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The following steps will help
you create a merged
document using Word in
Donation Director. For this
example we are going to
create name badges.

First | etds
Setup and open up Letter
Templates

In Letter Template we want

to click on

When the New Template
box opens, choose
Correspondence
Letter/Template -
(if you notice that your
options are different you
may need to call into
Cascade Data for a version
update)

go
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DONATION DIRECTOR
Creating name badges or any other label format

I O N S

File DataManagers

Tools

Window  Help

hain Menu |

Transaction Wizard

@

Correspondence
Ywfizard

&

Account Manager
E]
a

Appeal Manager

Task Manager

&
«l

System Setup

Bz]

List Hame

|[Limit ToList  He Prompt | Last Updated

=0

Information ===

Edit Organization Information

=== Lookup List Hame ===

Address Uses 034 0:2009
| Aiributes 0341 0/2008
Call Areas Of Interest 12428/2004
Call Purposes 051552008
Call Report Types 051552008
Chart Of Accourts 0572142009
Dedication Types 014/212008
Dedications 04022/2008
Demography 031052009
Desigrations 0506/2009
Donor Personal Informstion Categories 12028/2004
Donor Persanal Information Type 12428/2004
E-Mail Address Uses 014542008
Fiscal Year 04/24/2009
Important Date Types 051552008

Journal Types

Phone Mumber Uses

Relstionships 0452452009
Source 054152008
Transaction Link Types 042142008
Transaction Types 04i21/2008
=== Helper List Hame ===

Membershia Type O | 034042009
City O | 0441 6/2008
Employer O O 042142008
Occupation O O 0441 82008
Title O 0341 0/2009
List - Tran Custom 3 O O 04/15/2008
Fip Code [m] 044182008

~,

Select

irector (version 2.0.62) - [Letter Template Browse]

File Data Managets

Toals

window  Help

hdain bMenu |

Transaction Wizard

@

Correspondence
izard

Aooount Mansger
Edfui
al

Appeal Manager

Task Manager

System Setup

Letter Template Name

Letter Template Description

Letter Template Type

Sub Folder Location

Table List Info_| Inactive Date

<Mew Template>
Letter Template Browse
System Setup

Reparts

Main Menu

" Tax Receipt Letter Template
Tax Receipt templates are used to create |etters that can summarize the tatal number
of payments received for the given calendar pear. Many donors like to receive this
tupe of letter for kax puiposes.

& iCorrespondence LetterfLabel Template

Conespandence tupe letters or labels can be created in Report Builder using the
template that wou create here. You can use the power of Report Builder to query
your database of donors and create an M5 -Word mail menge document that is ready
to print or E-Mail

=

Fievious

=

Class Hext

AUCTION SOLICITORS.Dac Auction Salicition letter Solicitation \Training Mone

|| AuctionDoc Auction Thank You Letter Acknowledgement ATraining Mone
Corparate Thark YouDoc Corporate Thank You.Doc Acknowledgement \Training MNaone
DBMemorial. Doe Mone
Ir Kind Dionations. C #1993 Template > Nane
Fun Run Thank rof None
Reminder Doc - Step #1 Appeal List
TaxReceiptDoc 1 Payrent List
Goll Thark YouDa Flease selectthe type of letter template you'd like to create: Nons
Kid's Breakfast Thaj ¢ Acknowledgement Letter Template None
Membership Rene Acknowledgement letters are used to thank donors for both pledges and/or payments Nane
Membership Rene received. Acknowledgements can be assigned at the special event level for pledges None

and for payments received against pledges as well.

PastDue.Doc None
reml.Doc " Reminder Letter Templ Appeal List

|_|singole.Dac Fieminder letters are created and associated with pledges for those donors that wish One Per Payment
Sparts Thank You to pay off their pledge over time. & reminder is like an irvoice or a bill with the Nane
Steak and Burger.d amount due to date based on the biling schedule you set up for the given pledge Nane
test. Dac Appeal List
tezet? Doc None

Copy

—~—

I&

MS-word | MS-Explarer

PosT OFFICE Box 2677 ALBANY, OREGON 97321 P: (800) 280-2090 - F: (541) 924-1870

® 8

Delete Edit

Close
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« . Donation Director (version Letter Template Browse]

Fil. DataManagers Tooks Window Help

For this purpose we are going to Wainhiens |

Letter Template Name Letter Template iption | Letter Template Type | Sub Folder Location Table List Info.| Inactive Date
AUCTION SOLICITORS. Dac Auction Solicition letter Soliiation \Trairing Hane

Create a new tem plate and are a} Auetion Do Auction Thank You Letter \Training Hone

going to name it Name T ransaction Wizard Corporate Thank YouDec Carprate Thak You Do \Trairing m::

DBtMemorial Doc
Badge.doc, give it a description &N Koo ] o

Correspondencs Feminder. Doc | Step i Appeal List

and G|V|ng Merge F|e|ds tO Wwizaid TarReceiptDoc Templats Typs [Canespondence Payment List

inCIUde Golf Thank You Do} o \ Hore
. % Kid's Breakiast Thal elect Exfsting MS-word Document e
Account Manager Membsrship Rene & None

Membership Fiene Key in Mewy Tarmplate Hare [Hame Baross Doo None

Er [This is the name of the M5 Word document that will be used)

Since | will be sorting on af PasiDue Dee ™ [Nene

Mone

<New Template>

. . Appeal Manager | [reml.Dac Template Description [Name Badges Appesl List
demography I am ChOOSIng ’ No 7 Loz & briet deseription of yout template) One Per Payment
. . A a | Sparts Thark You None
FI nanC|a| F|e|dS 53 Steak and Burger.d Giving Merge Fislds to Inciude [No Financial Fields on Letter (Scope By Transaction Field + ] Naone
Task Manager test.Doc Appeal List
teset2.Doc Template Root Path C:\Program Filest\DDir\Datatdb000L etters eee)
% Sub Folder Logation [\ -~
Fepoits [The sub falder name in which the letter template wil be placed
when created.
System Setup

Email Subject Line [

Table Info. Listed on Template [Mone Inactive Date ||

<New Template>

Letter Template Brovse =
System Setup IV(\ / \ ‘ g
FReparts )\ =
Main Menu M5 Word | M5 Explorer Add Delete Edit Close
62) - [Letter Template Browse]
File DataManagers Tools Window Help
Main Menu | L e - .
| [Letter Template Name Letter Template Description | Letter Template Type | Sub Folder Location Table List Info.  Inactive Date
AUCTION SOLICITORS. Do Auction Soliition letter Solicitation \Training Nane
Auction.Doc Auction Thank You Letter : \Training None
YOU now h ave th | s tem pl ate Transaction Wizaid Corporate Thank YouDoc Corporate Thank ‘You.Doc \Training Haone
DBMemorialDoc Dan Bayne Sr. Memorial Thank You “Traring None
added tO your screen E|ther "'\ In Kind Donations Doc Donation Receipt Letter \Trairing Mone
. Fun Fun Thank You Dos Fun Run Thank You Dioc I \Training Hone
double click on the template Correspondence Feminder. Do General Feminder Fieminder Lelter \Training Appeal List
u | p Wizaid TawFieceiptDoc General Tax Receipt Tax Receipt \Training apment List
: : Golf Thark YouDoc Golf Thank YouDoc Acknowledgement \Training one
name or hlghllght the name and % | [Kid's Breakfast Thank YouDoe  Kids Breskfact Thank YouDos | Acknowlsdgement \Traiing one
. 2 Membership Renswal Thank YouD: Membership Renewal Thank YouDi| Acknowledgement \Training one
coount Manager | | omostSp ENema hank Yod.Ze
click on Mertbership enewal Time.Doc Membership Fenewal Time.Doc \Trairing e
DOneCampaign.Doc One Campaign Thank You \Trairing Hone
PastDue.Doc Past Due Reminder Fieminder Lelter “Traring None
reml.Doc rem Fieminder Lelter \ Appeal List
singole. Doc singe Tax Receipt 3 One Per Payment
Sports Thark YouDos Spotts Thank YouDoc I \Training None
Steck and Buger.doc Steak and Burger ] \Training None
test Doc test Acknowledgement \ Appeal List
Acknowledgement None

System Setup

Lt T emplate Brawss ="

System Setup &/ % &

Reports

s Copy | MSword | MS-Explorer 24 Delete Edt Dose
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P Ele Edt Yiew [nsert Fomat Jooks Table  Window  Help Type a question for help ) x| %

3 L2

When you first open up the
template it might have information
initthatyoudondt want ,

select it all and delete it.

v TimesNewRoman 12 ~| B I U
e 83 AW 4t

ez a3

=|O- -

e |

| 5 | 6 S p A ala

i A4 wormal
—

E Insert Word Field ~

On the Mail Merge toolbar select
Main document setup

Main Document Type

Document type:
O Letters
) E-mail messages

Main Document type we are :

O Envelopes

going to choose labels ; Ol L]
: (@] ﬂurmal ‘word document:
:

2 NAME BADGES.Doc - Microsoft Word - [B]x] x| ¢
! Fle Edt View Insert Format Tools  Table ‘Window Help Type & question for help = X || %
When the label box opens

choose your label type. For this E
example | have chosen Avery S R R R R A
5383 1 Name Badge

=N

Label Options

Printer information
O Dot matrbc

) Laser and ink jet Tray: |Default tray (Default tray) %

Label information

Label products: | Avery standard v

Froduct number: ]
- Ratary Card a0
- File Folder Type: Name Badge
- Business Card || Height: 217"
- Business Card T ped

- Business Card
Page size: Letter (& % x 1)

C)B)E) ] ¢

Type a question for help = X | X

You will now see you label layout
that you have chosen

AT
Syl e B e

[&]
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T NAME BADGES.Doc - Microsoft Word

| am now going to add my
information to the first label in my
layout. In this case | have typed
in a heading and now | will add
my merge fields

Click on [Insert Merge Fields| and |
am adding FirstName and click

! File Edit Vew Insert Format Tools  Table Window  Help

45|31 9 100% - | GdRead 8

o-%-a-f

i A4 Mormal + Left: v TmesNewRoman - 12« | B I U [[E]|=

HIENE NG g e M= §|]nserthrdF\ald'\%j?ag|l{ 41

TN |
EIERR-. S U BN

[ e EENENEE SRR RN RN

Insert Merge Field

z Insert;
© address Fields

Fields:

(3) Database Fields

[ S A

—
Al

Accountiio
Accounthame
Acknowledges

B3

on followed by

— - Title
THREE HILLS BOTS AND o7 [
SPRING 4 UCTION

MI

I

LastMame

Accounthlotes
Source

| Attention

Greeting

Strestl

Strest2

. Street3

- City

]|

[MatchFueldstL Insert ][ Cancel ]

EIE& [x

—
Al

|

U"

I will now click on Insert Word

43| 3 9 100% - @ | GdRead

= z.E\D-aP?-A-!

Field and choose Next Record ~X

This will add the <Next Record>
merge field to all labels

Type & question for help 7 X

terge Record #

Merge Sequence #

et Record

Hext Record IF.

InsertwordFisld = || 52 2 92 (9 | 4 1 b u%\@\aw
I Bt fsk... IS IR ST A PP AT 7.‘
Fill-in. .. b |
... Then...Else. .

Set Bookmark. ..

Skip Record IF...

THREE HILLS BEOYS AND GIRLS CLUB
SPRING AUCTION

«Firstiames|

I} NAME BADGES. Doc - Microsoft Word

i Ele Edit View Insert Format Jools Table Window Help

330 o - @ e B

: ;;E\D-Ey.ﬁ.!

P4 Mormal +Left: v TmeshewRomen - 12 - | B I U |[=

Go ahead at this point and format
and make the first label the way
you want it to appear

When you get the label the way
you want it to appear go ahead
and copy the first label to each of
the following labels on the page
(see next example)

P 5|3 2 2| InsertWordField - | 52 3 Eﬁ A || 41

E)B)5) x/¢

Type & question for help (=1

R . R

YT

] Smaan

THREE HILLS BOYS AND GIRLS CLUB

. SPRING AUCTION
- «Mext Records

«FirstName»ie: Records
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After copying the formatting to
each label you can now save the
document and close Word

You can also now close out of
System Setup and open up
Reports > Report Builder

In Report Builder click on [Add

When the Create Report Box

opens click on the
Correspondence/Letter/Label and

choose the template we created — —»
Name Badge.doc and click on
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