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Creating a Mailing List and Mailing Labels using the 

   Blackbaud-Kintera(FACTS) Donor Management System
A mailing list and mailing labels may be created using the data in your Donor Management database.  The process involves extracting the desired names and addresses from the Donor Management database and using Microsoft Word to merge them into a mailing label template.
Steps to create a mailing list and labels:

1. Log into Blackbaud Kintera

2. From the Contacts menu, select Individuals

3. Search for the records to print mailing labels

a. Click the Advanced Search link to query the database for specific conditions (Address Line 1 Not Empty, State = NE, Alumni = Yes, etc)

b. Click the Show All button to return all database records

4. Select the desired database columns to export

a. Click the Choose Columns link

b. On the left side, check/uncheck the boxes corresponding with the desired data fields.  You will likely want to add Address Line 2, Title, and/or Suffix.  

c. Click the Submit button

5. OPTIONAL – Sort the data.  By default, the data is sorted alphabetically by the last name.  Click on any of the blue column headers to sort the data in that column.  Some recommended sorts:

a. By Address Line 1 – helpful to only send one mailing per address

b. By ZIP/Postal Code – sorts by ZIP for postal convenience.

6. Click the Export XLS link.  This will export your data to an Excel spreadsheet that will be used to populate the labels

a. In the small Export window, click the link to open the file.

b. Click the Save button to save the file to your computer/network.  Note where the file is saved.

7. OPTIONAL – Save Activity.  This step updates each Donor’s record noting that they were sent the mailing.

a. In the small Export window, click the Save Activity link

b. From the Activity Type drop-down box, select the desired activity type (Mailing, Postal Mailing, Direct Mail, etc)

c. In the Subject box, type the name of the mailing

d. In the Description box, you can enter a more detailed description of the mailing.

e. Click OK to save the activity.

8. Open Microsoft Word and the Mailing Labels Merge File

9. Click Yes to the pop-up message in Word.

10. From the View menu, select Toolbars and Mail Merge to see the Word Merge toolbar.

11. Click the Open Data Source button [image: image1.bmp] and browse for the Excel export file created above.  Click OK

12. Print a page of the labels to make sure the alignment is correct.

13. Once everything is okay, click the Merge to Printer button [image: image2.bmp]
