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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 letôs go to System 
Setup and open up Letter 
Templates 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In Letter Template we want 

to click on Add 

 
When the New Template 
box opens, choose 
Correspondence 

Letter/Template - Next 

(if you notice that your 
options are different you 
may need to call into 
Cascade Data for a version 
update)
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For this purpose we are going to 
create a new template and are 
going to name it Name 
Badge.doc, give it a description 
and Giving Merge Fields to 
include. 
 
Since I will be sorting on 
demography I am choosing; No 
Financial Fields 
 

Save/Close 

 
 
 
 
 
 
 
 
 
 
 
 
You now have this template 
added to your screen.  Either 
double click on the template 
name or highlight the name and 

click on Edit 
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When you first open up the 
template it might have information 
in it that you donôt want, just 
select it all and delete it. 
 
On the Mail Merge toolbar select 
 Main document setup 
 
Main Document type we are 
going to choose labels 

OK 

 
 
 
 
 
When the label box opens 
choose your label type.  For this 
example I have chosen Avery 
5383 ï Name Badge 

OK 

 
 
 
 
 
 
 
 
 
 
 
 
 
You will now see you label layout 
that you have chosen
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I am now going to add my 
information to the first label in my 
layout.  In this case I have typed 
in a heading and now I will add 
my merge fields 
 

Click on Insert Merge Fields and I 

am adding FirstName and click 

on Insert followed by Close 

 
  
 
 
 
 
 
 
 
I will now click on Insert Word 
Field and choose Next Record 
 
This will add the <Next Record> 
merge field to all labels 
 
 
 
 
 
 
 
 
 
 
 
 
 
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)
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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 

Next 

 
 
 
 
 
 
 

 
 
 

 
 

 


