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1.4 Sending Emails with RE using Outlook

This document outlines the steps for sending emails from Raisers Edge using Microsoft
Outlook. Note that this type of merge is also possible from within Microsoft Word ONLY if
you use Outlook for your email, and that no other mail programs have worked during testing.

1. Create a query of people to send the email to (See “Queries” help for details if needed)

a. Required Criteria

Solicit Code not equal to “Do Not Solicit”

b. Required output fields

Constituent ID

Note that this is only required if you want to be able to import the action that this
email was sent to the people back into RE

First name
Last name
Org Name

Email address

2. Ifthis is arecurring email, save your query.

3. Run the query as an export to excel 97-2000.

See “Queries” help for details if needed

4. Open Microsoft Outlook
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5. Click File, New, New Mail Message, or the new message button on the toolbar

File | Edit  Yiews Faworites  Tools  Actions  Help_Sdobe POE

Mew » B9 Mail Message ChrlM
Open L

File Edit ‘iew Faworikes Tools  Actions  Help  Adobe PDF
%Sendee;&ive %JFi_nd Tvpe acontack ko find - @ .

6. Click anywhere in the body of the message

7. Click Tools, Letters and Mailings, Mail Merge Wizard

Tools | Table ‘Window Help

% speling and Grammar. .. F7

Language 3

word Count...

% AutoSummarize. ..

Speech

B

Compare and Merge Documents, .,

Protect Document...,

Online Collaboration »
Letters and Mailings ‘ Mail Merge Wizard... '
Tools on the Web. .. Shows Mail Merge Toolbar

[Macra ¥ =] Envelopes and Labels. ..

<

Templates and Add-Ins...

ZF  putoCorrect Optians...
Customize. ..

Options, ..

A new “menu” should appear on the right side of the email

[Ty o
O =
uuuuuu
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8. Click “E-mail Messages” then click next

4 & Mail Merge v X

Select document type

What type of document are you
working on?

' Letters
_» Envelopes
2 Labels
 Direckory

E-mail messages

Send e-mail messages ko a group of
people. You can personalize the e-mail
message that each person receives.

Click Next to continue,

Step 1 of §
g Mext: Starting document ’

9. Leave “Use the Current Document” selected and click the “Next: Select recipients” link.

4 % Mail Merge - x

Select starting document

How do wou want to set up vour E-Mail
[IEssanesy

@ Use the current document

7 Start from a template
{7 Start From existing document

Use the current document

Start from the dacument shown here
and Use the Mail Merge wizard bo add
recipient infarmation,

Step 2 of b

g Mext: Select recipients

¢ Previous: Select document type
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10. Leave “Use an existing list” selected and click “Browse”

£l Mail Merge

Select recipients
) Select from Outlook contacts
) Type a new list
Use an existing list

Use names and addresses from a file o
a database.

Browse. ..

a. Browse to your excel file and click Open

b. Click the excel sheet that you created (there is no difference between the sheet with a
dollar sign and the one without)

'Select Table

_Name:

| Description | Modified | Created | Type

4/8/2005 11:01:22 AWM 4/8/2005 11:01:22 AM  TABLE
4/8/2005 11:01:22 &M 4/8/2005 11:01:22 &AM TABLE

£

| (3]
[W First row of data contains column headers oK ] Cancel

c. Ignore the sort fields options and click ok

Mail Merge Recipients

To sart the list, click the apprapriate column heading. Ta narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check baxes or
buttans ta add or remove recipients Fram the mail merge.

List of recipients:

[ =l LastMame | =| FirstMame | =| Constituent ID [ =1 Preferred E-Mail Momb
Creek Diolglas Wby sndgcidiemail, slaska.edu
Taylor Scott 466 scott.taylor@alaska.edu
Rutherford Mary a7489

maty.rutherford@alaska.e

<] I ] B
Select All ‘ Clear all ‘ Refresh |
Find... ‘ ‘ Yalidate |

d. Click next to write the letter
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11. Write your letter

o

a. The blue fields on the right allow you to select addresses and salutations you would
like to have automatically put into the message

b. Note that “more items” will allow you to add other fields that you may want dynamic,
such as a campus code or gift amount.

c. Click next to preview the letter

12. Click next to complete the merge

| Untitied Mossae - Microtoft Word ok
[ e Ese wew jnest Fgmat Book Table Wndw el . X
T Artach a5 dobe POF

Agerd Accontss - O 1 LY oot - HTM
M.
M.
|| e

T-i @ + Mail Merge - %
| Complete the merge

Mal Marge i ready to produce your
emal messages,

g

Crear Douglas Creek,

I
& StepBalh

L4 & Prevous: Preview your & mad messag
DOLEY ]|
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13. Click electronic mail
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a. Select your email heading for the “To” dropdown

-

Merge to E-mail

-,

e

Message options

Send records
{+ all

To: -
Constituent 1D

Subject line; et Marme
First_Iy

Mail Format: o

Preferred_EMail_Mumber

" Current remorg

" From: |

To: Ii
| Ok |

Cancel

b. Enter a subject if needed

-

Merge to E-mail

Message options

To: :EPreFerred Erail_ Mumber

Subject line; |

Mail Farmat:  {HTML

Send records
i+ 4l

(" Current record

" Fram: |

To: li
(84 |

Cancel

c. Click Ok

Note that when you click ok, outlook is going to send the message and it is not
possible to stop it from sending, so be sure that you have everything as you want

to send it out.
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