user account with full
rights. For more information about installing Queue Service, see the Recurring Queues chapter of the Queue for
Task Scheduling Guide.

When you send an eReceipt to a constituent and the email address is not valid or cannot be sent for various
reasons, in many cases, the email bounces back to your server. Any bounced emails are sent to the email address
you specify in the From field on the Write email message screen. You must manually handle each bounced email
case. When you send eReceipts and the SMTP email server is unavailable (either because the server is down or
the SMTP email server and port number information is incorrect in Configuration), an error message appears,
indicating no connection to the server. At this point, you must resend the eReceipts. For more information about
resending eReceipts, see “Resend eReceipts Due to a Failed Connection” on page 208.
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To view PDFs of eReceipts, the donor can use Adobe Acrobat Reader.

i

File Edit Faworites Help
4@ Send toWword merge wizard |

W= ?-
1: General | 2 Figlds to Include | 2 Filters | 4 Aftributes 5 Ind. Address |
B: Org. Address | 7 Gift Types | B:F'ostaISaverl 3 Farmat 10 eReceipts
IV Send as eRecsipts Click here b learn about &R eceipts.

— Define eR eceipts information

Enter the meszage that will be used far the email accompanying each PDF file Q.é wirite message |

Select the arder in which the email types should be conziderad
Ernail Types Ernail Tyepes o ze

Ermail A
<

[l

Specify what happens if no email meets this criteria: IFEemu:uve record fram run j

Create an exception query to identify receipts that could not be emailed

V¥ Create IEonstituent j exception query

< Back | Hest > | Cancel | Meme. . |

Parts of the Screen Defined

Send as eReceipts. Mark this checkbox to enable all options on the eReceipts tab.

Click here to learn about eReceipts. Click this link to go directly to the eReceipts section of the help file for
information about using this tab.
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Write message. Click this button to access the Write email message screen. On this screen, you can create a
subject and text for the email message to be used for all eReceipts. You can also specify an email address in
the From field. Any email that cannot be sent is bounced back to the email server specified in the From field.
An email address is required in the From field and a subject must be entered as well.

& Write email message ﬂ
Edit Tools

Inzert Figld -~ | & |

From: Itim.smith@abc.olg

Subject: IThank you for your donation to ABC Organization

«Addressee/Salutation Addresseen =]

Thank you for supporting ABC Orgamization. We have attached a copy of your receipt.

wCifts. Fund descriptions
«Cifts. Receipt Numbers:
«Gifts. Gift datey

wCifts. Receipt amounts

()3 | Cancel |

Note: Spell check does not automatically check every part of the email. To check the entire email, you must
use spell check on the subject line and email text separately.

The Edit menu offers cut, copy, and paste functionality. Use the Tools menu to access options for spell check
and a thesaurus. You can also use the spell check button on the menu bar to spell check your email text.

To insert a field into the body of the email message, on the menu bar, click Insert Field. A drop-down appears

so you can select the field to insert in the email. Examples of fields to insert include address and gift
information.

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press SHIFT + F7 on your keyboard to access a thesaurus to use on the Write email message screen.

Email Types and Email Types to Use. The Email Types column displays email types for selection. The Email
Types to Use column displays the type of emails to be used when sending the eReceipt. For example, if you
select Home Email in the Email Types column, Home Email appears in the Email Types to Use column.

You can use the single arrow in between the two columns to select the email type or you can double-click the
email type.

It is important to remember that email types are associated with specific address types, such as primary
business or preferred address. You set up address processing preferences on the Ind. Address and Org.
Address tabs on the Receipts mail task. When sending eReceipts, the options you select on these tabs affect

whether or not the eReceipt can be emailed. For more information about options on these tabs, see
“Individual and Organization Address Tabs” on page 83.

Specify what happens if no email meets this criteria. Use this field to select an option to use when no
email address meets the criteria you specified in the Email Types to Use column. You can select to remove the
record which removes the record and places it in the exception query. You can also select to use the first email

address found. When you select to use the first email address found and no email address exists, the record is
removed and placed in the exception query.

Create exception query. Mark this checkbox to create an exception query for those records with an
unavailable or unusable email address. You can create a Constituent, Individual, Organization, or Gift query.



ERECEIPTS TAB 19

Business Rules

Business rules affect all workstations using The Raiser’s Edge. When you work with eReceipts using the Receipts
mail task in Mail, you must specify an SMTP mail server and port number to be used when sending the eReceipt
as email. You can specify these settings using the Mail options link on the Business Rules page.

You can set business rules only if you have appropriate security rights established from the Security link of
Administration. For more information about setting business rules, see the Configuration & Security Guide.
» Define the Mail options business rule
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

Bi=(E

File Edt View Go Favoritss Tools Help

4 Back % Fonard | Open in separate window

TS ﬁ_ﬁ“onﬁcultﬂtimn
=
General b General P International
b Tahles b Business Rules
Tables
T y P Addressees / Salutations » Fields
gah:és::ne: b Atributes b Membership Categories
Attributes b Financial Institutions b Custom Views
A P General Ledger P Reporting Hierarchies
Financial
Institutions b Letters b Integration

General Ledaer
Letters
Intemational
Busihess Fules
Fields

Hembershin
Categories

Custom Yiews

Fleparting
Hierarchies

Integration

@Daahbuwr_l =

ez
&Q g-ln General

g ol Use the Genersl page to enter basic information, such = your organization's address and phone number
=l

‘Welcome to The Raiser's Edge 7 /ﬂ

Warning: When your eReceipts fail to send, double-check that the information you entered in Configuration is
correct. When your eReceipts fail to send, you must recreate the eReceipts. For more information, see
“Resend eReceipts Due to a Failed Connection” on page 208.



200 CHAPTER

2. Click Business Rules. The Business Rules page appears.

# The Raiser’s Edge =13l
Fle Edt View Go Faverites Iools Help
4 Back & Furad | Open in separate vindow
+ T =11 =1 =31 oo & oo
ﬁ Configuration*EUsiness RuUles
Ci i {0 =
R ‘ General ‘When sending eReceipts use this. ..
s (D piates SMTP email server [l bo.org
Tables bl Cilteria
Indivcdisls Port humber [25
Addressess / H DOrganizations
Saltations L B Ontoms
Attiibutes &3 Mame display
Financial . [ Merihership
Insfitutions Generate IDs
Batch options
General Ledaer | (|| =55 e
Letters i 2] General aptions
2] Activity options
Intermational
e 153 Constituent optians
i 3 General options
Ficlds Deceased options
Membership
Categoiies -
Custom Yiews It Membership options
Repotting i I General oplians
Hierarchies - (] Activity options
7 5 Evert aptions
ntegration Queue Dptions
& User defined uies
{’ ilzigolutcz E';t"sm“e"t =
@ L3 Action
Dizziigazyel 5
& FlucHnz Business Rules
g el @ Apaly precefined and custemized validaion rules to records in The Raiser's Edge
rl=lg
Weloome to The Raiser's Edgs 7 y

3. From the tree view on the left, select Mail options. The mail options appear on the right.

Under When sending eReceipts use this, in the SMTP email server field, enter an SMTP server name. The
server name you enter is used when emailing eReceipts.

5. In the Port Number field, enter a port number to be used when emailing eReceipts. When you enter an
SMTP email server name, you must enter a port number to define the TCP/IP port. Port number 25
defaults in this field which is the Internet standard for receiving SMTP mail. However, you can enter a
different port number in this field if needed.

6. After you make changes to business rules, your changes are updated right away.

Use the eReceipts Tab to Create and Send
Receipts Using Email

Note: The eReceipts tab is only available when you have NetSolutions or Blackbaud NetCommunity and select
Create custom data file in the Receipt type field on the General tab of the Receipts mail task.

You can use all tabs in the Receipts mail task to define gift types, the constituents to include, and additional filters
for your receipt. Use the eReceipts tab to configure your email settings, text, and rules for the email containing
the eReceipt.
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» Create and send receipts using email
1. From a Receipts mail task, select the General tab. For more information about opening a mail task, see
“Access Mail Tasks” on page 3.
pSIsIF
File Edit Favorites Help
= | | 2 '| %ﬁ Send to Ward menge wizard |

E: Org. Address | 7 Gift Types I a F'Dsta|Savel| 39 Format | 10: eReceipts
1. General I 2 Fields to Include I 3: Filkers | 4 Aftributes | 5 Ind. Address
Receipt type: ICreate cuztom data file j ‘

Include. . | All records

r Include Gifts with these Dates
Date ta Llse:IGift date

I~
Date: I Include all dates j

r Include Gifts with these &mounts————— Include these Constituent:

Start amount: |$E|_ [ii] EI [ Inactive constituents

[T Deceazed constituents

Bl |$D' oo jﬂ ¥ Congtituents with no valid address

Start receipt no.: |5'| 52001 El IGiﬂ 'I autput guerny
¢ Back | Mest = | Cancel | teme. .. |

2. In the Receipt type field, select “Create custom data file”. You must select this to use the eReceipt
functionality.

3. We recommend you mark the Create output query checkbox so that a query is created for any eReceipts
that could not be sent to a constituent.

4. Make all other selections on the General tab as well as the remaining tabs. For more information about
the available tabs for the Receipts mail task, see “Create mailings that print on forms” on page 213.
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5. Select the eReceipts tab.

i
Eile Edit Favorites Help
= | | ? ~| 58 Send to word merge wizard |
1: Gerneral | 2 Fields to Include I 3: Filkers | 4 Attributes 5 Ind. Address |
E: Org. Address | 7 Gift Types I & PostaISaverl 5: Farmat 10: eReceipts
¥ Send as eReceipts Click here to learn about eR eceipts.

— Define eReceipts information

Enter the mezzage that will be used for the email accompanying each PDF file \’é Wite meszage

Select the order in which the email types should be conzidered
Email Types Email Types to Usze

Specify what happens if no email meets this crtena; N TEE=E R )

Create an exception query to identify receipts that could not be emailed

|V Create IConstituent vl exception query
< Back | Hext = | Cancel | Merge. .. |

6. Mark the Send as eReceipts checkbox. When you mark this checkbox, all options on this tab are enabled.

7. To create the subject and body text of the email to send to your constituents, click Write message. The
Write email message screen appears.

4 Write email message 1[

Edit  Tools
Ingert Field =

v |

Fram: Itim.smith@abc org

Subject: IThank you for pour danation ta ABC Organization

o« Addressee/Salutaton. Addressees =]

Thark you for supporting ABC Organization. We have attached a copy of your receipt.

«Cifts. Fund description:
«Cifts Receipt Numbers:
«Cifts. Gift daten

wCifts. Receipt amounts

=

QK | Cancel |

8. In the Subject field, enter a subject for the email. For this example, enter “Thank you for supporting ABC
Organization”.

Note: Click the spell check button on the menu bar to check the spelling in your email.

9. In the email message text box, you can enter text and insert fields, such as organization name and gift
information. To insert fields into the text box, click Insert Field. A submenu appears so you can select from
a category of fields. For example, click Insert Field and select Addressee/Salutation,
<<Addressee/Salutation.Addressee>>.
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10.

11.

12.

13.

14.

15.
16.
17.
18.

Fields available for selection include all fields that appear in the Available Fields box on the Fields to
Include tab of the Receipts mail task as well the following fields: Email_Address, Email_Subject, and
Email_Text.

You cannot use the insert field functionality in the Subject field.

Select additional fields to include and add any additional text to the email. Click OK. You return to the
eReceipts tab.

In the Select the order in which the email types should be considered frame, double-click Email in the
Email Types box. Email now appears in the Email Types to Use box.

You must select at least one email type to use. You can create and edit email types by clicking the Phone
Types table on the Tables page of Configuration. For information, see the Configuration chapter of the
Configuration & Security Guide.

You can check a constituent’s email address from the Phones/Email/Links box on the Bio 1 tab of a
constituent record. For more information, see the Constituent Data Entry Guide.

In the Specify what happens if no email meets this criteria field, select “Use first email found”. When no
criteria is met in the Email Types to Use box, the first email found for a constituent is the email address
used.

When you select “Remove record from run” in this field, an email for this constituent is not sent.

In the Create an exception query to identify receipts that could not be emailed frame, mark the Create
exception query checkbox and select “Constituent”.

You can also select Individual, Organization, and Gift, depending on the type of query you want to create.

An exception is created when no email address is found for a constituent record or if the Requests no
email checkbox is marked on the Bio 1 or Org 1 tab of the constituent’s record.

Click Merge. The Save Mailing As screen appears.

Save Mailing As x|

Mailing narne: IDDnatiDn Feceipt Save

Dezcription:
= & Cancel

v Other uzers may un this Mailing
[T Other uzers may modify this Mailing

In the Mailing name field, enter a name for this mailing.

In the Description field, enter a description for the mailing.

To allow other users to run this mailing, mark the Other users may run this Mailing checkbox.

To allow other users to modify this mailing, mark the Other users may modify this Mailing checkbox.
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19. Click Save. The Microsoft Word Mail Merge Wizard screen appears.

@ Welcome to the Word mail merge wizard

Thiz wizard will walk. pou through the steps needed to create a Microsaft
Wiord mail merge document.

The firzt gtep in creating a mail merge documert iz o
export the data from The Raizer's Edge.

Click 'Mext' to export the data now using the field: and
criteria yau defined in the mailing 'Danation Receipt’.

Eirzh Cancel

2 |
20. Click Next. The Update gifts screen appears.

Update gifts x|

b ark. giftz i thiz
" Receipted

{+ Becepted and Acknowledged
= Do not update

0K

21. To mark a gift as receipted, select Receipted. To mark a gift as receipted and acknowledged, select
Receipted and Acknowledged. When you select Receipted and Acknowledged, the Acknowledge field on
the gift record changes to Acknowledged and the Receipt field on the gift record changes to Receipted. If
you do not want to update the gift, select Do not update.

22. Click OK.



ERECEIPTS TAB 20

23. Click Next. The What type of Mail Merge do you want to run? screen appears.

Microsoft Word Mail Merge Yizard

What type of Mail Merge do you want to run?

You can create a simple mail merge using a single document, or a caonditional
mail merge uzing multiple docurments.

& Perform a simple mail merge using anly one document

" Perform a conditional mail menge using multiple documents

Eirzh Cancel

24. To work with a simple mail merge using one document, select Perform a simple mail merge using only
one document. When you select this option, you work with only one document to create the eReceipt.

To work with a conditional mail merge using more than one document, select Perform a conditional mail
merge using multiple documents. When you select this option, you work with more than one document
to create the eReceipt.
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25. Click Next. The Create the document and merge the data screen appears.

Microsoft Word Mail Merge Yizard

Create the document and merge the data

Befare vou can merge the data you must create a document.

Click the buttan below to open Microzaft Wiard and edit pour document.
“When you are ready to perform the merge click the 'Mest' button.

EJ Create merge docurnent

< Back IHewt = Eirzh | ;

26. Click Create merge document. Microsoft Word opens and a blank Merge document appears.

7o 3.doc - Merge document for lackbaud Word Merge Wizard =18] x|

| Bn Edt W freest Fomat Took Toble Window Hel ) =l
e e e s Teshewionn <12 < B F U EEEE|EEFEE DO-S-A.
| Inssrt Riseear's Edas Fiekd = Insert Werd el + [ Save s return to LT

:Lg......,...!...1..!...,..!...4...!...,...!..._ %

Page | Sec | yro A e g 1[R[ T T [Englsh (05
As you compose your merge document, you are going to insert merge fields into the letter. When

The Raiser’s Edge converts the letter into a PDF file, the correct information is exported out of

The Raiser’s Edge and appears in the designated areas (placeholders) of your letter. For more information
about creating merge letters, see the Constituent Data Entry Guide and

The Raiser’s Edge & Microsoft Office Integration Guide.
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27. To enter merge fields, leave your cursor flashing in the left corner of the work space of your letter and
click Insert Raiser’s Edge field on the toolbar.

28. Select the merge fields you want to add, such as Email_Subject and Email_Text. To move down to the
next line, press ENTER on your keyboard.

Ajuu1_ 2 dot - Merge docurnent for Dlsckbaud Word Merge Wizard =12 x|
| e gdt e et Fgmak ok Table Wedow e x4
ID=@a S8R5l o- @ <@ % tmd - Ttk = 12 - |B 7 U[FS 88 j= i 26|02 - A~
| et ks Egn ik = et Wove Pk + [ Save a oo a7 |

wCrgameation_bame:s
whddress_line_Tn

whddress line_2n

wCitys, aStaten, «ZIP_Coden

wGit_daben
aRaceipt Mumbers

wReceipt_amountn
wFund_description_n

wGift_typen

wEmpl_Addresan

Soc 1 i [®2&F  nis cd 18 [iec [k For [ [Engehius [ G [

29. Add any additional fields to the letter and click Save and return to RE 7. You return to the Microsoft Word
Mail Merge Wizard screen.

Microsoft Word Mail Merge Yizard

Edit the document and merge the data

Yau can edit the document if you want, ar start merging the data now.

Click the buttan below to open Microzaft Wiard and edit pour document.
“When you are ready to perform the merge click the 'Mest' button.

EJ Edit merge document

< Back Hext » Finizh Cancel

To make any changes to the document you just created, click Edit merge document.
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30. Click Finish. The Confirm File Location screen appears.

Confirm File Location x|

Save document a8 IE:'\fiIes\DDnatiu:un Receipt2.00C ﬂ

(] Cancel

31. Inthe Save document as field, specify a location to save the document you just created.
32. Click OK. A preview of the merge letter you created appears in a Word document.

The email has now been sent with a PDF attachment of the merge letter you created. The text of the
email is the text you added on the Write email message screen on the eReceipts tab.

Resend eReceipts Due to a Failed Connection

Warning: When your eReceipts fail to send, you must first use the checklist below to recreate the eReceipts
before you send another, separate batch of eReceipts.

When you send eReceipts and the SMTP email server is unavailable (either because the server is down or the
SMTP email server and port number information is incorrect in Configuration), an error message appears,
indicating no connection to the server. At this point, The Raiser’s Edge has already generated the eReceipts. If
you selected to update the gift record, the gift records are updated in the database as well. Therefore, you must
resend the eReceipts.

Use the checklist below to recreate the eReceipts to ensure the records in your database are correct. To find the
starting receipt number, you can access the merge file you created during the initial eReceipt process.

U First, ensure the information you entered in Configuration for the SMTP email server name and port number is
correct. You must establish a valid connection to your email server before the eReceipts can be sent.

Q During the initial creation of your eReceipts, if you selected Receipted on the Update gifts screen, you must
change the gifts back to Not Receipted. (If you selected Do not update on the Update gifts screen, you do not
need to update any gifts in your database.) To update your gift records, move to the next step in the checklist.

Warning: For more information about creating a gift query, see the Query &Export Guide.

Qi you did not specify to create a gift query when creating your eReceipts, you must go back and recreate a
query. You will then use the query to perform a global change to your database. Use some or all of the
following query fields to create a query of the gifts updated when you initially created the eReceipts:

¢ Receipt date (the date you created the initial eReceipts)

¢ Receipt (initially set to Receipted)

¢ Receipt Stack (the correct receipt stack when multiple receipt stacks are used)

* Receipt number (the starting receipt number which you can access from the initial merge file you created)

Warning: Before you perform a global change in The Raiser’s Edge, you should have a complete backup of
your database. To successfully back up your data, you must first shut down the database.

U once you create a gift query of the updated gifts or if you already created a gift query when you initially
created the eReceipts, you can now perform a global change of gift records. Use the Globally Change Records
link in Administration. For detailed information about performing a global change, see the Global Add, Delete,
& Change Guide. Globally change the following fields:

¢ Receipt (Replace “Receipted” with “Not Receipted”)
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¢ Receipt number (Add blank)
¢ Receipt date (Add blank)
¢ Receipt Stack (Add blank; Canadian databases only if multiple receipt stacks are used)

¢ Acknowledged (If you selected to acknowledge your gifts, replace “Acknowledged” with “Not
Acknowledged”)

¢ Acknowledge date (Add blank; only if you selected to acknowledge your gifts)

U For a non-Canadian database, from the Mail page, open the original eReceipt. On the General tab, in the
Starting receipt no. field, enter the original starting receipt number. On the eReceipt tab, click Merge. Your
database is now correctly updated and the eReceipts have been sent successfully.

Note: For more information about Canadian receipt stacks, see the Receipting Guidelines for Canada Guide.

U For a Canadian database, you must first change the starting receipt number in Configuration. From the
Configuration page, select Business Rules, Gift options, Activity options. To access the Change Next Available
Receipt Number screen, click Change Number. Click the up arrow next to the correct receipt stack. From the
Mail page, open the original eReceipt. On the eReceipt tab, click Merge. Your database is now correctly
updated and the eReceipts have been sent successfully.
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Many mail tasks in The Raiser’s Edge have similar tabs, options, fields, and checkboxes. For example, most mail
tasks have an Attributes tab you can use to include or exclude records from the mailing. From the Attributes tab,
you can also add, update, or delete attributes entered on the records processed by the mail task. Once you
understand how to use the Attributes tab of a particular mail task, you understand how to use it for all mail tasks.

This chapter explains the tabs and procedures common to all mail tasks. For information about a specific mail
task, see the appropriate chapter in this manual.

Create a Mailing

The following procedures are example mailings. Some tabs, selections, checkboxes, and fields vary between mail
tasks. For specific information about certain tabs or fields, see the chapter for the tab you are on. For information
or tips specific to a certain mail task, see the section for the mail task in “Available Mail Tasks” on page 11.

» Create mailings that print on forms

Follow this procedure if you are creating a mailing that uses preprinted forms, such as Appeal Cards,
Membership Cards, Phonathon Forms, Receipts, Reminders, or Renewal Notices.

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

1. Open the Receipts mail task. For more information about opening a mail task, see the section “Accessing
Mail Tasks” in the Introduction to Mail chapter. The New Receipts screen appears.

I3 Mew Receipts [_ =]

Fil= Edit Favortez Help

=i NN |

E: Org. Address | T Gift Types I 8: PostalS aver I 3 Format I
1: General I 2: Figlds ta Include | 3: Filters I 4 Aftributes | 5 Ind. Address
Receipt t_l,lpe:IF'replinted receiphs j " Ore per page

Include... | All records

r Include Gifts for these D ate:

Drate to Use:IGift date j
Date: | <5 pecific range> | Stat|oeorveon: mE|  End:or/oi/2004 |
rInclude Gifts for these Amounts———————————— Include these Constituants

Start amaLit: |$U, on ﬁl [ Inactive constituents

™ Deceased constituents

End amount: |$'| 00,000.00 jﬁ [~ Constituents with no valid address
Start receipt no.: I'I EI

< Back | Mext » | Cancel | Print | Presview Layout

2. Onthe General tab:

¢ In the Receipt type field, select whether to print Preprinted receipts or Create custom data file. If you
print the standard form, Preprinted receipts, you can order preprinted receipts customized with your
organization’s logo and colors from Blackbaud or elsewhere and print them right at your printer. If you
select Create custom data file, you will have to export the fields you select to a word processing
program that supports mail merges.
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If you choose not to use the standard or preprinted form and are creating your own custom forms in a
word processing program that supports mail merges, see the procedure “Create custom mailings” on
page 239.

Click Include to select a base group of constituent or gift records that need receipts. Choose One
Record, Selected Records to use a query as your base group of records, or All Records. For more
information about using the Open screen to find a query to use, see the Program Basics Guide.

In the Include Gifts with these Dates frame, enter a date or date range for the gifts for which you want
to print receipts.

Note: When a receipt run is complete, the last number added to the Receipt field on the gift is stored in your
database. This number defaults into the Start receipt no. field the next time receipts are run.

In the Include Gifts with these Amounts frame, enter a minimum and maximum gift amount for which
you want to print receipts.

Mark checkboxes in the Include these Constituents frame according to the information you want to
include on the receipt.

In the Start receipt no. field, enter the receipt number with which to begin printing receipts.

Mark the Create output query checkbox to create a static constituent or gift query of the records that
receive receipts.

Note: The Addressee field defaults into the Fields to Export box, to ensure you choose a name format to print
on the receipts. Highlight the field and click Options to select a name format for the addressee.

3. Select the Fields to Include tab.

i
File Edit Fawvorites Help
HRS W ?- \
E: Org, Address | 7. Gift Types I 8: PostalSaver I 9 Format I
1: General 2 Fields to Inchude | 2 Filters | 4: Attributes | 5 Ind Address

Select optional fields you wish to print by mowving them to the right-hand box.

Available Fields:

Fields to Export;

(j_ Preprinted Figlds

2~ [¥|~

Preprinted Fields. Addresses

Address barcode Preprinted Figlds. Position

; Endorzement line Preprinted Figlds. Organization Name
D B Preprinted Fields A ok,
Y TD drnount Preprinted Figlds. Receipt number

Preprinted Fields. Date [Short date]
Preprinted Fields. Fund description
Preprinted Fields. Gift type

Mptions... |

Mext » | Cancel |

Print | Previeﬂl

Layout |

4. On the Fields to Include tab, select the fields you want to include on the receipts by highlighting them in
the Available Fields box and clicking the single right arrow to move them to the Fields to Export box. If
you select any address or phone fields, you need to specify the address to use on the Ind. Address and
Org. Address tabs. For more information, see “Individual and Organization Address Tabs” on page 83.
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Note: To see if a field has options available, highlight the field. If the Options button is disabled, the field does
not have options. If the Options button is enabled, click it to access and select the available options for the

particular field.

5. Click Options to select options for certain fields. For more information about selecting options for
addressees or salutations, see “Select an Addressee or Salutation for an Individual or Contact” on
page 243 or “Select an Addressee or Salutation for an Organization” on page 251.

If you chose Create custom data file in the Receipt type field on the General tab, the Fields to Include tab
appears differently than above. For more information about selecting fields for custom receipts, see

“Create a Custom Mailing” on page 239.
6. Select the Filters tab.

I3 New Receipts M= E3

File Edit Favontes Help

(= = M=

B: Org. Address I 7 Gift Types I 8: Format I
1: General | 2 Fields to Inchude 2 Filkers | 4 Abtributes | 5 Ind. Address
"v By using the: grid below, this mailing may be filtered on the items shown in the Selected Filters column.
Filters I Filter Option Selecked Filbers |

Funds Include all <&l Funds =
Constituent Codes |Include Selected | Board Member QI
Appeals Include all <all Appeals =
Campaigns Include Al <Al Campaigns=
Solicit Codes Include Al <Al Solicit Codes =

< Back | Mest > | Caticel | Erint | Presiew | Lapout |

7. Onthe Filters tab, select any filters you want to use to select the gifts for which you want to print receipts.
For example, you may want to print receipts for all gifts with a constituent code of Board Member. For

more information, see “Filters Tab” on page 59.
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8. Select the Attributes tab.

I3 New Receipts M= E3
File Edit Favontes Help
HE S G 2 |
E: Org. Addresz | I Gift Types I 8 PoztalSaver | 9: Farmat I
1: General | 2: Fields to Inchude | 3: Filters 4: Attributes | 5 Ind Address
~ ¥ Include ar Exclude Recards Wwith these Athibutes
Filter | Record Type | Category I Description | Short Desc
- Include Gift Deposit Date 0101 f2005
— W &dd, Update or Delete theze Attributes for each Recard
Ackion I Type I Category Description I Short I Date I Camment
Add Constituent  Receipt byvpe Consalidated 01/01/2003
KN i
< Back | Mest > | Caticel | Erint | Presview | Lapout |

9. On the Attributes tab, mark the Include or Exclude Records With these Attributes checkbox and in that
frame enter any attributes to filter constituents or gifts for which a receipt prints. In the Add, Update, or
Delete these Attributes frame at the bottom of the screen, mark the checkbox and enter any attributes
you want to add, update, or delete on the constituent record included in this mailing.

For more information, see “Include or Exclude Records from a Mailing using Attributes” on page 76 or
“Add, Update, or Delete Attributes from Records in a Mailing” on page 78.
10. Select the Ind. Address tab.

I3 Mew Receipts
File Edi

H S W = ?-

Favortes  Help

SIE E3

E: Org. Address
1: General |

T Gift Types |
2: Fields to Inchude 3: Filters I

8: PostalSaver
4 Aftributes

5: Format |
5 Ind. Address

| Complete the steps below to determing which address will print.

Step 1:Indicate if zeazonal addrezzes should be conziderad for this mailing. If seazonal addreszes are

conzsidered the first valid seazonal address will be uzed.

[V Consider addresses with seasonal dates as of ||nC|ude all dates

Step 2:Specify, in the order of importance, the addresses to coksider if a valid seazonal address is not found.

Addresses:

Hone

First address in list
Spouze primany business
Harmne

Addresses o use:

Ei
o

Primary business

Step 3:ou may check for special requirements by first considering addresses with the specified attribute(s).

Address Attnbutes... | Mo address attibutes specified:

[

Step 4:Specify what happens if no address iz found:IPrint specific address

Address to D'intlFirst address in list

[

< Back Mest > Cancel | Erint

Presview | Lapout |




216 CHAPTER

Note: The program checks only the address types listed in the Addresses to use box. If you want the program

to check all address types during address processing, move all available address types from the Addresses box
to the Addresses to use box.

11. Onthe Ind. Address tab, use the steps outlined on the tab to select an address type for each individual
constituent for whom you are printing a receipt. For more information, see “Select an Address for an
Individual” on page 84.

12. Select the Org. Address tab.

I3 Mew Receipts [_ =]

Fil= Edit Favortez Help
=i NN |

1: General | 2: Fields to Inchude 3: Filters I 4: Attributes | 5 Ind Address I
E: Org. Addresz I I Gift Types I 8 PostalS aver I

9: Farmat

| Complete the steps below to determine which address will print.

Step 1:Indicate if thiz mailing should go to the contacts for the organization or to the organization itself.
" Mail to contacts i Mail anly to the arganization

Step 2-Specify, in the order of importance, the addresses to cansider for the organizations. The mailing will go
to the first walid address in the ‘Address to use' list.

Addreszes: Addresses to use:
Haone

First address in list
Harne

Alt - conversion

Step 3:You may check for special requirements by first congidenng addresses with the specified attribute(s).

Address attibutes... | <Mo address attibutes specified:

Step 4: Specify what happens if no address is found:IP[int specific address j
Address to Dfiﬁtleirst address in organization's list ﬂ
< Back Mext » Cancel | Print Presview | Layout |

Note: The program checks only the address types listed in the Addresses to use box. If you want the program

to check all address types during address processing, move all available address types from the Addresses box
to the Addresses to use box.

13. On the Org. Address tab, use the steps outlined on the tab to select the contacts for whom you are

printing a receipt. If you are printing receipts only for organizations, select the address that should print
on the receipt. For more information, see “Select an Address for an Organization” on page 88.
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14. Select the Gift Types tab.

I3 New Receipts HE E3
File Edit Favontes Help
02 |
1: General | 2: Figlds ta Include I 3: Filters I 4: Aftributes | 5 Ind. Address I
E: Org. Address 7 Gift Types I 8: Postal | 3 Format
Gift Types: Include theze Gift Tupes:
Cash =

540 Stock Fay-Cash

I_7)40 Gifts In Kind MG Pay-Cash

I_7)40 Other Stock/Property

Stock/Property [Sold)
Pay-Stock/Property
MG Pay-Stock/Froperty
Pay-Stock Property [Sold)
MG Pay-Stock/Property (Sold]
Gift-in-Kind
Pay-Gift-in-Kind -
MG Pap-Giftin-Kind
Other
PanMther LI

Load Al Defaults... |

]~ [¥lv

W Exclude zero amaunt gifts

< Back | Mest > Cancel Ezport |

Warning: If you do not move any gift types to the Include these Gift Types box, a message appears stating you

need to select at least one gift type.

15. On the Gift Types tab, select the gift types for which you want to print receipts. All gift types default over
to the Include these Gift Types box. For the gift types you do not want to include in the mailing, highlight
the gift type in the Include these Gift Types box and click the single left arrow to move it back to the Gift
Types box. You can mark the Exclude zero amount gifts checkbox if you do not want gifts with a gift

amount of zero to receive a receipt.

16. Select the PostalSaver tab if you use the optional module PostalSaver. For more information about the
PostalSaver tab, PostalSaver, and sorting your mailings, see “Postal Saver Tab and Postal Discounts” on

page 111.
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17. Select the Format tab.

I3 New Receipts HE E3

File Edit Favontes Help

HASRW = ?- \

1: General | 2: Figlds ta Include 3: Filters I 4: Aftributes I 5 Ind. Address |
E: Oig. Address | T Gift Types I 8 Puostals aver 5: Format
—Amount Dizplay Options
Output aptions [+ Show cunency character i
Sort ¥ Show 1000 separator | By DL
v Show decimal
:: o EEEmaE Amount: [35,555.56)
¥ Show percent sign Percent: (100.00%)
[ Show blarks instead of zero amounts
Megative amount format; I['I 234.56] "I
Report orientation; Portrait
< Back | IEst> | Cancel Erint Preview Lapout

18. On the Format tab:

Note: The PostalSaver tab is available if you use the optional module PostalSaver. For more information about
the PostalSaver tab, PostalSaver, and sorting your mailings, see “Postal Saver Tab and Postal Discounts” on
page 111.

¢ Select Miscellaneous from the list on the left to enter formatting preferences for monetary information
printed on the receipts.

¢ Select Output options from the list on the left to enter formatting preferences for the information
printing on the receipts.

¢ Select Sort from the list on the left to select a specific order to print the receipts. If you use the
PostalSaver tab to sort the receipts, this option is not available.

Warning: Click the binoculars at the top of the preview screen to search for specific information in the mailing
preview. Be sure you are on the first page of the preview if you want to search all pages. The search looks only
on the page you are viewing and pages after. For example, if you are on page three of the preview and click
search, it will not find the information you are searching for on pages one and two.

19. After entering settings on the tabs of the mail task, click Preview. The preview screen appears. We
recommend you preview your mailing before printing to help minimize printing errors.

If you are creating a custom receipts in another application that supports mail merges, you need to export
the information instead of printing. For more information, see “Create a Custom Mailing” on page 239 or
“Send a Mailing as Email” on page 254.

20. When you are finished previewing the mailing, click Print.
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21.

22.

23.

If you marked the Create output query checkbox on the General tab, the Save Static Query screen
appears.

Save Static Query E

Guen name: IFlEI:eiptS for 2003 Annual Fund | B I
Dezcription; |Feceipts printed on 07401 /2004 far the ;I
2003 Annwal Fund. Cancel |

Query format; I Static > I [uemy Type: Gift

¥ Other uzers may execute this querny Created Fram: Mail

W Other uzers may modify this gueny

In the Query name field, enter a name that describes the contents of this query. For example, you can
enter “Receipts for 2003 Annual Fund.”

In the Description field, further describe the contents of this query. For example, you can enter “Receipts
printed on 01/01/2004 for the 2003 Annual Fund.”

In the Query format field, the program defaults “Static” and disables the field because output queries
must be static. For more information about static queries, see the Query chapter of the Query & Export
Guide.

Warning: If you do not mark the Other users may execute this query and the Other users may modify this
query checkboxes, only the user who created the output query and users with Supervisor rights can access the
output query. If you delete the user who created the output query, only users with Supervisor rights can access
the output query.

24.

25.

26.

27.

To allow other users to use or change this query, mark the Other users may execute this query and Other
users may modify this query checkboxes.

Click Save. A message appears telling you the mailing is being prepared.

IE Hew Receipts M=

Freparing mailing 'Mew Receipts’

Cancel |

After the receipts print to your default printer, a message appears asking if you would like to mark the
gifts as receipted.

The Raizer's Edge |

@ Wiould pou like to mark the giftz az having been receipted?

Click Yes to update the Receipt field on the Gift tab of a gift record to Receipted for each gift in this
mailing.
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28. A message appears asking if all receipts printed correctly.

The Raizer's Edge |
@ Did all receipts print cormectiy?

29. If all receipts printed correctly, click Yes. If any receipt did not print correctly, click No. When you click No,
the Restart Run screen appears. For more information about restarting a mailing, see “Restart a Mail

Printing” on page 256.
30. To save the settings of this mail task, you need to create a parameter file. For more information, see “Save
a Parameter File” on page 257.

» Create a labels, cards, envelopes, or name tags mailing
Follow this procedure if you are using the Labels, Cards, Envelopes, Name Tags, or Place Cards mail tasks.

1. Open the Labels mail task. For more information about opening a mail task, see “Access Mail Tasks” on
page 3. The New Labels screen appears.
A3 New Labels M= E3
File Edit Favontes Help
HRaS W ?- \

£ Seament I 8 PostalS aver I 3 Format I
1: General | 2 Fields to Include | 2 Filters | 4: Attributes | 5 Ind Address | E: Org. Address

Create far: " Relationships " HomarMemarialz " Parlicipants |
Include... | All records
Form type: Type I Size Across I Ciown I Description
5 dwvery® 5161 Tud 2 10 Lazer Address I
Form fant: ITimes Mew Faman j Start printing in Fow: |1 j

Fontsize:lm vI Calumr: (1 :II

Head of Household Praceszing Include theze Constituents
& Mail only ko constituents marked 'Head of Hougzehald' W Inactive conztibuents
™ Deceased constituents
W Comstituents with no walid address

= Mail to first constituent faund
= Mail to bath constituents separakely

[~ Create output query

< Back | Mext » | Cancel | Print Presview Layout

2. On the General tab:
¢ In the Create for field, select the record type for which you want to print labels — Constituents,
Relationships, Honor/Memorials, or Participants.

Note: Use labels large enough to fit all information you choose on the Fields to Include tab.

¢ Click Include to select a base group of records that need labels.
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¢ In the Form type field, select the label type you are using. In the Form font and Font size fields, select
the formatting for the text on the labels.

Note: The Head of Household Processing frame is used only when both people of the household are included
in the query or mailing. If the Mail only to constituents marked Head of Household option is marked and both
people are in the query, only the person marked Head of Household will receive the mailing. If only the person
not marked Head of Household is in the query, that person will not be excluded from the mailing.

¢ Select options in the Head of Household Processing and Include these Constituents frames according
to the records that should receive labels.

¢ Mark the Create output query checkbox if you want to create a static query of the records for which
you print labels.

3. Select the Fields to Include tab.

A3 New Labels o ] 4

File Edit Fawvorites Help
HRASRW = ?- \

7 Segment | 8 PostalSawver I 3 Format
1: General 2 Fields to Include | 3: Filkers 4: Attributes | 5 Ind Address E: Org. Address

Select optional fields you wish to print by moving them ta the right-hatd bowx |

Available Fields: Figlds to Prink:
i) Address Fields - Constituent Information. Addreszee D ptions... |
- |Z] Address Barcode Constituent Information. Position
- |Z] CART B Constituent Information. Organization Manme
- 2] Country A Address Fields Address Block
- 2] Endorsement Line ﬂ
~FLOT
— [B] Phone number ﬂ
7| Constituent Information ﬂ

- 2] Additional Addresses
- |Z] Birth date
- |Z] Class of LI L | | _’I

# Find..| |8

The addrezz ta print iz defined on the Individual/Organization Addrezs tabz. If a phone nurber iz
chozen the selected phone type for that address will be printed.

Mest > | Cancel | Erint | Presiew | Lapout |

4. On the Fields to Include tab:

¢ Select the fields you want to include on the envelope by highlighting each field in the Available Fields
box and clicking the single right arrow to move each over to the Fields to Print box individually. You can
also click the double right arrow to select all fields. If you select any address or phone fields, you need
to specify the address to use on the Ind. Address and Org. Address tabs. For more information, see
“Individual and Organization Address Tabs” on page 83.

Note: To see if a field has options available, highlight the field. If the Options button is disabled, the field does
not have options. If the Options button is enabled, click it to access and select the available options for the
particular field.

¢ Click Options to select options for certain fields. When you select the Addressee or Additional
Addressee fields on the Fields to Include tab, the Customization Options screen appears for that
particular selection so you can format how the constituent’s name prints on the label. For more
information, see “Select an Addressee or Salutation for an Individual or Contact” on page 243.
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5. Select the Filters tab.

I3 New Labels M= B
Eille Edit Favortez Help
s = ?- |

T Seament I 8 PostalSaver I 3 Format
1: General | 2 Fields ta Include 3t Filters | 4: Attibutes | 5 Ind. Addrezs | E: Org. Address

%v By uzing the gnd below, this mailing may be filtered on the items shown in the Selected Filters column,
Filters I Filker Option | Selected Filkers
Dates Last Changed Include All <Al Dates Last Changed =
Solicik Codes Include Al <Al Solicit Codes>
Constituent Codes Include all <Al Constituent Codes =
KN I 2
< Back | Mext = | Cancel | Print | Prewview | Layout |

On the Filters tab, select any filters you want to use to choose records for which you want to print labels.

For example, you may want to print labels for constituents whose records were updated as of
01/01/2003. For more information, see “Filters Tab” on page 59.

7. Select the Attributes tab.

A3 New Labels M= E3
File Edit Favontes Help
HRaS W ?- \

¥ Segment I 2 PostalS aver I 3 Format I
1: General | 2 Fields to Include | 2t Filters 4: Attributes | 5 Ind Address | E: Org. Address

— ¥ Include or Exclude Recards With these Attibutes

Filter | Record Type | Category | Descripkion I Shart Desc
= Include Conskituent Anniversary 01/01/z00%
KN i3
~ W Add, Update or Delete theze Altributes for each Record
Ackion | Type Category I Description I Short Dake I Cormmenk
Update  Constituent Anniversary 010172003 ]
ki i
< Back | Mext » Cancel Print Presview | Layout |
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8. On the Attributes tab, mark the Include or Exclude Records With these Attributes checkbox and in that
frame enter any attributes to filter constituents for whom labels print. In the Add, Update, or Delete
these Attributes frame at the bottom of the screen, mark the checkbox and enter any attributes you
want to add, update, or delete on the constituent records for which labels print.

For more information, see “Include or Exclude Records from a Mailing using Attributes” on page 76 or
“Add, Update, or Delete Attributes from Records in a Mailing” on page 78.

Note: The program checks only the address types listed in the Addresses to use box. If you want the program
to check all address types during address processing, move all available address types from the Addresses box
to the Addresses to use box.

9. Select the Ind. Address tab.
A3 New Labels M= E3

File Edit Favontes Help

HASRW = ?- \

I Segment I & PostalSaver | 3: Farmat
1: General | 2 Fields to Include | 3: Filkers 4: Attibutes 5 Ind Address E: Org. Address

| Complete the steps below to determine which address will print.

Step 1:Indicate if seazonal addrezzes should be considered for thiz mailling, If s2azonal addresses are
considered the first valid seazonal address will be uzed,

v Consider addresses with seasonal dates as of |<Specific date: j Date:IDUDBQDDS El
Step 2:Specify, in the order of importance, the addreszes to consider if a valid seasonal address is not found.
Addresses: Addiesses fo use: J
Hone i’ T
First address in list > ||Primary business ﬂ
Spouze primany businezs <
Home ;I

Step 3:ou may check for zpecial requirements by first considering addreszes with the specified attribute(s).

Address Attibutes. .. | <Mo address attributes specified:

Step 4:Specify what happens if no address is found:IPrint specific address j
Address to DlintilFirst address in list j
< Back Mest > Caticel | Erint Presview | Lapout |

Note: When printing labels for participants, the Ind. Address and Org. Address tabs are not present. The
address entered on the participant record prints on the label. In the For records who do not have an address
field on the Format tab, you need to select how the label should print if an address is not present on the
participant record.

10. On the Ind. Address tab, use the steps outlined on the tab to select an address type for each individual
constituent for whom you are printing a label. For more information, see “Individual and Organization
Address Tabs” on page 83.

Note: The program checks only the address types listed in the Addresses to use box. If you want the program
to check all address types during address processing, move all available address types from the Addresses box
to the Addresses to use box.



224 CHAPTER

11. Select the Org. Address tab.
A3 New Labels M= E3

File Edit Favontes Help
HASRW = ?- \
7 Segment I 8 PostalSaver I 3 Format |

1: General | 2: Fields to Include | 3: Filkers 4: Attributes | 5 Ind Address E: Org. Address

| Complete the steps below to determine which address will print.

Step 1:Indicate if thiz mailing should go to the contacts for the organization or to the organization itzelf,
@ Mail to conkacts = Mail anly bo the arganization

Step 2:Specify the contact tppes to congider for this mailing.

Contact Infarmation | <Al contact types:

Step 3:ou may check for special requirements by first considering contacts with one of the address attributes listed.

Cottact Address Attributes.. | <Mo contact address attributes specified>
Step 4:Specify what happens if no contact is found:IPrint specific address j
Address to DlintilPreferred address j
< Back | Mest > | Cancel | Erint | Preview | Lapout |

12. On the Org. Address tab, use the steps outlined on the tab to select the contacts for whom you are
printing a label. If you are printing a label only for the organization, select the address that should print
on the label. For more information, see “Individual and Organization Address Tabs” on page 83.

Note: If you mark the Segment mail run checkbox, you must select All Records by clicking the Include button
on the General tab. If you include a query on the General tab by choosing Selected Records, only records
present on both the General and Segment tabs are considered for the mailing. If the records do not appear on
both tabs, the message, “No records meet criteria,” appears. If, for example, only one record from a query
appears on both tabs, then only one card from that query will print.
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13. Select the Segment tab.

A3 New Labels M= E3
File Edit Favontes Help
HASRW = ?- \
1: General | 2 Fields to Include | 3: Filkers 4 Attibutes | 5 Ind. Address E: Org. Addresz I
7 Segment | & PostalSaver I 3 Format

¥ Seament mail run

v Update number solicited for each Appeal

W &dd Appeal to Congtituent record Date; IDUEH F2003 ml Comment: I

Inpuk Quersy | appeal I Qukpuk Query H
Major Danars 2003 Annual Mailing 2003 Annual Full Calar
Previous Donors 2003 Annual Mailing 2003 Annual Booklet
Prospects 2003 Annual Mailing 2003 Annual Letker
=

[T Automatically ovensrite existing queries

< Back | Mest > | Caticel | Erint Presview | Lapout |

14. On the Segment tab:
¢ Mark the Segment mail run checkbox if you want to print labels for records in several queries.

¢ For each appeal, you can mark the Updated number solicited checkbox to include the constituents in
this mailing in the No. solicited field on the General tab of an appeal record. When you mark this
checkbox, you must enter an appeal in the Appeals column of the Segment grid for every input query
listed in the grid.

¢ To add an appeal to the Appeals tab of each constituent record included in the mailing, mark the Add
appeal to constituent record checkbox and enter an appeal in the Appeal column of the Segment grid
for each input query entered in the grid.

Warning: The order you list the queries is very important. The program removes duplicate constituents from
the mailing based on the order you list the queries in the grid.

¢ Click in the Input Query column and use the binoculars that appear to search for the first query you
want to use. Repeat for each row in the grid, for as many segments you want to divide your mailing
into.

¢ Select an appeal in the Appeal column.

e Enter a name for the first segment of the mailing in the Output Query column. For example, enter
“Mailing Segment 1”

For more information, see “Segment a Mailing” on page 105.

Note: If you are using PostalSaver for Postal Discounting and the label type you choose on the General tab
cannot fit an address barcode and endorsement line, the PostalSaver tab is disabled.

15. Select the PostalSaver tab if you use the optional module PostalSaver. For more information about the
PostalSaver tab, PostalSaver, and sorting your mailings, see the section “Postal Saver Tab and Postal
Discounts” on page 111.
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16. Select the Format tab.
A3 New Labels M= E3

File Edit Favontes Help
HE S Qw2 |
1: General I 2 Fields to Include | 3: Filkers 4: Attibutes 5 Ind. Address I E: Org. Address |

7 Segment | & PostalSaver 3 Format

B Output options v Omit punctuation from mailing
Sort . .
Trurcation reparts IV Frint address in ALL CAPS
v Skip |1 lings befare printing the first line

¥ Include [1 spaces before each line

v dnclude tokal number of labels:

For records who do nat have an address: Print with no address j

< Back | IEst> | Cancel Erint Preview Lapout

17. On the Format tab:
¢ Select Output options from the list on the left to enter formatting preferences for the information
printing on the labels.

Note: If you want the mailing to sort first by Segment, and then alphabetically within each segment, you must
sort your queries alphabetically to get the desired sort order.

¢ Select Sort from the list on the left to select a specific order to print the labels. If you use the
PostalSaver tab to sort the envelopes, this option is not available.

¢ Select Truncation reports to print a truncation report using the settings you selected on the Labels mail
task. You can choose to check horizontal truncation, vertical truncation, or both.

Warning: Click the binoculars at the top of the preview screen to search for specific information in the mailing
preview. Be sure you are on the first page of the preview if you want to search all pages. The search looks only
on the page you are viewing and pages after. For example, if you are on page three of the preview and click
search, it will not find the information you are searching for on pages one and two.
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18. After entering settings on the tabs of the mail task, click Preview. The preview screen appears. We
recommend you preview your mailing before printing to help minimize printing errors.

I3 New Labels |_[5] %]

X {4 daty o p M5 [GFA|[om ][ | Toads  f00x o dsaids

Preview

Elizabeth &. Ashton
2457 Morrison Drive
Savannah GA 31406

Allison E. Andrews
4859 Philpot Lane
Mirmeapnlis, M 55403

Sean & Davenport
2151 Brant Avernue
Miami, FL 33147

Ielisga C. Elzy
8877 Salamander Wav
Charleston, WV 23313

Matk D. Ldamson
125 Smokerise Way
Chatleston, 5C 20401

Julie Iv. Bach
502 Lang Avenue
Pittshurzh, PA 15228 e

Lnthony 5 Ellis
1202 Cravren Drive
Concord, NH 03307

Jason D Campbell
11 Syeamore Drive
Athens, G4 30606

George D. Finley Paul F.. Frantz =)
| r

19. When you are finished previewing the mailing, click Print. If you marked the Create output query
checkbox on the General tab, the Save Static Query screen appears.

Save Static Query [ x|
Ouery name: ILabeIs for Anrnual Direct Mailing | Save I
Description: |Jutput query for labels printed on d
01401 /2003 for the Annual Direct Maiing. Eancel |
H
Query format: IStatic 'I Query Type: Constituent
W DOther users may execute this queny Created From: Mail - Labels
¥ Other users may modify this queny

20. In the Query name field, enter a name that describes the contents of this query. For example, you can
enter “Labels for Millennium Direct Mailing”.

21. In the Description field, further describe the contents of this query. For example, you can enter “Output
query for labels printed on 01/01/2003 for the Annual Direct Mailing”.

22. In the Query format field, the program defaults “Static” and disables the field because output queries
must be static. For more information about static queries, see the Query chapter of the Query & Export
Guide.

Warning: If you do not mark the Other users may execute this query and the Other users may modify this
query checkboxes, only the user who created the output query and users with Supervisor rights can access the
output query. If you delete the user who created the output query, only users with Supervisor rights can access
the output query.

23. To allow other users to use or change this query, mark the Other users may execute this query and Other
users may modify this query checkboxes.
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24. Click Save. If you marked the Create exception query checkbox in the Print Truncation Reports before
Label Run frame on the Format tab, the Save Static Query screen appears.

Save Static Query [X]
Quer name: ITruncated Labels | Save I
iptiars [Trunca |
Description; |Truncation Querny ;I Cancel
| -]

Query format: IStatic vI Cluery Tepe: Congtituent

Created From; Mew Labels - Exception
Huery

¥ Other users may execute this query

¥ Other users may madify this queny

25. Inthe Query name field, enter a name that describes the contents of the exception query. For example,
you can enter “Truncated Labels”.

26. Inthe Description field, the program defaults “Truncation Query” to further describe the contents of this
guery. You can change this description as necessary.

27. In the Query format field, the program defaults “Static” and disables the field because output queries

must be static. For more information about static queries, see the Query chapter of the Query & Export
Guide.

Warning: If you do not mark the Other users may execute this query and the Other users may modify this
query checkboxes, only the user who created the output query and users with Supervisor rights can access the

output query. If you delete the user who created the output query, only users with Supervisor rights can access
the output query.

28. To allow other users to use or change this query, mark the Other users may execute this query and Other
users may modify this query checkboxes.

29. Click Save. A message appears telling you the mailing is being prepared.

A& New Labels M= B3 |

Preparing mailing 'Mew Labels'

30. After the labels print, a message appears asking if all labels printed correctly.

The Raizer's Edge E

@ Did all labelz print correcty’?

31. Click Yes if the labels printed correctly. If all labels did not print correctly, click No to access the Restart
Run screen. For more information about restarting a mailing, see “Restart a Mail Printing” on page 256.

32. To save the settings of this mail task, you need to create a parameter file. For more information, see “Save
a Parameter File” on page 257.
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Mail Merge

Tip: If you are using Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office
Integration Guide for a procedure using the Word Merge Wizard.

When you write a letter or create custom forms, you need to perform a mail merge to get Raiser’s Edge
information into the document you created in a word processing program.

Think carefully about the letter you want to write before you start extracting data from The Raiser’s Edge. Here is
a list of steps to follow.

L Write your letter or create your custom form. Use a word processing program, such as Microsoft Word, that
supports mail merges. Insert merge fields in this document where Raiser’s Edge information will go to
personalize each letter or form. Name the merge fields the same names as Raiser’s Edge fields on the Fields
to Include tab in Mail, such as <Gift date>.

U Think about who should be included in the mailing. Using Query and the tabs in Mail, determine the records
you want to include in your data file. For more information about Query, see the Query & Export Guide.

U What Raiser’s Edge information do you want in each letter or custom form? Using the Fields to Include tab in
a mail task, choose the Raiser’s Edge fields you want to include in your data file.

Q Merge it. If you are using Microsoft Word, you can click the Send to Word merge wizard button on the toolbar
of the mail task for a quick and easy way to perform a mail merge. If you are using any other word processing
program, you must export Raiser’s Edge information. Use the following procedure to perform these steps.

» Create and send letters from Mail
Follow this procedure if you are using any of the letters mail tasks, such as Donor Acknowledgement Letters,
Volunteer Follow-Up Letters, Quick Letters, or Honor/Memorial Acknowledgement Letters.

Tip: If you are using Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office
Integration Guide for a procedure using the Word Merge Wizard.



230 CHAPTER

You can use this procedure to create an export file containing the information you want to include in a mail
merge letter. To create the mail merge letter, you must first write a letter in an application that supports mail

merges.

1. Open the Donor Acknowledgement Letters mail task. For more information about opening a mail task,
see “Access Mail Tasks” on page 3. The New Donor Acknowledgement Letters screen appears.

lQ New Donor Acknowledgement Letters

M=
Eille Edit Favortez Help
= | & | ? - | @ Send toword merge wizard |
Ind. Address 7 Org. Address | B PostalSaver I 8 Farmat
1 General | 2 Fields to Include | 2 Filkers | 4 Gift Tupes | 5 Attributes

Include. . | All records

i Include Gifts with these Dates

" Soft credit recipients
" Both

Uze distribution on gift j
Uze distibution on gift j

Date to use: I Gift date ﬂ
Drate: I Include all dates j
— Saft Credit Giftz Ta Include these Constituent
& Donor

¥ Inactive constituents
[ Deceaszed constituents

W Congtituents with no valid address

 Credit Matching Gifts To

" Donor & MG Company  Both

[T Create IConstituent 'Ioutput query

¢ Bach | Mest = | Cancel |

Export... | Merge... |

Note: When working with the Honor/Memorial Acknowledgement Letters mail task, if you choose Selected
Records, and are using a constituent query, the query must include honor/memorial acknowledgee records,
not donor records. The same concept applies when selecting One record, if it is a constituent record. However,
when using a gift query, you must include the gift records of the donors. This concept also applies when you

select One record and choose a gift record.

2. On the General tab:

acknowledgement letters.

receive acknowledgement letters in this mailing.

Click Include to select a base group of constituents or gifts for which you want to print
In the Include Gifts with these Dates frame, select a date or date range to further limit the gifts that

Mark options and checkboxes in the Soft Credit Gifts To, Include these Constituents, and Credit

Matching Gifts To frames according to the information you want to include in the acknowledgement

letter.

the mailing.

Mark the Create output query checkbox to create a constituent or gift query of the records included in



CoMMON MAIL PROCEDURES 23

3. Select the Fields to Include tab.

lQ New Donor Acknowledgement Letters - |EI|5|
Eile Edit Favorites Help
= | £ | ? - | 58 Send to word merge wizard |
E: Ind. Address I 7 Org. Address | 8 PostalS aver I 3 Format |
1: General 2: Fields ta Include 2 Filters | 4: Gift Types | 5 Attibutes

Send one |etter to each donor: Ipe[ gift vl

Available Fields:

Figlds bo E sport;

Address
Addressee/S alutation
Constituent Infarmation

4 Find...l

Address Address line 5
Address. City
Address. State

Gifts Address ZIP Code
Hondtdem ﬂ Address. County
tembership Gifts. Gift type
Fielationships ﬂ Giftz. Gift date (Shart date)
Attributes Giftz.Amount

Gifts. Fund description (1)
B Gifts Letter

+/|

;I [Mptiohs... |

The address to print iz defined on the [ndividual/Organization Address tabs. |f a phone number is

chiosen the selected phone type for that address will be printed.
Export... | Merge. .. |

Mext = | Cancel |

4. On the Fields to Include tab:
¢ In the Send one letter to each donor field, select whether you want to write one acknowledgement

letter per gift or per donor.

Select the fields you want to include in the export file by highlighting the field in the Available Fields
box and clicking the right arrow to move it to the Fields to Export box. Open a folder to reveal the fields
it includes by double-clicking on it. Use the up and down arrows to orders the fields as you want them
to appear in the letter. If you select any address or phone fields, you need to specify the address to use
on the Ind. Address and Org. Address tabs. For more information, see “Select an Address for an
Individual” on page 84 and “Select an Address for an Organization” on page 88.

Note: To see if a field has options available, highlight the field. If the Options button is disabled, the field does
not have options. If the Options button is enabled, click it to access and select the available options for the

particular field.

¢ Click Options to select options for certain fields. If you select an Addressee or Salutation field on the

Fields to Include tab, the Customization Options screen for that particular selection appears so you can
select the type of addressee or salutation to use. For more information about selecting an addressee or
salutation, see “Select an Addressee or Salutation for an Individual or Contact” on page 243 or “Select
an Addressee or Salutation for an Organization” on page 251.

Note: When working with follow-up letters, you can use Advocacy as a filter for action fields. For more
informatoin about advocacy actions, see the Actions chapter of the Constituent Data Entry Guide.
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5. Select the Filters tab.

lQ New Donor Acknowledgement Letters M= E
Eille Edit Favortez Help

=1iE |oa ?-
B Ind. Address | 7 Org. Address I 8 Format |
1: General | 2: Fields to Include 2 Filters | 4: Gift Types | 5 Attibutes

%@ Send bo 'Word merge wizard |

%v By uzing the gnd below, this mailing may be filtered on the items shown in the Selected Filters column,

Filkers I Filter Cption I Selected Filkers |
Constituent Codes  Inchide Al <Al Constituent Codes >
Funds Include Selected | 2003 Annual Fund ﬁl
Appeals Include All <Al Appeals =
Campaigns Include All <Al Campaigns =
Packages Include All <Al Packages =
Letters Include Al <Al Letters >
Solicit Codes Include Al <Al Solicit Codes>
Gift Amounts Include &l <Al Gift Amounts =

< Back | Mext = | Cancel | Export... | Merge. .. |

6. On the Filters tab, select any filters you want to use to select records for this acknowledgement letter. For
example, you may want to send acknowledgements for gifts donated only to the 2003 Annual Fund. For
more information, see “Select specific filters to limit the records receiving a mailing” on page 62.

7. Select the Gift Types tab.

lQ New Donor Acknowledgement Letters HE E
Eille Edit Favortez Help
=ER= A
E: Ind. Addrezs I 7 Org Address
1. General | 2 Fields to Include | 2 Filkers

4@ Send to YWord merge wizard |

& PastalSaver | 3 Farmat
5 Attributes

Gift T Include these Gift Types:

-

=5 Al Pledge Pay-Cash

~5) Al Stack A MG Pay-Cash

(3 4l Gifts-nekind ﬁ Pledge

= sl werite Offs Stock/Property

[~ 4l Recurring Gift ﬂ Stock/Property (Sold)

4l Planned Gift ﬂ Payp-Stack/Property

(=) Al Other G Pap-Stock/Property
Pap-Stock/Property (Sold) ﬂ
RN T T T = S Y

W Exclude zem arnount gift:

™ Use sale date for sold stock /property MI
[T Use zale amount for sold stock /property

I™ | Subtiact broker fee fiom eold stock/Eropety

[~ Use gift balance instead of gift amaunt
I | Ealculate gift balance based on date ranae, campaian, fund, and appeal

< Back | Mest = | Cancel Egpolt...l Merge... |

Warning: If you do not move any gift types to the Include these Gift Types box, a message appears when you
try to export the data, stating you need to select at least one gift type.
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10.

On the Gift Types tab, select the gift types for which you want to print acknowledgement letters. All gift
types default over to the Include these Gift Types box. For the gift types you do not want to include in the
mailing, highlight the gift type in the Include these Gift Types box and click the left arrow to move it back
to the Gift Types box. Mark the checkboxes at the bottom of the screen, as necessary, to format gift dates
and amounts included in the export file.

Select the Attributes tab.

lE New Donor Acknowledgement Letters HE E
Eile Edit Favortez Help
= | ] | ? - | 38 Send to \word merge wizard |
B Ind. Address I T Org. Address | 8: PostalS aver I 3 Format |
1: General | 2: Fields ta Include | 2 Filters | 4: Gift Types 5 Attibutes

W Include or Exclude Records 'With these Attributes

Filker | Record Type I Cakegary I Description I Short Desc

- Exchude Constituent Special Mailing Types Do Mot Mail

~ W Add, Update or Delete theze Attibutes for each Recard

Ackion I Type Cakeqgory I Drescription Shart | [Dake I Cornrnent
Add Constituent  Interests iaolf 01/10/2004
KN i

< Back | Mesxt » | Cancel | Export... | Merge... |

On the Attributes tab, mark the Include or Exclude Records With these Attributes checkbox and in that
frame enter any attributes to filter constituents or gifts receiving an acknowledgement letter. In the Add,
Update, or Delete these Attributes frame at the bottom of the screen, mark the checkbox and enter any
attributes you want to add, update, or delete on the constituent or gift records that receive an
acknowledgement letter in this mailing.

For more information, see “Include or Exclude Records from a Mailing using Attributes” on page 76 or
“Add, Update, or Delete Attributes from Records in a Mailing” on page 78.
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11. Select the Ind. Address tab.

u New Donor Acknowledgement Letters M= E
Eille Edit Favortez Help
| N ? - | "% Send to Word merge wizard
1: General ] 2: Fields to Include ] 3 Filkers ] 4 Gift Types ] 5 Attributes ]
B Ind. Address ] 7 Org. Address ] B PogtalS aver ] 5 Farmat ]

Cormplete the steps below to determing which address will print. Click here bo learn about address processing.

Step 1:Indicate if seazonal addreszes should be considered. The first valid seasonal address will be used.

[v Conzider addresses with seazonal dates az of |<Specific dates ﬂ Date: |D‘If‘| 4/2004 g

Step 2:Specify, in the order of impartance, the addresses bo consider if a valid seasonal address is not found.
Addreszes: Addresses to use:
Prefened address

i

Prirary b
Spouze primary business

Spouze preferred address
OC 7 RN A Addrmcn T ime 1

Step 3:ou may check for special requirements by first considering addresses with the specified attribute(s).

Address Attibutes... | Newsletter, Yes

Step 4: Specify what happens if no address iz found: | Femove recard from run ﬂ

< Back | Mest > | Cancel | Expart... Merge...

Note: The program checks only the address types listed in the Addresses to use box. If you want the program
to check all address types during address processing, move all available address types from the Addresses box
to the Addresses to use box.

12. On the Ind. Address tab, use the steps outlined on the tab to select an address type for each individual
constituent receiving an acknowledgement letter.

13. Select the Org. Address tab.

A& New Donor Acknowledgement Letters M= B
Eille Edit Favortez Help

(= B Ej =l ? - 1"@ Send to Word merge wizard
1: General ] 2: Fields ta Include ] 2 Filters ] 4: Gift Types ] 5 Attibutes ]

B Ind. Address 7 Org. Address l 2 Format ]

Complete the steps below to determine which address will print. Click here bo learn about address processing.

Step 1:Indicate if thiz mailing should go to the contacts for the organization or to the organization itzelf.

i~ Mail ko contacts ¥ Mail only to the organization

Step 2: Specify, in the order of importance, the addresses to consider. The first valid address will be uzed.
Addreszes: Addreszes bo uze:
First address found Preferred address 4

Employment History
Former Address

Umrnm

Step 3: You may check for special requirements by first conzidening addresses with the specified attribute(z).

Address Athibutes... | <Mo address atiibutes specifieds

Step 4: Specify what happens if no address is found:| Frint specific address ﬂ

Address to print: Organization's prefered addre

< Back | Mest = | Cancel | Export... teme. ..
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Note: The program checks only the address types listed in the Addresses to use box. If you want the program
to check all address types during address processing, move all available address types from the Addresses box

to the Addresses to use box.

14. On the Org. Address tab, use the steps outlined on the tab to select the contacts to receive an
acknowledgement letter. If you are sending the acknowledgement letter only to the organization, select

the address that should receive the acknowledgement letter.

Select the PostalSaver tab if you use the optional module PostalSaver. For more information about the
PostalSaver tab and sorting your mailings, see the section “Postal Saver Tab and Postal Discounts” on

page 111.
16. Select the Format tab.

15.

lQ New Donor Acknowledgement Letters NE E
Eille Edit Favortez Help
= | & | ? - | 4@ Send to'wWord merge wizard |
1: General I 2: Fields ta Include I 2 Filters I 4 Gift Types I 5 Attibutes |
B Ind. Address | I Org Address | 8 PostalS aver 9 Format
—Amount Dizplay Optiohs
Dutput options ¥ Show cumency character -
Sor ¥ Show 1000's separator ‘ Bl (U 5
v Show decimal
:: oW AeBmals Amount; [$5,555.56)
¥ Show percent sign Percert; (100.00%)
¥ Show blanks instead of zer amounts
Megative amaount format: |[1 234 BR) 'I
< Back | HEst = | Cancel | Export.. | Merge... |

17. On the Format tab:
¢ Select Miscellaneous in the list on the left to enter formatting preferences for monetary information in
the export file.
¢ Select Output options in the list on the left to enter formatting preferences for the information in the
export file.

Note: When printing acknowledgement letters for a group of donors, we recommend creating an output
query containing the names of all constituents who received an acknowledgement letter. Later, you can use
this query to print address labels or envelopes for the donors who received letters.

¢ Select Sort in the list on the left to select a specific order for the information in the export file.



236 CHAPTER

18. Click Export to create an export file. If you marked the Create output query checkbox on the General tab,
the Save Static Query screen appears.

Save Static Query E2

Gluemy narme: IEDDS Annual Fund Acknowledgements | Save I
Description: [4cknowledgements for the 2003 Annual ﬂ Carcel |
Fund gifts received by 01/01,/2004,
| |
Huerny format: IStatic vl Guery Type: Constituent
¥ Other users may execute this queny Created From: Mail
¥ Other users may modify this query

19. In the Query name field, enter a name that describes the contents of this query. For example, you can
enter “2003 Annual Fund Acknowledgements.”

20. In the Description field, further describe the contents of this query. For example, you can enter
“Acknowledgements for the 2003 Annual Fund for gifts received by 01/01/2004.”

21. Inthe Query format field, the program defaults “Static” and disables the field because output queries
must be static. For more information about static queries, see the Query chapter of the Query & Export
Guide.

22. To allow other users to use or change this query, mark the Other users may execute this query and Other
users may modify this query checkboxes.

23. Click Save. The Export screen appears.

Export E3
Export file bpe: Comma-Separated Yalues j
Export file name: IE:\TEMP\NEW _I

W Include header

¥ Create contral report 6 Preview € Print

24. In the Export file type field, select the format of the export file. For more information about Export file
types, see the Export Guide or the Export section of the Help File.

25. In the Export file name field, enter a file name and location where you want the export file to be stored.
You can click the ellipsis to browse to a location.

26. If you want the first row of the export file to contain the Raiser’s Edge field names, mark the Include
header checkbox.

27. To print a control report containing information about the export file, mark the Create control report
checkbox. When you mark this checkbox, select whether you want to first Preview or Print the control
report. We recommend printing a control report so you can maintain a record of the information in the
export file.

28. Click Export Now to begin creating the export file. When the export is complete, you can open the export
file in another application to merge this information with your acknowledgement letter.
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After the export file has been created, a message appears asking if you want to note on the gift records
included in the mailing they have been Acknowledged.

The Raiser's Edge E

@ Do wou want to mark. giftz included in this run as Bcknowledged'?

Note: We recommend updating the Acknowledge field to Acknowledged after you print an acknowledgement
letter for a gift so the gift cannot be acknowledged again. If you choose not to automatically mark gifts as
Acknowledged, we recommend updating the Acknowledge field on each gift record in the mailing as soon as
possible.

29. Click Yes if you want to enter Acknowledged in the Acknowledge field on each gift record that received an
acknowledgement letter. Click No if you do not want to update the Acknowledge field.

30. If you chose to Preview the control report, the Preview screen appears.

I3 New Donor Acknowledgement Letters HEER
Nl 4 1of1 b N| i S |1UU*'/w vI Tatak? 100% Tof7
=l
0BABR001 Blackbaud Demo Page 1

Donor Acknowledgement Letters

Fenort name: New Donor Acknowledsement Letters

Records to include: &1

Output guery name: 2001 Anoal Fund & cknowledgernents] (Tvype: Constituent)

Include all dates

Soft credit gifts to: Donor

Credit matching 7ifts to: MG Company

Include these constituents: Inactive = Yes, Deceased = Mo Constituents with no valid addresses = Ves
Gift types to include: Cash, Pay-Cash, MG Pay-Cash, Pledge, StockProperty, Stock/Property (Sold), Pay-StockProperty, MG Pay-StockProperty, |
File created: D\MewDonkck C5V

& Total Of 6 Records Written

Campaigns o include: &11

Funds to include: Al

Appeals to include: 411

Constituent Codes to include: A

Packages to include: &1

Letters to include: A1

| THE FOLLOWING DATA HASBEEN WRITTEN FOR EACH RECORD .

1. Key indicator

2. Constituent [D

3. Addressee

4. Gift date

5. Aot

6. Appeal deseription

7. Address Block =
1« | _>I_I

31. Click Print at the top of the Preview screen to print the control report.

32. Close the Preview screen by clicking the X in the top right corner. You return to the mail task.
33. Save and close the mailing. For more information, see “Save mail parameters” on page 257.

For more information about performing a mail merge, or creating or editing a letter for a mail merge, see The
Raiser’s Edge & Microsoft Office Integration Guide.
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Create a Custom Mailing

Note: Phonathon forms, do not have a field on the General tab to choose Create custom date file. However,
you can still create a custom phonathon form by selecting which fields you want to include on the Fields to
Include tab and exporting the mail task to a file that contains merge fields, instead of printing the mail task
with the standard order for the fields. For more information about exporting Raiser’s Edge information from
Mail, see the procedure “Export a mailing to another application” on page 242.

For certain mail tasks, you can select in the Type field on the General tab whether to use a standard form or
create your own. When you select Create custom data file in the Type field on the General tab for a mail task, the
Fields to Include tab appears differently than when you select the standard forms.

Create your own Appeal Cards, Receipts, Membership Cards, Renewal Notices, or Reminders by selecting from
the available fields on the Fields to Include tab for custom forms and exporting the results to a file that contains
merge fields. When you create a custom data file, you can order fields as you like and select as many as you want
instead of printing the fields in the standard format created by Blackbaud.

» Create custom mailings

Note: When you have NetSolutions or Blackbaud NetCommunity and select Create custom data file in the
Receipt type field for the Receipts mail task, the eReceipts tab appears on the mail task. Use the eReceipts tab
to create and send electronic receipts to your constituents through email. For more information, see
“eReceipts Tab” on page 195.

Creating a custom data file differs from using standard or preprinted formatting options in two main ways.
The first difference is the default selections that appear on the Fields to Include tab. The second difference is
that when you finish making selections in the mail task, you export the results instead of printing them.

Before you begin a custom mailing, you must first create the custom form with merge fields in a word
processing program that supports mail merges.

1. On the General tab of a mail task, select “Create custom data file” in the Type field. For example, if you
are using Receipts, select “Create custom data file” in the Receipt type field.

u Mew Receipts HE E
File Edit Favortes Help
= | e || ? - 1’-@ Send to ‘Word merge wizard
E: Org. Address 7 Gift Types ] & Format
1: General ] 2 Fields to Include ] 3: Filkers ] 4 Attributes ] 5 Ind. Address ]

Receipt type: |Ereate cuztom data file LJ [ One per page

Preprinted receipts

Include... | All

Include Gifts with these D ates
Date to Use: |Gift date j

Date: |Include all dates j

Include Gifts with these Amounts

Start amount: {$0.00 FEE|

Include these Constituents
¥ Inactive constituents
[ Deceased constituents

End amount: |$0.00 |
Start receipt no.; |5152001 H

| Mest » | Cancel |

W Constitusnts with na valid address

[ Create * | output query

Export. .. temge. ..
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2. Make all other selections on the General tab. For more information, see the General tab chapter.

3. Select the Fields to Include tab.

I3 New Receipts =] B
File Edit Favorites Help
= | E | ? - %a Send to Word menge wizard |
E: Org. Address I I Gift Tupes | 8 PostalSawver I 3 Format
1. General 2 Fields to Include | 3: Filkers | 4 Attributes | 5 Ind. Address

Select optional fields pou wizh to prink by moving them to the right-hand bos. ‘

;I [ptions... |

Available Fields:
Address
Addressee/S alutation
Constituent Infarmation

Fields to Expart:

Address Address line 5
Address. City

Address State

Gifts Address ZIF Code
HondMem ﬂ Address. Country
Membership Giftz. Receipt Mumber
Relationships ﬂ Giftz. Receipt amount
Attributes Gifts. Gift date [Short date)

Gifts. Fund description (1)
B Giftz.Gift tppe

) Find...l | ¥

Mext = | Cancel |

Export... | Merge. .. |

4. Onthe Fields to Include tab, select the fields you want to include on your custom receipts by highlighting

them in the Available Fields box and clicking the single right arrow to move them to the Fields to Export
box.

Open a folder to reveal the fields it includes by double-clicking on it. Use the up and down arrows to
orders the fields as you want them to appear in the receipt.

If you select any address or phone fields, you need to specify the address to use on the Ind. Address and
Org. Address tabs. For more information, see “Select an Address for an Individual” on page 84 and “Send
a Mailing as Email” on page 254.

If you select Addressee or Salutation fields, you must click Options and select name formats. For more
information, see “Select an Addressee or Salutation for an Individual or Contact” on page 243 or “Select
an Addressee or Salutation for an Organization” on page 251.

Make selections on the rest of the tabs. For more information, see the chapter in this guide for the tab
you are on.

Tip: If you are using Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office
Integration Guide for a procedure using the Word Merge Wizard.

6. When you finish making selections for the mail task, click Export. The Export screen appears.

=]
[

Export

Ewpart file: bype; Comma-Separated Yalues
Export file name: IE:\TEMP\NEW

W Include header

¥ Create contral report 6 Preview € Print
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10.

11.

12.

13.

14.

15.

16.

Note:
17.

In the Export file type field, select the format of the export file. For more information about Export file
types, see the Export Guide or the Export section of the Help File.

In the Export file name field, enter a file name and location where you want the export file to be stored.
You can click the ellipsis to browse to a location.

If you want the first row of the export file to contain the Raiser’s Edge field names, mark the Include
header checkbox.

To print a control report containing information about the export file, mark the Create control report
checkbox. When you mark this checkbox, select whether you want to first Preview or Print the control
report. We recommend printing a control report so you can maintain a record of the information in the
export file.

Click Export Now. If you marked the Create output query checkbox on the General tab, the Save Static
Query screen appears.

Save Static Query E2

Queryﬂame:|20|33.-’-'mnuaIF|ecei|:uts | S ave I

Description: |Feceipts printed on 12152003 for gifts ;I T — |

donated thiz pear, to be zent ta donors for

taw purposes.
=
GQuery format; IStatic "l Query Type: Gift
¥ Other users may execute this queny Created From: Mail - Receipts

¥ Other users may modify this query

In the Query name field, enter a name that describes the contents of this query. For example, you can
enter “2003 Annual Receipts”.

In the Description field, further describe the contents of this query. For example, you can enter Receipts
printed on 12/15/2003 for gifts donated this year, to be sent to donors for tax purposes.”

In the Query format field, the program defaults “Static” and disables the field because output queries
must be static. For more information about static queries, see the Query chapter of the Query & Export
Guide.

To allow other users to use or change this query, mark the Other users may execute this query and Other
users may modify this query checkboxes.

Click Save. The export process begins.

When the export is complete, you can open the export file in another application to merge this
information with your custom form.

After the export file has been created, a message appears asking if you want records included in the
mailing to be updated.

The Raiser's Edge E

@ “would you like to mark the giftz az having been receipted?

The message and records affected vary, depending on which mail task you are using.

If you want the records to be updated, click Yes. If you do not want to automatically update records, click
No.
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18. If you chose to Preview the control report, the Preview screen appears.
[C[51x]

M@ New Receipts

[ Tof1 by | & & e z]| Tasis 1oz 1Bof18

Blackbaud Demo

Feportname : Hevr Rece ints

Eecords to mchade: AL

Outpa query vame: Rece ipts (Type: Gift)

Inchude a1l datec

ift amounts: ALl

Inchude these constinlents: Iactive = Ves: Deceased = Mo, Constiments with no valid addre sses = Ves
Gifttypes to melude: Cash, Pay-Cash, MG Pay- Cash, Stock/Property , Stock/Property (Sold), Pay-Stock/Property, MG Pay-Stock/Proper
File created: c\files HewRec 08T

A Total Of 226 Records Written

Campaimms to dclude: Al

Funds to meolude : AlL

Appeals to inchude : Al

Constituent Codes to mclude: A1

Packages to inchude: A1

Solicit Codes to tchade : AL

THE FOLLOWING DATA HAS BEEN WRITTEN F OR EACH RE CORD

1. Addressee
2. Position

3. Organization Hame
+ Address line 1

5. Addre ss line 2

6. Address line 3

T Address line 4

8. Address Hne 5

9 Ciy

10, St

11. ZIF Code

12 Counmy

13, Rece ipt Mumber

19. Click Print at the top of the Preview screen to print the control report.
20. Close the Preview screen by clicking the X in the top right corner. You return to the mail task.
21. Save and close the mailing. For more information, see “Save mail parameters” on page 257.

Export a Mailing

On occasion, you may need to export the results of a mail task to another application. For example, you can
design custom receipts in another application. Then you can use Mail to compile the constituent information you
need from The Raiser’s Edge and export this information to the application where you created the custom form.

» Export a mailing to another application
Tip: If you are using Microsoft Word to perform a mail merge, see The Raiser’s Edge & Microsoft Office
Integration Guide for a procedure using the Word Merge Wizard.

From a mail task, select all tabs and fill in the parameters you need for the mailing. For information about
the parameters available on each tab, see each chapter in this book for details about each tab. For more
information about making selections in a mail task, see “Create a Mailing” on page 213.

Note: You can also select from the menu bar, File, Export.

1. On the toolbar, click Export. The Export screen appears.

Export E3 |

Format;

IEDmma-separated values [C5Y] j

. Cancel |
Deztination:
| Disk file =l
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2. In the Format field, select how you want the program to arrange the data in the export file. For
information about the available formats, see the Export chapter of the Query & Export Guide

3. In the Destination field, select where you want the program to put the export file.
4. Click OK. The Number and Date Format Dialog screen appears.

Humber and Date Format Dialog E3

W Same number formats &z in repaort

W S ame date formats as in repork Cancel |

5. To use the same number formats you selected in the mail task, mark the Same number formats as in
report checkbox.

6. To use the same data formats you selected in the mail task, mark the Same date formats as in report
checkbox.

7. Click OK. The Choose Export File screen appears.

Save in: I _4Re? j ﬁl

| |AspenBetad __IHtml __ITempdb
|| AzpenFelease _ locs b

| 1&xDocs __|Pluginz

|_|BlankDb __lrpt

1Dl __l5SampleData

| |Help __SpsDE

File narme: |.&ppeall3ards.c:sv Save I
Save az lype: |Enmma-separated [*.cav) j Cancel |

In the Save in field, select the directory where you want to save the export file.

In the File name field, enter a name for the export file.

10. Click Save. The export is complete. You can open the export file in an application compatible with the
export file type you selected.

Select an Addressee or Salutation for an
Individual or Contact

Note: To see if a field has options available, highlight the field on the Fields to Include tab. If the Options
button is disabled, the field does not have options. If the Options button is enabled, click it to access and select
the available options for the particular field.
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On the Fields to Include tab, you can select the fields you want to appear on your form.

Mg New Appeal Cards o ]

File Edit Faworites Help
FHEEETEI R |

E Ind. Address | £ 0rg. Address | & PostalSaver | 3 Format
1: General 2 Fields ta Include | 3 Filters I 4 Gift Types | 5 Attributes

Select optional fieldz vou wizh to print by moving them to the right-hand box, |

Available Fields: Fields to Export:

{7 Preprinted Fields Preprinted Fields. Addrezzes ptians... |
 [2) Address barcode Preprinted Fields. Position

- [2] Endorsement line B Preprinted Figlds. Organizat

- =] Gift barcode Preprinted Fields.Addrezs Block

w [Z 1D

- 2] Message

- |Z] Phone number

- 2] Prewious gift

- 2] Suggested gift

A~ [¥]v

i Find...l

Nest » | Cancel | Frint | Preview | Layout |

When you select Addressee, Salutation, Additional Addressee, or Additional Salutation on the Fields to Include
tab of a mail task, the Customization Options screen for that particular field option appears.

Cuztomization Options for Addressee E1 I
(j] Mame farmatz —Addrezzee Ta Use
- -i_7) Constituent L ' ' Lo
L 2 Individual " From individual € From Caonfiguration " |lze individual name
i |5] Organization Ul z& thiz Addresses from Configuration:
i [F] Contact Wr. and Mrs Williarm H. Smaith, Jr, Clazs of 1980 j

Cancel |

The Customization Options screens appear so you can select the format of the addressee or salutation for each
constituent’s name included in the mailing. For example, you can choose to format John Smith’s name as Mr.
John Smith. The format for individual and contact varies from the formatting options for organization records. For
more information about formatting organization names, see “Select an Addressee or Salutation for an
Organization” on page 251.
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When you highlight Individual or Contact in the Constituent folder under Name Formats in the tree view on the
left, the Addressee To Use frame appears on the right side of the screen and contains three options:

® From individual
¢ From Configuration
e Use individual name

From Individual

When you select From individual, the Use this Addressee if present on the Individual field and the Otherwise
use field appear in the Addressee To Use frame. In the Use this Addressee if present on the Individual field, you
need to select the addressee format you want to use for the mailing. For example, if you want the name of each
constituent to be formatted using the Primary Addressee, select Primary Addressee in the Use this Addressee if
present on the Individual field. In the Otherwise use field, enter an alternate format if the first addressee is not
present on a record. For example, if a constituent does not have a Primary Addressee entered on the
Addressees/Salutations tab of his constituent record, the program uses the format selected in the Otherwise use
field. If both addressee/salutation formats are not present on a record, the First name, Middle initial, and Last
name print as they are entered in the name fields on the corresponding record.

Customization Options for Addrezsee I
-7 Mamne formats —Addressee Ta lze

=5 Corstitusnt

i+ FrummdlwduaE = From Configuration " Use individual name

: Organization |Jge thiz Addreszee i prezent on the Individual:
i [F] Contact IF'rimal_l,l Addressee j

Othenwise uze:
|<FuII REu= j

ak. I Eancell

You can enter addressees and salutations in many areas of The Raiser’s Edge. When you select the From
individual option, the location where the program looks for these addressees/salutations depends on the record
type for which you are printing the mailing. For example, if you are printing pledge reminders for relationship
records, the program looks for the addressee/salutation entered on a relationship record.
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From Configuration

When you select From Configuration, the Use this Addressee from Configuration field appears in the Addressee
To Use frame. In this field, you need to select the addressee format you want to use for the mailing. You can
select any format entered in the Addressee/Salutations link of Configuration. For more information about the
Addressee/Salutations link of Configuration, see the Configuration chapter of the Configuration & Security Guide.

Cuztomization Options for Addressee

_] Mame formats
= (75 Constitugnt
B Indiidual

i--[Z] Drganization
i) Contact

Addreszee To Use

£ From individual o

" Usze individual name

|Jze thiz Addressee from Configuration;

tr. and Mrz. William H. Smith, Jr., Clazs of 1980 ﬂ

0k | Cancel |

Note: An embedded addressee/salutation contains the Constituent Addr/Sal field. For example, you may

have an addressee formatted Constituent Addr/Sal, Pres. When you use this addressee, you need to select a
format for the Constituent Addr/Sal field. For more information about embedded addressee/salutations, see
the Configuration chapter of the Configuration & Security Guide.

If you select an embedded addressee/salutation in the Use this Addressee from Configuration field, the Use this
Addressee if present on the Individual field and the Otherwise use field appear below the Use this Addressee
from Configuration field.

Cuztomization Options for Addressee

_] Mame formats
= {75 Constituent

LB Individual
i [Z] Organization
L[5 Conmtact

Addressee To Use

T From individual & Fram Configuration ™ Use individual name

|Jze thiz Addreszee from Configuration;

Conztituent Addr/S al, Pres

|Jze thiz Addressee i prezent on the [ndividual:
|F'rimaly Addreszes ﬂ

Othenwise uze:
| <Full Mame> ﬂ

ak. | Canicel
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In the Use this Addressee if present on the Individual field, select the addressee format you want to use for the
embedded Constituent Addr/Sal field. The program checks the Addressees/Salutations tab of a constituent
record to determine whether this format is entered. In the Otherwise use field, enter an alternate format if the
first addressee is not present on a record. If both addressee/salutation formats are not present on a record, the
First name, Middle initial, and Last name print as they are entered in the name fields on the corresponding
record.

You can enter addressees and salutations in many areas of The Raiser’s Edge. When you select an embedded
addressee/salutation, the location where the program looks for an addressee/salutation for the Constituent
Addr/Sal field depends on the record type for which you are printing the mailing. For example, if you are printing
pledge reminders for relationship records, the program looks for the addressee/salutation entered on a
relationship record.

Use Individual Name

When you select Use individual name, all fields in the Addressee To Use frame are disabled and the program
prints the name as it is entered in the name fields on the corresponding record. For example, if you are printing
pledge reminders for constituents, the program formats the constituents’ names using First name, Middle initial,
Last name as they are entered in the name fields on the Bio 1 tab of the constituent records.

Customization Options for Addrezsee I
) Mame formats —fddresses Ta Use
~-i_7) Canstituent

= From individual = From Configuration

i B Individual
i Organization |Jze thiz Addressee from Configuration:
i [F] Contact k. and Mz, Wiliam H. Smith, Jr., Class of 1930 j

0k I Cancel

» Define individual name formats

You use the Individual selection to specify the addressee format used for individual constituents. For
example, you can choose the format for constituent Mary E. James to be Ms. M. James.

Note: Follow these steps also when selecting salutations for Individuals, addressees or salutations for
Contacts, and addressees or salutations for Solicitors. The Customization Options for Solicitor Name screen
appears when you select the Solicitor Name field, located under the Gifts folder on the Fields to Include tab.
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1. From a mail task, select the Fields to Include tab. For more information about opening a mail task, see
“Access Mail Tasks” on page 3.

A3 New appeal Cards =10l =]

File Edit Favorites Help
HRe o = ?- |

B Ind. Address | 7 Org Address | 8: PostalSawver I 9 Format
1. General 2: Fields to Include I 3 Filkers I 4 Gift Types I 5 Attributes

Select optional fields pou wizh to prink by moving them to the right-hand bos. ‘

Available Figlds: Fields to Expart:

5 Preprinted Fields Freprinted Fields Addressee [ptions... |
; Address barcode Preprinted Fieldz. Position

Erdarzement line ahization Name

Gift barcode Preprinted Fields Address Block.

ID

Meszage

Phone number

Presvious gift

L 3] Suggested gift

Al ¥+

& Find...l

Mext = | Cancel | Print | Prewview | Layout |

2. From the Available Fields box, highlight Addressee and click the single right arrow to move it to the Fields
to Export box. The Customization Options for Addressee screen appears.

On the Customization Options for Addressee screen of a mail task, select Individual in the Constituent
folder under Name Formats on the left side of the screen.

Customization Options for Addressee [ x|
@ Marne formats —Addresses To Use
=~ -{_7) Constituent - -
& From individuat " From Configuration " Use individual name:

B Individual
Organization Usze this Addressee if present on the Individual
- |Z] Contact IF'rimal_l,l Addreszee j

Othenwize use:
I <Full Marnes j

(0] 4 I Cancell

3. Select From individual in the Addressee To Use frame to print one of the name formats listed on the
Addressees/Salutations tab of a constituent record.

Note: If neither addressee or salutation is present on a constituent record, the program formats the name as it
is entered in the name fields on the Bio 1 tab of a constituent record.



248 CHAPTER

Note: If you select an embedded addressee/salutation in the Use this Addressee from Configuration field,
two additional fields appear so you can select the format for the embedded addressee/salutation. For more
information on embedded addressee/salutations, see the Configuration chapter of the Configuration &

In the Use this Addressee if present on the Individual field, click the down arrow and select an addressee
to use for the constituent. In the Otherwise use field, select an alternative addressee to use, if the first

choice is not present on the constituent record.

To print one of the name formats listed in the Addressees/Salutations option of Configuration, select the
From Configuration option. The Addressee To Use frame appears as shown.

Customization Dptions for Addressee 1]
(3_ Marne formats &ddresses To Use
=25 Constituent
0n3| kal - = Fram individual oy = Use individual namme
LB Individual
-] Organization Use this &ddressee from Configuration:
Cantact Mr. and Mrs. William H. Smith, Jr., Class of 1980 j

0K I Cancel |

Security Guide.

5.

In the Use this Addressee from Configuration field, click the down arrow and select an addressee to use
for the constituent. If the addressee is not present on a constituent record, the program formats the
constituent’s name as it is entered in the name fields on the Bio 1 tab of the constituent record.

Customization Dptions for Addressee 1]
(3_ Marne formats &ddresses To Use
~-i_7 Constituent L —_— oL
B Indvidual = From individual % From Configuration " Use individual name
-] Organization Use this &ddressee from Configuration:
g
----- Comtact ituent A Pres

Uze this Addressee if present on the Individual:
I Frimary Addreszes j

Othenwise use:

|<FuII Marne j

[ o< ]

Cancel
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6. Select Use individual name to use the constituent’s Full name, Middle initial, and Last name as they are
entered in the name fields on the Bio 1 tab of a constituent record. All other fields in the Addressee To
Use frame are disabled.

Customization Options for Addressee

@ Marne formats —Addresses To Use
=-i_73) Constituent

B Indiidual " From individual " From Configuration
Organization Uze thiz Addreszee from Configuration:
i |Z] Contact bt and ks, Williarm H. Smith, Jr.. Class of 1380 j

Ok I Cancel |

After you select the addressee you want to use to format individual constituent names, you can select
other options for the mailing or run the mail task.

Addressee or Salutation Format Prints Incorrectly

In Mail, you select an addressee or a salutation to use for a task. If the format of an address or a salutation prints
incorrectly, you can perform multiple tasks to easily resolve the issue.

» Correct the format of an addressee or a salutation in a mailing

If the format of an addressee or a salutation prints incorrectly, do each of these tasks in order until the issue is
resolved.

1. Verify the selected addressee or salutation is correct.

For information about how to select the format for an addressee or a salutation, see “Define individual
name formats” on page 247 or “Define organization name formats” on page 253.

2. If you select From Configuration on the Customization Option screen, verify the addressee or salutation is
correct in Configuration. For information about addressees and salutations in Configuration, see the
Configuration and Security Guide.

3. If you select From individual on the Customization Option screen, verify the addressee or salutation is
correct on the constituent record. For example, if you select From individual and select Primary
Addressee, verify the primary addressee is correct on the constituent record. For information about
addressees and salutations on constituent records, see the Constituent Data Entry Guide.

4. If you select From individual and Primary Addressee on the Customization Option screen and the
addressee is correct in the Primary Addressee field on the constituent record but prints incorrectly, verify
you do not have an additional addressee/salutation type named “Primary Addressee”. This can be easily
confused with the addressee/salutation type in the Primary Addressee field on the Addressee/Salutation
tab on the constituent record. In Configuration, you can rename the additional addressee/salutation type
to something other than “Primary Addressee”.
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Select an Addressee or Salutation for an
Organization

Note: To see if a field has options available, highlight the field on the Fields to Include tab. If the Options
button is disabled, the field does not have options. If the Options button is enabled, click it to access and select
the available options for the particular field.

On the Fields to Include tab, you can select the fields you want to appear on your form.

{5
File Edit Faworites Help
FHEEETEI R |
E: Org. Address | 7 Gift Types | B PostalSaver | 3: Format
1: General 2 Fields to Include | 3 Filters | 4 Aftributes | B Ind. Address

Select optional fields you wizh to print by moving them to the right-hand bos. |

Available Fields:

Fields ta Expart:

b7 Preprinted Fields

i 5] Address barcode
Endorsernent line
=1

L B YTD Amount

Al 9]~

ik Find...l

Preprinted Fields.Addresses
Preprinted Fields. Pozsition

Preprinted Figlds. Organization M arne
B Preprinted F ck
Preprinted Fields. Receipt number
Preprinted Figlds.Date [Short date]
Preprinted Figlds. Fund description
Preprinted Fields. Gift type

[t |

Medt » | Cancel

Frint Preview Layout
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When you select Addressee, Salutation, Additional Addressee, or Additional Salutation on the Fields to Include
tab of a mail task, the Customization Options screen for that particular field option appears.

Cuztomization Options for Addressee

™ Fram Configuration * Use individual name

_ Name formats Addressee To Use
=7 Constituent
- E”Tn' i ¢ Fram individual
=] Organization
i) Contact

[

Cancel |

When you select Organization in the Name formats folder, the Include Constituent ID checkbox appears.

Cuztomization Options for Addressee

_] Mame formats
= -{75) Constitugnt
b [5] Individusl

L 3] Contact

[ Include Caonstituent 10

Sample: The Cincinnati Central Bank,

0k | Cancel

Include Constituent ID. To print the organization’s constituent ID after the organization name, mark the

Include Constituent ID checkbox.

Note: If you select Mail to contacts on the Org. Address tab and also choose to Include Constituent ID here,
the Organization’s Constituent ID will print next to the Organization’s name.

The Customization Options screens appear so you can select whether to include the constituent ID for the
organization, which will print with the organization name on the mailing. For information about selecting on the
Org. Address tab whether to print an organization’s contact name with the name of the organization or to print
only the name of the organization, see “Send a Mailing as Email” on page 254. Individual and Organization
records have separate formatting options. For more information about formatting individual names, see “Select
an Addressee or Salutation for an Individual or Contact” on page 243.
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» Define organization name formats

When printing addresses for organizations, you can select whether to include a Constituent ID when printing
the organization’s name. For information about selecting on the Org. Address tab whether to print an
organization’s contact name with the name of the organization or to print only the name of the organization,

see “Send a Mailing as Email” on page 254.

1. From a mail task, select the Fields to Include tab. For more information about opening a mail task, see
“Access Mail Tasks” on page 3.

i

File Edit Favorites Help
HRe o = ?- |

E: Org. Address I I Gift Tupes | 8 PostalS aver I 3 Format
1. General 2 Fields to Include | 3: Filkers | 4 Attributes | 5 Ind. Address

Select optional fields pou wizh to prink by moving them to the right-hand bos. ‘

Available Figlds: Fields to Expart:
5 Preprinted Fields Freprinted Fields Addressee [ptions... |
b [B] Address barcode Preprinted Fieldz.Position
Erdarzement line Preprinted Fields. Organization Narne
D B Freprinted Fiel
e B ¥TD Amount ﬂ Preprinted Fields. Receipt number
ﬂ Preprinted Fields.Date [Shart date)
Preprinted Fields.Fund description
ﬂ Preprinted Fields. Gift type
-«
dh Find...l
Mext = | Cancel | Print | Prewview | Layout |

2. From the Available Fields box, highlight Addressee and click the single right arrow to move it to the Fields
to Export box. The Customization Options for Addressee screen appears.

3. On the Customization Options screen of a mail task, select Organization in the Constituent folder under
Name Formats on the left side of the screen.

Customization Options for Additional Addr/Sals - 1

I~ Mame formats [ Include Constituent |0
=+~ Constituent

: Individual
B Orga i
; Contact

Sample: The Cincinnati Central Bank

Ok I Cancel




CoMMON MAIL PROCEDURES 25

Note: When you mark the checkbox, the sample display shows how the organization name will appear with
the constituent ID.

4.

To include the Constituent ID when printing the organization’s name, mark the Include Constituent ID
checkbox.

Click OK. You return to the Fields to Include tab.

After you select the addressee/salutation you want to use to format organization names, you can select
other options for the mailing on other tabs or run the mail task.

Send a Malling as Emaill

If your organization uses an online messaging system that is MAPI (Messaging Application Program Interface)
compliant, you can send information gathered in The Raiser’s Edge to other users. MAPI, a standard set by the
Microsoft Corporation for Windows, is compatible online messaging systems and applications. MAPI offers a
layer of communication between applications created by different software developers. It allows seamless access
to select the best applications, instead of choosing one simply because it is compatible.

» Send a mailing as email

1.

From a mail task, select all tabs and fill in the parameters you need for the mailing. For information about
the parameters available on each tab, see each chapter in this book. For more information about opening
a mail task, see “Access Mail Tasks” on page 3.

Click the Send as Mail button on the toolbar. The Export screen appears.

Export
Eormat: :
IEharacter-separated values j ;
inati Cancel |
Destination:
| Microsoft Mail (MAPI] =]

In the Format field, select the how you want the program to arrange the data in the export file. For
information about the available formats, see the Query chapter of the Query & Export Guide

In the Destination field, Microsoft Mail (MAPI) automatically defaults. Because you are sending Raiser’s
Edge information by email, you do not need to change this entry.

Click OK. The Number and Date Format Dialog screen appears.

Humber and Date Format Dialog E3

W Same number formats &z in repaort

W S ame date formats as in repork Cancel |

To use the same number formats you selected in the mail task, mark the Same number formats as in
report checkbox.

To use the same data formats you selected in the mail task, mark the Same date formats as in report
checkbox.
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8. Click OK. The Send Mail screen appears.

Send Mail

Send I Check Namesl Addrezs | Cancel |

[ ]

9. In the To field, enter the email address of the person who should receive the output from the mail task.
10. Inthe Cc field, enter the email addresses of the people who should receive copies of this email.
11. In the Subject field, enter a title for the email. For example, you can enter “Annual Fund Receipts for
March 1, 2003".
12. In the Message field, enter any text you want to appear with the Raiser’s Edge information you are
sending.
Send Mail
Send I Check Namesl Addrezs | Cancel |
To: | meghan fossumEmy Companyy . Cam
Cr: |mu:uniu:a.sarﬂanna@vnurcnmpany.cnm

Subject: I.-'i‘mnual Fund Receipts for March 1, 2003

Meszage

Here iz the Raizer's Edge information for the Annual Fund ﬂ
receipts printed on March 1, 2003, Please let me know if you
need any additional information.

||

Note: This message corresponds to the mail task you are using. For example, if you are sending donor
acknowledgement letters, the program asks “Would you like to mark the gifts as having been acknowledged?”
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13. Click Send. The email is sent to the addresses listed in the To and Cc fields on the Send Mail screen. A
message appears asking if you want to update the records included in the mailing.

The Raiser's Edge

@ Whould you like to mark the gifts as having been receipted?

14. To enter Receipted in the Receipt field on all the gift records processed in the mailing, click Yes. The
program marks the gifts as receipted.

Restart a Mail Printing

When you print a mailing, you may encounter problems, such as your printer jamming. These problems can cause
your mail task to stop printing. Instead of rerunning the entire mailing, you can start printing at the point when
the paper jammed.

You can also delete a record from the mail run from the Restart Run screen.

» Restart the printing of a mailing

1. From a mail task, select all tabs and fill in the parameters you need for the mailing. For information about
the parameters available on each tab, see each chapter in this book. For more information about opening
a mail task, see “Access Mail Tasks” on page 3.

Click Print. The program processes the mailing.
3. After the program processes the mailing, a message appears.

The Raizer's Edge E

@ [id all membership cardz print correcty’?

Note: To delete a record from the mail run, highlight the row and press DELETE on your keyboard.
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4. To rerun the mailing, click No. The Restart Run screen appears.

EElRestart Run M= E
Select the record from which you would like the restart ba run.
@4 Find | @ Preview |

Recards Included in Run ;I

= kre. Betzy Patricia Graack 325, Main Street Mewark, WJ 07108

= b1, W ade Christopher Grayson, Jr. 55 Ashford Drive Dallaz, T 75239

- Fdrz. Thereza Mary Vazouez A0 Caspian \Way Montpelier, % T 05601

- kdr. Cole Hensley 2600 D eenwoond Trail Charlotte, MC 28225 —I
- Mz, Samantha Felly Hart 30 alden Place Providence, Bl 02307

- Mr. Jackzon Andrew Halt, 1

Charlestan, SC 29420

265 5t John's Place

’67 Golden Gate Road
81 Winston Way
121 Fifth &wenue

2223 Sweebwater Lane
307 Rivers &venue
1825 Long Bird Finad

u.I. Crmbalemin bl ok mlim |oiem s I e, A Chemmb

= Mr. Dean Pierce lsley, Jr.
||t oshilzzo

- kdr. Traviz Dylan Inman

‘wiashington, DC 20218
Cincinnati, OH 45223
Charleston, SC 23405
Salt Lake City, UT 84106

Tl melmmbmie, C 7 3040

- M. Claudia Louise lvery
- r. Richard Jozpeh Jefferson

-

Cancel |

Note: You can click the Find button to search for a specific record in the mailing.

5. In the Records Included in Run grid, highlight the record where the printing should begin.
6. Click OK to restart the mailing.

Save a Parameter File

A parameter file contains the settings for a particular mailing you design. For example, if you create a standard
phonathon form, you can save the settings you select in the mail task as a parameter file. You can then call up the
file at a later date, when you need the standard form for another phonathon.

» Save mail parameters

1. From a mail task, select all tabs and fill in the parameters you need for the mailing. For information about
the parameters available on each tab, see each chapter in this book. For more information about opening
a mail task, see “Access Mail Tasks” on page 3.

2. On the toolbar, click Save. The Save Mailing As screen appears.

x]|
| Save I

Cancel |

Save Mailing As

M ailing narne: |

Dezcription:

v Other uzers may i this Mailing

v ‘Other uzers may modify this Mailing

3. In the Mailing name field, enter a title for the parameter file.
In the Description field, enter information describing the use of the mailing.

5. To allow others to use the parameter file, mark the Other users may run this Mailing checkbox. If the
mailing contains sensitive information, you may want to restrict access to the parameter file by leaving
this checkbox unmarked.
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8.

To allow others to make changes to this parameter file, mark the Other users may modify this Mailing
checkbox.

Click Save. The parameter file is saved to the database. You can view saved parameter files on the right
side of the Mail page for each mail task when it is highlighted on the left.

From the menu bar, select File, Close to close the mail task.

Delete a Parameter File

If a parameter file is no longer necessary, you can delete it. When you delete a parameter file, you are removing a
copy of the settings used for a specific mailing. The mail task is still available to use.

» Delete mail parameters

1.

3.

On the Raiser’s Edge bar, click Mail. The Mail page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

1B Home .“5; viar

|-‘|: orme b
Iﬁ R
@I:.!

I-E ) Expront
o

JHew ¢ j0pen 3 Delete

Name Date Created

Created By
Appeal 1} o

01

j Donor Acknowledgement
j Envelopes
j Falloveup Letters
) Honor/Memarial Acknowle
j Label Truncation Report
] Labels
j Membership Card Truncati
) Membership Cards
) Name Tags
) Phonathon Forms
) Place Cards
) Pledge Reminder Report
) Quick Letters
] Receipt Report
] Receipts
] Reminders
) Renewal Notices
(2 Volurteer Fallow-up Letlelll [~ Only shows my reports

Appeal Cards prints a quick appeal summarizing the constituent's giving history and a suggested gift
arnount.

‘Welcome to The Raiser's Edge 7

A

From the list on the left, select the type of mailing you want to delete. For example, select Renewal
Notices. The existing parameter file “Renewal Data file” appears on the right side of the screen.

Highlight the file you want to delete. For example, highlight “Renewal Data file”.

4. Click the Delete link. A message appears asking if you are certain you want to delete the parameter file.

The Raizer's Edge B
@ Are pou zure you want to delete this record?
Tes

5. Click Yes to delete the mailing. The parameter file is removed from your database.
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Create One Per Page Mailings

At times, you may want to send a standard form from The Raiser’s Edge Mail, but add a personal message to it.
You can do this without creating a custom form in a separate word processing program and performing a mail
merge. The One per page checkbox is available on the Reminders, Appeal Cards, and Receipts mail tasks. With
this feature, you can choose to print a customizable full page reminder, appeal card, or receipt, instead of the
standard preprinted version. For example, on pledge reminders you send to donors, you may want to add a
personal message thanking them for their gifts to a certain fund and updating them on campaign progress.

When you mark the One per page checkbox on the General tab, the Write custom message button appears on
the toolbar of the mail task you are using.

I3 Mew Appeal Cards

File Edit Favortes Help

n | Iﬁ % E | ? by \é Wwite custom message
E: Ind. Address | Wg: PostalSaver | 5 Fal
| 5

2: Fields to Include I 3: Filters I 4: Gift Types I

Card type: ISlandard ;J ¥ One per page .
Include. .. | All records
Bagze Summary on Giftz with theze Dates
Date to Lize: I Gift date j

Diate: I Inchude all dates j

To create your custom message, click Write custom message to access the wizard that takes you through the
steps of creating your customized full page receipts, reminders, and appeal cards.

You write a custom message and perform a mail merge within the mail task with the help of the Custom Message
Wizard. You can create a Simple one per page mailing or a Conditional one per page mailing. Simple one per
page mailings use one customized message. Conditional one per page mailings create various versions of
customized messages, depending on which merge field you select as a condition.

4 Write custom message
Edit Format Tools

Inzert Field - ITimes Mew Raman ﬂ I'ID j | E

«Preprinted Fields Addressees
«Preprinted Fields Positions
«Preprinted Fields Organization Names
«Preprinted Fields Address Blocks

(%13 |

|»

Dear & ddreszee/Salutation Salutatiores,

I wrant to sincerely thank you for your pledge to the «Preprinted Fields Fund deseriptiotes Fund. [t was so nice to see you
at the benefit dinnerlast week Vour gift of «Gifts Amounts will traly impact our efforts for the «Gifts Campaign
descriptions: Campaign.

1 will be in contact with your solicitor, «Gifts Solicitor Names». Howeser, if wou have angy questions, please feel

free to contact me or stop by the office any time you like. Withouwt donors like you, we could not build our new building,
Anid we are well on our way! Vour generous gifts has traly helped the entire community and will contitnne to for yearsto
COMme.

I hope you and your «Attributes # of Family Memberss family members will take adwantage of the new museum once it is
finished. Vour dedication to the «Attributes Committeesw and your work at the cAttributes Organization Types office is
traly appreciated. LI

Ok Cancel
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Simple One Per Page Mailings

A simple one per page mailing combines data from The Raiser’s Edge with a customized message you write. If
you are familiar with mail merges, the process is similar. However, you do not have to export data from

The Raiser’s Edge to an outside word processing program. The mail merge for one per page mailings is performed
within the program with the help of a wizard.

All messages contain the same type of information, so you only have to write one message. However, each
mailing recipient receives a personalized message with information specific to him, such as Gift date and
Amount.

If you want to create various versions of a message based on a conditional field, see the section “Conditional One
Per Page Mailings” on page 267.

» Create a simple one per page mailing

Scenario: You want to send pledge reminders with more than the basic information about the

monetary amount due. You want to include a custom message, as well, thanking donors and updating
them on the progress of your campaign. Use the One per page checkbox and Custom Message Wizard
on the Reminders mail task to create and send full page reminders including a personalized message.

1. Create a new Reminders mail task. For more information, see “Create mailings that print on forms” on
page 213.

I3 New Reminders [_ (S )

File Edit Favortes Help
Hae ko= ?- |

E: Org. Address | I Gift Types | 8: PostalSaver I 3 Format
1. General I 2 Fields to Include I 3: Filkers | 4 Aftributes | 5 Ind. Address

Reminder bype: IM VI IF'er pledge j [" One per page
Include... | All records

~ Include Gifts with these Dates

Date to Use:IGift date j
Date: I This manth j
 Include Gifts with these Amounts————————— Include these Caonstituent:

Start amovnt; |$u_ on -‘_ﬁjl ¥ Inactive constituents

™ Deceazed constituents

End smount |$U. oa jj—ﬁ] [V Constituents with no valid address
Run date: IUSE29£2UU3 Ell [~ Create IEonstituent 'I aLtput queny

< Bach | Mext = | Cancel | Print | Prewview Layout

Note: You can customize your organization’s forms with your colors, logo, and personal messages. Blackbaud
forms align with software printouts. For more information or to order Blackbaud standard forms, send an
email message to forms@blackbaud.com or call 1-866-4-BB-Forms (1-866-422-3676). You can view samples of
forms at forms.blackbaud.com.

2. Inthe Reminder type field, select either “3 column” or “5 column”. This is a standard preprinted pledge or
recurring gift reminder with preprinted fields that match what prints from The Raiser’s Edge.
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For more information about what is included in a 3 column and a 5 column reminder, see “Types of
Reminders” on page 26.
3. To add a custom full page message to your reminder, mark the One per page checkbox.

When you mark the One per page checkbox, the Write custom message button appears on the toolbar.

i3 New Reminders

| v One per page

Grae o

[Constivent [
L P | Peven || Ly |

4. Make the rest of your selections on the General tab.

For more information about the available fields and checkboxes, see the General tab chapter. For a similar
procedure, see “Create mailings that print on forms” on page 213.
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5. Select the Fields to Include tab. Because you marked the One per page checkbox on the General tab, the
Additional Message Fields folder appears in the tree view on the left. It contains additional available
fields to select to use in your customized letter as merge fields.

I3 New Reminders M= B

File Edit Favortez Help
u | @ % E | ? = | \’9 Wiike custom message |

E: Org. Address I I Gift Tupes | 8 PostalS aver I 3 Format
1. General 2 Fields to Include 3 Filters | 4: Attibutes | 5 Ind. Address

Select optional fields pou wizh to prink by moving them to the right-hand bos. ‘

Available Figlds: Fields to Expart:
|= 1 Preprinted Fields Freprinted Fields Addressee I e |
I Additional Message Fields Preprinted Fields. Position

b Address Preprirted Fields Organization Mame

(T AddressesdS alutation B Preprinted Fields.add

[ 1 Canstituent Infarmation Preprinted Fields.Fund description
CGifts ﬂ
CJHon/Mem ﬂ
[ Membership

[ JRelationships

e tributes

dh Find...l

< Back | Mext = | Cancel | Print | Prewview | Lapout |

6. Certain preprinted fields default to the Fields to Export list on the right. Double-click the Preprinted
Fields folder in the Available Fields box on the left and select any additional preprinted fields you want to
include on the reminders. To select a field, highlight it in the list on the left and click the right arrow to
move it to the Fields to Export box.
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7. Select merge fields under the Additional Message Fields folder to use in the customized message you
want to write. For example, select Salutation; under Gifts, select Amount, Campaign description, Gift
date, Solicitor Name; under Attributes, select # of Family Members, Committees, and Organization

Type.

u One Per Page Reminders
File Edit Favortez Help

u | _.3; é _ﬁ ,,,.J \"9 Wiike custom message
E: Org. Address ] I Gift Tupes ] 8 PostalS awver ] 3 Format ]
1. General 2 Fields to Include ] 3: Filkers ] 4 Attributes ] 5 Ind. Address ]

Select optional fields pou wish to prink by moving them to the right-hand bos.

Axailable Fields: Fields to Expart:

|= 1 Preprinted Fields _'| Preprinted Fields. Position ‘:_J Optione... i

(4 Additional Message Fields _'| Preprinted Fields. Organization Mame
[ &ddress [ Preprirted Fields Address Block

(S AddressessS alutation _'| Preprinted Fieldz.Fund dezcription
3 Additional Addressee 2 Addressee/s alutation Salutation

|5 Additional 5 alutation » || 2 Gifts.Amount

| Constituent [nformation r _'| Gifts. Campaign description (1)

1 Gifts 2 Gifts Gift date [Short date]
JHon/Mem _'| Gifts, S olicitor Mame (1)

|t emberzhip _'| Attributes. # of Family Members [1)
5] Attributes. Committees [1)

[ Relationships

tion Type 1]
@ Find..
< Back ] Mest » J Cancel | Print J Previeﬂ] Layout {

8. Continue defining the mailing parameters by making selections on the remaining tabs of the mail task. For
more information, see “Create mailings that print on forms” on page 213 or the chapter in this book for
the current tab.

When you finish making selections on all other tabs, click Write custom message on the toolbar at the top
of the screen to create your special message for the reminders.

The Custom Message Wizard opens to the Welcome screen.

§ Welcome to the custom message wizard

Thiz wizard will guide vou thraugh the process of creating a simple or
conditional one per page mailing

{* Simple one per page mailing
Create a zsingle cugtom meszage for the top portion of the buginess form,

¢~ Conditional one per page mailing
Create multiple cuztom meszages for the top portion of the buziness form,

Finizh Cancel
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9. Select Simple one per page mailing. To create a Conditional one per page mailing, see the procedure
“Create a conditional one per page mailing” on page 268.

These options are similar to performing a simple or conditional mail merge when you write a letter or
create a custom form in your word processing program, such as Microsoft Word.

10. Click Next. The Write the one per page custom message screen appears.

Custom Meszzage Wizard

‘Write the one per page custom message

Create the custom meszage to be uzed in the form.

Click the button below bo open the meszage editor to write your custom meszage.
Thiz mezzage will appear in the top portion of the one per page business farm.

\é Wiribe custom message

< Back | |t =i | Finizh | Cancel |

11. Click the Write custom message button in the middle of the screen. A word processing screen appears.

Edt Fomat Tools
Insert Field - ITimes Mew Roman j |1D j ||g§ = (& [ ‘
| Bl
[
ok | Cancel |

12. Begin typing your custom message for the reminders. You can select your font, size, and alignment at the
top of the screen, just as you would in a word processing program.
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When you are ready to insert a merge field into the body of the letter, click Insert Field on the toolbar in
the top left of the screen. Select the field under the appropriate folder you want to use. Folder and field

names match the folders you opened and fields you selected on the Fields to Include tab in previous steps
of this procedure.

% Wte custom message

Edit Format  Tools

Inzert Field I' ITimes Mew Raoman ﬂ |1EI ﬂ ‘ ’%

Preprinted Figlds L o

Addre S alutation
Gifts L4
Attributes 4

13. When you finish typing the custom message and including merge fields, click OK.

& Wiite custom message [ x|
Edt Fomat Tools

Insert Field - ITlmes Mew Roman j I'IEI j | EE = (¥ [& ‘
«Preptinted Fields Addresseen =

«Preprinted Fields Positions
«Preprinted Fields Organization Mames
«Preprinted Fields Address Blocks

Dear cAddressee/Salutation Satutatiores,

[ want to sincerely thank you for vour pledge to the «Preprinted Fields Fund descriptions Fund. It was so0 nice to see you
at the benefit dinner last week., Your gift of «Gifts Amounts will troly impact our efforts for the «Gifts Campaign
descriptions Campaign,

I will be in contact with your solicitor, «Gifts Solicitor Names:. However, if wou have any questions, please feel

free to contact me or stop by the office any time you like. Without donors like srou, we could not build our new building,

And we are well on our way! Your generous gifts has truly helped the entire community and will contitme to for years to
come.

I hope you and your chttributes # of Family Memberss family members will take advantage of the new museum once it iz
finished. Your dedication to the «Attributes Committeess and wour work at the «Attributes Organization Types office is
truly appreciated. ;I

if:8 | Cancel |

You return to the Write the one per page custom message screen.

14. If you want to edit your message, click the Write Custom Message button again to return to the letter. If
you are finished, click Finish. You return to the mail task.
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15. To see an example of how the layout of the reminder looks with the custom message at the top and the

16.

17.

P oE &7 & ] 4% Totas

preprinted reminder at the bottom, click Layout.

100%

S, Wik
i i Ficlds el

i il dds el @a Bocke

Do rddo oS woum Sdumims,

Twma Tou fa Tau g o i
loy ez Yo g o eth it elfins fim e il £

Tl b anmin b o 0 e v oas e il St e Howern i o ooy grawnm, ganerid fion
0 - o 1 o bl oewhuldoy el we newellon
o wenl it o i bem el b b ez emeveran 1 oxxd il e o i e 30 o

Zimdy,

S

3 10,000 00 s000 s000 5 2,000 00 §1,000 00

Aoaud Fued 19 *ENO000011 *
B0 ||

=LLLJ-LELI.
i md i Anbeoy E Bia

To close the layout preview, click the “X” in the top right corner of the screen. You return to the tabs of the
mail task.

To preview each reminder in the mailing with the appropriate information from The Raiser’s Edge filled in
for merge fields, click Preview. The preview screen appears.

Warning: We recommend you establish data entry protocols among all Raiser’s Edge users prior to entering
data and creating mailings. When data is entered in the program consistently and correctly, it can be used and
outputted properly and as expected. For more information, see the Data Entry Protocol chapter of the
Program Basics Guide. To see examples of other organizations’ policies and procedures manuals go to
www.blackbaud.com/
support/shareddocs/repolicy.asp.
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18.

19.

20.

21.

If a record does not have information entered in a field you inserted in the custom message, the
information will be omitted and your message will not make sense. We recommend you preview each
custom message to ensure each is correct and complete.

Ig One Per Page Reminders |- [5] %]

X WA Hoiz » M= (GFE|om =] [ |8 Tewx  wmx 7ay

Preview |

Septeraber 9, 2003

Mr. David Wilson, I1T

Crwmer/lanager

Wilson Exterminating and Pest Control
7905 Sand Piper Lane

Sandusky, MI 48471

Diear Dave,

1 want to sincerely thank you for your pledge to the Building Fund. It was so nice o see youat the benefit dinner last week. Vour gift
of $5,000.00 will trulyirpact our efforts for the Capital Campaign,

T will be sure to keep in contact with your Solicitor Is. Ellen H. Crenshaw. Howewver, if you have any guestions, please feel free to
contact me orstop by the office any time you like. Without donors like you, we could notbuild our newbuilding. And we are well on
our way! Vour generous gift has truly helped the entire community and will continue to for years to come

Sincerely,

Ellyn Pringle
Executive Director
Comrmunity Museum

" o

When you finish previewing the mailing or layout, click the “X” in the top right corner to close the screen.
A message appears asking if you want to record the mailing in each gift’s reminder history.

The Raiser's Edge [ <]

@ “Would you like to record thiz mailing in each gift's reminder histary?

To record this pledge reminder mailing on the reminder history of each gift record included in this mailing,
click Yes. The reminder history is accessed through the History button on the Gift tab of a gift record. For
more information about gift records, see the Gift Records Guide.

If you want to make changes to the custom message, click Custom Message Wizard on the toolbar again
and follow the previous steps. When you are ready to print the mailing, click Print.

Save the parameter file you just created for future use and close the mail task. For more information, see
“Save a Parameter File” on page 257.

Conditional One Per Page Mailings

For conditional one per page mailings, you use specific information from your database to create various versions
of customized messages. If you are familiar with mail merges, the process is similar. However, you do not have to
export data from The Raiser’s Edge to an outside word processing program. The mail merge for one per page
mailings is performed within the program with the help of a wizard.

Conditional one per page mailings differ from simple one per page mailings in that you create and use various
versions of customized messages. The program selects which custom message to use while processing, based on
the condition you select. You create several custom messages, but all are processed at the same time, saving you
time and effort. Each recipient receives a personalized message with information specific to her, such as Last
Fund donated to and Bank name.
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If you want to create and use only one custom message, see the section “Simple One Per Page Mailings” on
page 260.

» Create a conditional one per page mailing
1. Create a new Receipts, Reminders, or Appeal Cards mail task. For more information, see “Create mailings
that print on forms” on page 213.

I3 Mew Appeal Cards M= E
Eile Edit Favortes Help

s = ?- |

E: Ind. Address | T Org. Address I & PostalSaver | 5: Format
1: General | 2: Fields ta Include | 2 Filters | 4: Gift Types | 5 Attibutes
Card type: [E{ENE) [~ Dne per page ‘

Include... | All records

— Baze Summary on Giftz with these Dates

Date to use: I Gift date j
Drate: I Include all dates ﬂ
— Soft Credit Gifts To Include these Constituent
@ Donor V¥ Inactive constituernts

" Soft credit recipients | Use distribution on gift j ™ Deceazed constituents
 Bath Use distribution on gift ﬂ [V Constituerts with no valid address

— Credit Matching Giftz To
" Donor ' MG Company = Both [~ Create IConstituent 'Ioutput quiery

< Bach | Mext = | Cancel | Print | Prewview | Layout |

2. Make selections on the General tab to define your parameters for the mailing. For more information, see
the General Tab chapter and “Create a simple one per page mailing” on page 260.

Be sure to select in the Type field “Standard” appeal cards “Preprinted receipts”, or “3 column” or “5
column” reminders. The One per page checkbox is not available for the Create custom forms selection.
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3. Mark the One per page checkbox.

I3 Mew Appeal Cards M= E
Eile Edit Favortes Help
= | [& & 0y | P - | ¢ wiite custom message |
E: Ind. Address | 7 Org. Address I B PostalSaver | 5: Format |
1: General | 2: Fields ta Include | 2 Filters | 4: Gift Types | 5 Attibutes
Card type: [E{ENE) ¥ DOne per page ‘
Include... | All records
— Baze Summary on Giftz with these Dates
Date to use: I NL post date j
Date: I This quarter ﬂ
— Soft Credit Gifts To Include these Constituent
" Donor V¥ Inactive constituernts
" Soft credit recipients | Lse distibution on gift j [~ Deceased constituents
& Bath Uze dighibution on gift ﬂ W Congtituents with no valid address
— Credit Matching Giftz To
" Donor ' MG Company = Both ¥ Create IConstituent 'I output guery
< Bach | Mext = | Cancel | Print | Prewview | Layout |

4. Select the Fields to Include tab. Be

cause you marked the One per page checkbox on the General tab, the

Additional Message Fields folder appears in the tree view on the left. It contains additional available
fields to select to use in your customized letter as merge fields.

Certain preprinted fields default to the Fields to Export box on the right. Double-click the Preprinted

Fields folder in the Available Fields box on the left and select any additional preprinted fields you want to
include on the mailing. To select a field, highlight it in the list on the left and click the right arrow to move

it to the Fields to Export box.

M3 New Appeal Cards HE E
File Edit Favortes Help
= | @ =h E | ? - | % wiite custom message |
E: Ind. Address I 7 Org. Address I B PostalS aver | 3: Format
1. General 2: Fields to Include I 2 Filkers I A Gift Types I 5 Attributes

Select optional fields pou wizh to prink by moving them to the right-hand bos. ‘

Available Figlds:

Fields to Expart:

|= 1 Preprinted Fields
I Additional Message Fields
T Address

C)4ddressesdSalutation

"] Canstituent Infarmation

CGifts 3
b Membership <

m Relationships

dh Find...l

Freprinted Fields Addressee
Preprinted Fields. Position

{1 e |

ahization MNarme

Preprinted Fields.Address Block

< Back | Mext = | Cancel

Print Prewview Layout
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Note: For more information about selecting Options for selected fields, see the Fields to Include chapter.

6. Select merge fields under the Additional Message Fields folder to use in the customized messages you
want to write. For example, you may want to include in your custom messages Salutation; under Gifts,
Largest gift amount, Largest gift date, and Last gift campaign; and under Relationships, Bank name.

7. On the toolbar, click Write custom message to create your special message. The Custom Message Wizard
opens to the Welcome screen.

Custom Meszzage Wizard

Welcome to the custom message wizard

Thig wizard vall guide you through the process of creating a simple or
conditional one per page mailing

" Simple one per page mailing
Create a single custom message for the top portion of the business farm.

(+ Conditional one per page mailing
Create mulbiple custom messages for the top portion of the buginess farm.

< Back

Firiety | Cancel |

8. Select Conditional one per page mailing. For more information about creating a Simple one per page
mailing, see “Create a simple one per page mailing” on page 260.

9. Click Next. The Choose your conditional field screen of the Custom Message wizard appears. The list
includes the fields you selected on the Fields to Include tab. Select the merge field you want to use as the
condition for which record receives which custom message. For example, select Last gift campaign if you
want donors to receive different messages, based on the campaign to which they last gave a gift. You can
only select one field to use as a condition.

Custom Meszzage Wizard

Choose your conditional field

Select the field you want bo uge for the condition, v'ou may select only one
field. The selected field will be used for all conditions.

Preprinted Fields Addresses
Preprinted Fields Position
Preprinted Fieldz. Drganization Mame
Preprinted Fieldz &ddrezs Block
Addressee/S alutation. S alutation
(iftz. Largest gift amount

gift date

=yl
Relationships. Bank name

< Back Mest » Firiety Cancel
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10. Click Next. The Conditional custom messages screen of the wizard appears. On this screen, you can add or
remove conditional message criteria. Once created, the conditional messages associated with the mailing
are listed in the grid. Use the up and down arrows on the action bar to arrange the order the conditions

are evaluated. You cannot run a conditional one per page mailing without setting up at least one
conditional message from this screen.

Custom Meszage Wizard
Conditional custom mezzages

|Jze the gnd below to set up a customn meszage for each condition.  Records that do
not meet any of the conditions will uze the default meszage if one iz defined.

-:‘I'j ﬁ (NEErT )(_DEhBtE... oy

I Description I Operator I Condition

< Back | L= | et | Cancel |

11. To create new conditional message criteria, click New Message on the action bar. The Conditional Custom
Message screen appears.

Conditional Custom Message

— Uze thiz mezzage when Last gift campaign iz ...

[EETETE—— - Ejniel |

thig value; I j

4 \aiite custom message

Meszage description:

Note: For a more detailed explanation of conditional one per page mailings, read the descriptions of
conditional mail merges in The Raiser’s Edge & Microsoft Office Integration Guide.

12. The conditional field you selected, for example, Last gift campaign, appears at the top of the Conditional
Custom Message screen. Select from the drop-down the operator to complete the statement “Use this

message when [conditional field] is...”. For example, you can select “equal to”, “not equal to”, or “greater
than”. Think about the message you want to write and the reasons you want someone to receive this

specific message.

For this example, select “equal to”. The statement reads “Use this message when Last gift campaign is
equal to..”.
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13. Select a value in the this value field to complete the conditional statement.

Conditional Custom Message |

— Uze thiz mezzage when Last gift campaign is .. = I

quual to
Cancel

[TERE T | raal Campaign

Annual Carmpaign
Capital Campaign
Dizaster Relief Campaign
Endowment Carmpaign
tdembership Campaign
MHew Plaparound Campaign

(=11

CAPITAL
RELIEF
ENDOW
MEMEBER
PLAYGROUMD

(=T R R Lt

Mezzage dezcription:

[t —~

For example, a completed statement reads “Use this message when Last gift campaign is equal to Annual

Campaign”.

14. Click Write Custom Message. A word processing screen appears. The condition you just selected appears

at the top of the screen to remind you which message you are writing.

4 Wiite custom message [ x]

Edit Fomat Tools

Insert Field =~ ITimes Mew Roman

A HlE==v G

Meszage to be used when Last gift campaign iz equal to Annual Campaign

| El

[

ok | Cancel |

15.

Type your message. Click Insert Field to insert a merge field into the body of the message you selected on

the Fields to Include tab of the mail task. The Raiser’s Edge fills in information specific to each record
included in the mailing according to the merge field selected, such as Bank name.

16.

When you are finished typing the message, click OK. You return to the Conditional Custom Message

screen where you selected the operator (“equal to”) and value (“Annual Campaign”) to complete the

conditional statement.
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17.

18.

19.

20.

21.

22.

23.

In the Message description field, enter a description of what this message contains. For example, enter
“Customized message to donors whose largest gift went to previous Annual Campaign”.

Conditional Custom Meszage |

— Usze thiz message when Last qift campaign is ... o I

quual ko j I
anhce
this value: I.-'-‘-.nnual Campaign =

Qﬁ" Wirite custom meszage

Message description: [Customized mezzage for donors whosze largest
gift went ta previous Annual Campaign

Click OK. You return to the Conditional custom messages screen. The Description, Operator, and
Condition of the custom message you just created appear in the grid.

Custom Meszage Wizard

Conditional cuztom messages

|dze the grid below bo zet up a custom meszzage for each condition.  Records that do
not meet ang of the conditions will uge the default meszage if one iz defined.

a (e 555 + &

Description | Operatar | Condition

“ustomized message for donors whose largest gift went £, equalko Annual Campaign

] | I

< Back | [ Ept | Finish | Cancel |

On the action bar, click New Message again to create a different customized message for the condition
you selected.The Conditional Custom Message screen appears again.

Follow the previous steps. For example, if your first message was for records whose “Last gift campaign is
equal to Annual Campaign”, you may want to create a custom message for donors’ last gifts given to all

other campaigns. In this case, select “not equal to” as the operator and select “Annual Campaign” as the
value.

Click Write custom message. The word processing screen appears again so you can type a different
custom message based on the new criteria you just selected.

During processing, the program matches the defined condition to what is on each record included in the
mailing and selects the appropriate custom message in the grid to use. The mailing is not processed until
you click Print on the mail task.

When you finish typing the second custom message, click OK. You return to the Conditional Custom
Message screen.

In the Message description field, enter a description of the second letter.
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24. Click OK. You return to the Custom Message Wizard. The new conditional message you just created

25.

26.

27.

appears in the grid.

On the action bar, click Default Message to assign a default message to be used on records that do not
meet any of the field conditions. The word processing screen appears so you can type a default custom
message to be used for those records that do not match the defined criteria you previously selected.
Follow the previous steps to create the default message.

When you finish typing the default message, click OK. You return to the Conditional custom messages
screen. The Default Message button displays “<Defined>". The Description, Operator, and Condition of
all custom messages you created appear in the grid.

Custom Meszage Wizard

Conditional custom mezzages
|Jze the gnd below to set up a customn meszage for each condition.  Records that do
not meet any of the conditions will uze the default meszage if one iz defined.
] e P + ¥ | |
Description I Operator I Condition I
] Customized message ko do,.. | equal ko Annual Campaign
Customn message For donar... | not equal ko Annual Campaign
< Back | L= | Finish | Cancel |

Click Finish. You return to the mails task tabs. Continue defining the mailing parameters by making
selections on the remaining tabs of the mail task. For more information, see “Create mailings that print on
forms” on page 213 or the chapter in this book for the current tab.

Warning: We recommend you establish data entry protocols among all Raiser’s Edge users prior to entering
data and creating mailings. When data is entered in the program consistently and correctly, it can be outputted
properly and as expected. For more information, see the Data Entry Protocol chapter of the Program Basics
Guide. To see examples of other organizations’ policies and procedures manuals go to www.blackbaud.com/
support/shareddocs/repolicy.asp.

28.

29.
30.

To preview the mailing, click Preview. If a record does not have information entered in a field you inserted
in the custom message, the information is omitted and your message will not make sense. We
recommend you preview each custom message to ensure each is correct and complete.

From the preview screen, click Print to print the mailing.

Save and close the mailing. For more information, see “Save a Parameter File” on page 257.
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chapter 14

Glossary

ADC. ADC stands for Area Distribution Center, a mail processing facility that receives and distributes mail for
specific ZIP Codes.

Address Barcode (BC). A barcode is a series of vertical lines representing the ZIP+4 code, digits from the address
line, and a check digit. Automation-Compatible mail requires a delivery point barcode (referred to as an
address barcode in The Raiser’s Edge) printed on each mailing piece. It can be placed at the bottom or top of
a label or mailing piece. Select an address barcode to print on a mailing piece from the Fields to Include tab of
a mail task.

Automation. See the entry under Presort Options in this section.
Barcode (BC). See Address barcode.

BMC. BMC stands for Bulk Mail Center, which is a highly-mechanized mail processing plant that distributes
Standard Mail (A) and Periodicals in bulk form and Standard Mail (A) in piece and bulk form. There are only a
few BMCs in the US.

CART. CART stands for Carrier Route. This refers to the addresses served by a postal employee. In other words, the
carrier route is the route the postal carrier takes to deliver mail. A carrier route can include city, rural, and
highway contract routes. If you add Carrier Route (CART) information to an address on a mailing piece, you
may be eligible for further postalsaver discounts, as it helps the US Postal Service deliver your mail more
quickly and efficiently. See also the Carrier Route entry under Presort Options in this section.

CASS certification. CASS (Coding Accuracy Support System) certification is a process used by the US Postal Service
to ensure a specific level of quality in a mailing list. The objective of CASS certification is to increase the
accuracy of the carrier route, ZIP Code, ZIP+4 code, and delivery point codes in addresses on your mailing list.
A mailing list must be CASS certified every 180 days to be eligible for postalsaver discounts.

DDU. DDU stands for the Destination Delivery Unit. Periodical and Standard Mail mailings that are properly
prepared and dropped off at the DDU that serves the delivery addresses on the mailing pieces are eligible for
the DDU discount rate.

Note: The Address barcode and Endorsement line cannot fit and are not available for labels less than three
inches (3”) wide. These labels include: Avery labels 5160, 4037, 5196, 5660, 5390, 5395, 5095, 5895, 5883, and
L7161.

Endorsement Line. The Endorsement line satisfies a number of postal requirements and is used in PostalSaver to
help qualify mailings for postalsaver discounts. This line consists of a row of asterisks, followed by packaging
information and, in sorts above Non-automation level, additional information is included. The Endorsement
line must be printed as the top line on a label or mailing piece. Select the endorsement line to print on a
mailing piece on the Fields to Include tab of a mail task.

Enhanced Carrier Route. See the entries under Presort Options in this section.

Form 3553. Form 3553, or the CASS Summary Report, verifies the CASS certification of your mailing list. The data
service you use to CASS certify your mailing prints this report, which is required by the Post Office to verify
CASS certification and qualify mailings for postalsaver discounts.
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Gift barcode. For Appeal Cards, select Gift barcode to ensure accuracy and cut down on data reentry. Printing a
gift barcode on your appeal card makes your job much simpler when a gift arrives as a result of the appeal. A
Gift barcode is made up of the Constituent ID, Fund ID, Appeal ID (or Package ID, if there is one), and a
checksum digit that ensures data accuracy. When you receive the appeal card back from the donor with a gift,
simply scan the barcode while entering gift information in Batch and constituent, gift type, campaign, fund,
and appeal information automatically fills in. For more information about entering a gift from an appeal card
through Batch, see the Batch Guide.

Line of Travel (LOT). The Line of Travel is the direction or movement the mail carrier takes along her route. Line of
Travel information is required for Standard mailings to receive the Basic Enhanced Carrier Route rate. See also
the Enhanced Carrier Route entry under Presort Options in this section.

Mailing piece. In this book, a mailing piece is defined as one single piece from a mailing created by any mail task
in The Raiser’s Edge. For example, one appeal card would be a mailing piece from the Appeal Cards mail task.
This term is used throughout this guide when referring to mailings or mail tasks, in general.

Mail task. A mail task is the location for all fields and options, fields, and checkboxes specific to a particular
mailing process, such as printing labels or appeal cards. The fields and options, fields, and checkboxes for a
mail task are arranged on tabs so you can access all the information quickly and easily.

AddressFinder. AddressFinder is a database of Change of Address forms submitted by individuals who have
moved to a new address. Companies licensed by the US Postal Service can compare this database with your
mailing list to find new addresses for individuals who have moved. AddressFinder can reduce the number of
undeliverable pieces and reduce the total cost of your mailings.

Nonautomation. See the entry under Presort Options in this section.

Non-machineable. Non-machineable mail items cannot be read by USPS sorting machines or are not barcoded
and therefore cannot qualify for automation rates.

OCR. OCR stands for Optical Character Reader, which is an automated mail sorting machine that reads the address
information on a letter-size mailing piece and sprays the corresponding barcode into it.

Package. You can use packages to track historic and statistical information for different facets of a single appeal.
For example, your Winter Mailing Appeal may consist of a newsletter sent to minor donors, a glossy brochure
sent to mid-level donors, and a full color booklet sent to major donors. By tracking separate packages, you can
analyze the effectiveness of each individual solicitation of an appeal.

Parameter file. A parameter file contains all the settings, or parameters, you select for a particular mail task. For
example, if you create envelopes for your Annual Mailing appeal, you can save the settings you select in the
Envelopes mail task as a parameter file. Later, you can open this parameter file and rerun the mailing or alter
the settings as necessary to create a new mailing.

PAVE. PAVE stands for Presort Accuracy Validation and Evaluation, which refers to a voluntary program where the
USPS test the accuracy of presort software and hardware in correcting and standardizing addresses.

Presort Options: Presort options are the various ways to prepare and submit your mailings to get the greatest
postalsaver. With PostalSaver, the possible presort options are: Presorted-Upgradeable, Automation,
Nonautomation, and Enhanced Carrier Route. Each presort option is detailed below:

¢ Presorted-Upgradeable. Presorted mail meets the requirements for the Presorted automation-compatible
rate. Upgradeable mail is mail the Postal Service can process on a multi-lane optical character reader (OCR)
to apply a barcode. Upgradeable mail is letter size, Automation-Compatible, with machine-printed
non-script addresses, OCR read area, barcode-clear zones that meet reflectance requirements, and paper
that can accept ink. First-class mailings must contain at least 500 pieces and they all must be the same
type, such as letters. Standard mailings must contain at least 200 pieces.

¢ Automation. Automation refers to sorting letters or flats that are eligible for automation rate discounts.
Automation mailings must be 100% CASS certified and 100% barcoded. Pieces must also meet other
requirements, such as proper address and barcode placement, correct tabbing on folded pieces, minimum
rigidness and certain size limitations.
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¢ Enhanced Carrier Route (LOT). Carrier route is a more detailed part of the address, beyond street and ZIP
Code, to get your mail to its exact location. If a large portion of your mailing is in the same city route, rural
route, highway control route, post office box section, or general delivery unit, you may qualify for Carrier
Route discounts. Only packages with 10 or more pieces to the same carrier route, which is the route the
mail person takes to deliver mail in her designated area, can qualify. An Enhanced Carrier Route (LOT)
mailing must have at least 200 pieces and is eligible to receive the Basic Rate. Mailing pieces must be 100%
CASS certified within 90 days and must be sorted in line-of-travel (LOT) or walk sequence (WS) order. A
CASS certification form is required. Pieces which do not meet the carrier route minimums can be resorted
for Nonautomation rates.

¢ Enhanced Carrier Route (Auto). Enhanced Carrier Route (Auto) Presorted-Upgradeable
See the entry under Presort Options in this section.

SCF. An SCF is a Sectional Center Facility which serves as the processing and distribution center (P&DC) for post
offices in a designated geographic area, as defined by the first three digits of the ZIP Codes of those post
offices. Some SCFs serve more than one 3-digit ZIP Code range.

Tray. Use a mail tray to group mailing pieces when preparing mailings to qualify for postalsaver discounts. The
USPS uses trays as a basic unit to measure mail quantity.

Truncation report. A truncation report checks whether the information you select to print will fit vertically or
horizontally on a membership card, as you defined it to print. If the information truncates, that means letters,
words, or lines are cut off. Use the Membership Card Truncation Report mail task to check how member
information truncates before you print membership cards.

US Postal Service. For more information about sorting mailings, obtaining address updates from the USPS, or
qualifying for postalsaver discounts, contact your nearest Postal Business Center or the National Customer
Support Center at 1-800-238-3150, or visit the USPS Web site at www.usps.com. See also the following USPS
publications:

e Pub. 28, Postal Addressing Standards
e Pub. 417, Nonprofit Standard Mail Eligibility

Walk Sequence (WS). ¢WS stands for Walk Sequence, which refers to the order a mail carrier physically delivers
mail for a route, “house by house”. This information is required on mailing pieces to qualify for carrier
route discounts.

ZIP Code. ZIP stands for Zoning Improvement Plan. The coding system identifies the post office or metropolitan
area associated with an address. ZIP Code is a registered trademark of the USPS.

ZIP + 4 code. This is a four-digit enhancement to the 5-digit ZIP code that identifies a specific range of delivery
addresses.
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organization, select 251
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attributes tab 75
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Rolodex 14
class, mail 138
conditional one per page mailing 267
contact

address attribute 95
addressee, select 243
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salutation, select 243
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card mailing 221
custom mailing 239
envelope mailing 221
form mailing 213
label mailing 221
letter mailing 230
name tag mailing 221
one per page mailing 259
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currency filter 8
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receipt 24
reminder 32
renewal notice 35
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define user options 6

delete
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port number 200

resend due to failed connection 208

send 200
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server, select 200

tab 195
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volunteer letter 35
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footer
page 191
report 192
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miscellaneous 182
name format 193
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sort 186
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letter
create mailing 230
donor acknowledgement 15
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send 230
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M

mail merge 230
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format 181
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PostalSaver 111
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toolbar 4
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