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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.
STEP I – Search for the records to create labels for, and export their information to XLS
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. OR - Click the Show All button to return all database records

4. OPTIONAL – 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 – can help you find duplicate addresses 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.

STEP II – Create the label file in Microsoft Word 
NOTE:  These instructions are for Word 2007.  For instructions in other Word versions, or for additional assistance with mail merges in Microsoft Word, use the Word help menus or go to office.microsoft.com

1. Open Microsoft Word and click on the Mailings menu

2. Click the Start Mail Merge icon and select Step by Step Mail Merge Wizard

3. In the Mail Merge wizard, select the document type as Labels.  Click Next: Starting document.

4. In the Change document layout section, click the Label options link and select your desired label format.  Click OK.  Click Next: Select recipients

5. In the Select recipients section, check the button for Use an existing list.  Below, click the Browse link.

6. Browse for the XLS file saved above and click Open.  Click OK to the two dialogue boxes that appear on screen.  Click Next: Arrange your labels

7. In the Arrange your labels section click the Address block link.  In the Insert Address Block window, configure the format for your labels.  Click OK when finished.

8. In the Replicate labels section, click the Update all labels button.  Click Next: Preview your labels

9. A page of labels is shown on the screen.  If changes need to be made, click the Previous link to go back and make corrections.  If the labels look good, click Next: Complete the merge

10. Click the Print link to generate all of the labels.

