(Ver. 11/3/10)

Creating and Uploading Acknowledgement Letters in the Blackbaud-Kintera(FACTS) Donor Management System
As a new appeal or event is undertaken at your school, it is important to create appeal/event specific acknowledgement letters to be sent when a donation is received.

The Blackbaud-Kintera (FACTS) donor management system offers you the opportunity to create, upload, and use dynamic acknowledgement letters, pulling data from a donor’s record.
I - Export merge fields to create a new letter template

Before the letter can be constructed, you need to export a file from Blackbaud Sphere (FACTS) that contains the necessary merge file definitions.

1. Within Blackbaud Sphere, go to Communications > Mail Specific Features > Letter Template Library

2. Click the Export Merge Fields button

3. Check the box to Include Custom Profile Fields

4. Click the Download link by Gifts (Donation, Pledges, Recurring Gifts)

5. A File Download window will appear with the file name “Ack_MergeFields.csv”.  You will want to save this file, without changing the name, somewhere where you can easily find it later on.  Saving it to your desktop is suggested.
II – Create the letter in Microsoft Word

Open Microsoft Word and perform the following steps:

1. Create a new document.
2. Enter the body of the letter or copy and paste the text you want from another document source.
3. Select View > Toolbar > Mail Merge to select, and show, the Mail Merge button in the toolbar.
4. Click   
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on the toolbar. This is the Open Data Source button.
5. Locate and select the Ack_MergeFields.csv file you saved above and click Open.
6. In the Word document, click where you want to insert a merge field.
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on the toolbar. This is the Insert Merge Fields button.

The Insert Merge Fields pop-up window appears.
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8. Double-click a field to insert it in the document, or select the field and click Insert.
9. NOTE:  You will need to close the pop-up window and perform step 7 each time you need to select an area in the document where you will add merge fields. If you are inserting fields that are in sequence (for example, City, State, Zip) you can insert the fields without closing the pop-up window. Simply select each field and click Insert.
Important: You must insert fields using the Insert Merge Field feature in Microsoft Word. If you enter the fields manually (i.e., type the brackets and fields directly in the document) they will not be recognized as merged fields in Sphere.

10. Continue creating your letter.  
11. When done, save the file and close the Word document
III - Import the Word document into the database’s letter template library
1. Within Blackbaud Sphere, go to Communications > Mail Specific Features > Letter Template Library

2. Click the New button

3. In the New Letter Template page, perform the following steps:
1. For Name, enter a name for the template that is unique and easy to recognize

2. For Template Type, select Gifts (Donations, Pledges, Recurring Gifts) from the drop-down box.

3. The Description is optional and can be used to enter a brief description that will help you to easily identify the letter template.
4. For Select your Template, click Browse to locate and select the template (the Word document) you want to import into Sphere.  Click Open to select the document
5. Click Save to import the letter into Sphere and add it to the Letter Template Library.

Frequently Asked Questions:
Q:  Can I edit a letter than has been uploaded?

A:  No.  A new version (with the necessary edits) must be uploaded.

Q:  How can I view a letter in the template library?

A:  Click the Download link next to the each letter.  The letter will open in Microsoft Word.
Q:  Can I delete a letter from the letter template library?

A:  A letter can be deleted prior to it being used for gift acknowledgement.  However, once a letter has been used/merged for a gift, it is apart of the database record and cannot be deleted.  

Q:  How do I manage outdated/bad letters if they cannot be deleted?

A:  Within the letter template library, you can deactivate letters that should no longer be used.  Deactivating a letter will remove it from the list of letters available for an acknowledgement merge.  Deactivation is done by checking the box next to the desired letter and clicking the Deactivate button.
Q:  Can a deactivated letter be reactivated?

A:  Yes.  Check the box next to the desired letter and click the Activate button.
Creating and Uploading Acknowledgement Letters            11/3/10 Ver.          Page 1 of 3

