Need to send your Board Members a meeting notice? Want to send out solicitation for your next auction?
Now there is no need to go into Word and merge it manually, just set it up in Donation Director and it will merge
for you.

Fe Donation Director (version 2 0 25) - [System Setup]

Go to System Setup >

Letter templates and

System Setup
Hain Menu

Click on| Add| (to add a new

letter)

Click on Solicitation Letter

Template,
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At this point you can either
pick a letter you have
previously used, or key in a
new template name add the
description and any giving
fields or none if you are just
sorting on account fields.

Do you want to email
instead? Don't forget to add

a subject line and [Save],
[Close].

Click on the template you
just created and double
click it and it will open in
Word.

You can now type, modify
fields and save your letter
and close Word. Now your
letter is complete and can
be used over and over with
just a little modification
when needed.
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Now let's go to Report
Builder and create a report
to send your Solicitation
letters out.

Click on Reports and at the
bottom of the screen

Report Builder |.
In Report Builder click

and let’s create a
Solicitation Letter and the
template that you wish to

use, [Next].

Name your report; e.g.
Board Member, description
Solicitation Merge and click

[Next]
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Since we are going to send
out a board meeting letter |
am going to select in
Group #1

(This is a drop down field)
Demography, tab

Equals, tab

Now click on the three dots

“

selection box
Committee, Board Members

Note: If you are not sorting
on dates, leave those blank,

Save,
Next
Notice when you hit

you are now back at the
Main Report Builder screen.

You now need to highlight
the report you wish to run,
in this case we want Board
Members, Solicitation

Merge and click on
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| get my list and now all |
have to do is

ISend to Ms-Word |and |
have my merged letters.

After you have run any
merge you always get the
option to save an activity
log. It's helpful if you want
to keep track of when or if
you have sent
correspondence to an
account.

Next time | want to send out
this letter again all | have to
do is modify my letter in
system setup and rerun my
report.
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