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LETTERS, LABELS & EMAIL

Now that we have explored the Contacts and Contact Lists sections of the pro-
gram, you have seen how to enter your contacts and group contacts on lists. You
are ready to generate mail merge letters, print labels and envelopes, and send
mass emails to your contacts. PastPerfect 5.0 incorporates Microsoft Word to pro-
vide you with an easy to use and familiar word processing program to compose
your letters. In MS-Word, you can automatically merge information contained in
PastPerfect’s data fields into your mailings. You must have MS-Word installed on
your computer to use these word processing functions. If you do not have MS-
Word, you may purchase it from Microsoft or from a retailer.

This chapter will discuss how to create and print mail merge letters. Mail merge
letters may be created for Temporary Custody Receipts and Accessions as well as
Contacts. We will also review printing mailing labels and envelopes and modify-
ing them to suit your needs. Finally, sending mass emails from PastPerfect will be
explored.

COMPOSING DEFAULT LETTERS

Before composing any type of mail merge letter, you should set up a default let-
ter, or make sure one has already been set up. The default letter acts as a template
for all new letters, saving you time from having to insert the same information
and fields on each new letter. The default letter will contain things like your insti-
tution’s logo, footer information, signature lines, and mail merge fields for the
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recipient’s name and address. These are items you want to have appear on every
new letter.

To set up your default letters, click the Setup button on the Main Menu. For Con-
tact letters, click the Contacts button. For Temporary Custody and Accession let-
ters, click the Collections button.

CONTACTS DEFAULT LETTERS

When you click Contacts on the Setup menu, you will see the screen shown in
Figure 22-1.

Setup Contacts

General Contact Groups l_| Define Your Donor Giving Levels
TCEMEET Board Member Gold Donor has total donations >= 12,000
Donation Funds & Corporate Partner ; i
Thank You Letters '\'EKE'Q.Iﬁ\-'E! Club Silver Donor has total donations == 3,000
il Meroe Lettere Friend\oH«l@eum Bronze Donor has total donations == 500
. QOrganization Click here to view the Donation
: Potential Member Funds & Thank You Letters screen.
Membership Types
Membership Fiscal Year Settings
Subtypes Fiscal years starts the first day of. January j
Campaigns &
Pledges
In-kind Gifts
Volunteer Projects
Email
= iE

Figure 22-1 Setup Contacts screen

To create a default Donation Fund Thank You Letter, click the button Donation
Funds & Thank You Letters on the Sidebar. You will see the screen in Figure 22-2.
These letters are sent out after posting a donation payment.
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Setup Contacts

General
Information

Donation Funds &
Thank You Letters

Mail Merge Letters

Donation Funds Code |_|
Artifact Acquisition Fund 100
Courthouse Building Renovation Fund 200
Endowment Fund 300
General Operating Fund 400
Restoration Fund - Carter Homestead 200

Membership Types

Membership
Subtypes

Campaigns &
Pledges

In-kind Gifts

Volunteer Projects

Email

Click here to create your Default
|| Donation Fund Letter.

Compose Selected Fund Letter

6 Default letters save time by enabling
you to create templates on which
individual letters will be based. Before you
compose your first letter, set up the Default
Daonation Fund Letter with margins, address
fields, a signature, general text, etc. When you
compose a selected fund letter, they will start
with the default letter settings and fields.

Please Mote: When you maodify the default
letter, the changes will only be reflected in
new letters. Letters composed prior to

changing the default will remain the same.

\* Setup Default Donation Fund Letter |

+ | & | x|

6810

Exit

Mext Donation Receipt#

Figure 22-2 Donation Funds & Thank You Letters screen

To create a default Mail Merge Letter, which includes membership letters and let-
ters other than donation or pledge letters, click Mail Merge Letters on the Sidebar.

Setup Centacts

General
Information

Donation Funds &
Thank You Letters

Mail Merge Letters

Letters

Annual Meeting Announcement Letter

Become a member

Director's Circle Dinner Invitation

Exhibit Opening - Local Arists

Explorers Club Dance - Invitation

Membership Types

Membership
Subtypes

Campaigns &
Pledges

In-kind Gifts

Volunteer Projects

Email

Inactive Member Renewal Letter

Membership Renewal Letter

Thanks for Membership Payment

Click here to create your Default

Mail Merge Letter.

* | & | x|

Compose Selected Letter

@ Default letters save time and offer a way
to create templates on which individual
letters will be based. Before you compose

your first letter, set up the Default Letter with
margins, address fields, a signature, general
text, etc. When you compose a selected letter,
they will start with the default letter settings
and fields.

Please Mote: When you modify the default
letter, the changes will only be reflected in
new letters. Letters composed prior to

changing the default will remain the same.

\ Setup Default Letter

Exit

Figure 22-3 Mail Merge Letters screen
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To create a default Pledge Thank You Letter or Pledge Payment Reminder Letter,
click the Campaigns & Pledges button on the Sidebar to see Figure 22-4.

Default letters save time by enabling you to create templates on which individual

letters will be based. Before you compose your first pledge letters, set up the Default
Pledge Letters with margins, address fields, a signature, general text, etc. When you
compose pledge letters, they will start with the default letter settings and fields.

Please Mote: When you modify the default letter, the changes will only be reflected in new
letters. Letters composed prior to changing the default will remain the same.

Click here to create

your Default Pledge Fl—
Thank You Letter. I

| Click here to create
your Default Pledge
Payment Reminder

Letter.

Figure 22-4 Campaigns & Pledges screen

To create a default In-kind Gift Letter, click the In-kind Gifts button on the Sidebar.

Artwork
Catering
E?;i?tm Click here to create
Senvices your Default In-kind

Stocks Gift Thank You Letter.

Figure 22-5 In-kind Gifts screen
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On any of the above screens, click the button for Setup Default Letter to open
MS-Word. The letter that you set up here, with an example shown in Figure 22-6,
will be the template for all new letters added after you set up or change this letter.
Changes will not be applied to existing letters.

Word
Compose Lefter > Default Fund Letter Hide Toolbar
rl H92-60 )+
Powered by © _,_:'3 Home Insert Page Layout References Mailings Review View Add-Ins (7]
Microsoft ’J
J"‘ - SRl #
MS-Word | s Mo Ronon "2 | 2] aaBbceDc | AaBbceDe AaBhb( %
- or Paste . B 7 U abe 2 ab. al " il
aste - x, x' Aav|[¥- A~ TNormal |TMNo Spaci.. Headingl - Change Editing
] | u 2 i F- I‘&,; ‘lﬂllm p 91 15 Sytese || -
Clipboard ™ Font {F Paragraph {F Styles {F

sert Selected Fie I AR EEEEEr SRR KRN R SN R SR RN KRR RN RN KR AR 5|
Addr_Box_Confacts <[ | -
Addr_Box_MemBilling .
Amount -
Campaign_ Activity -
Campaign_name R <Date=
Code -
Date : <Addr_Box_Contacts>
Date_received -
Dear_Contacts a Dea.r<Dea.r_Cunta.cts>|
Dear_MemBilling .
Donation_Receipt - Thank vou for your denation of $<Amount> to...
First_name
Fund . Again, thank you for your generous donation. Our history can only be preserved by caring members of the
Group — W~ community like you.
1d# . L
In_honor_of .
In_memaory_of _ Sincerely,
Last_deductible_amt
Last_name i
Name_&_Title - ‘ ‘
Notes : Richard L. Hilton,
Reference . Executive Director
Revenue_Restriction -
Revenue_Source .
Solicitor -
Type_of_payment j . |

Figure 22-6 Compose Letter - Default Fund Letter

The MS-Word screen that appears is similar to the MS-Word program that you
would use outside of PastPerfect, with all the same functions. It also has a few
additional functions. The top of the screen will tell you which letter you are view-
ing and composing. Next to the letter name is a printer icon, which will print the
letter as it is, without specific data in the mail merge fields. To the right of the
printer icon is a button for Hide Toolbar, which will remove the MS-Word toolbar
from the screen, so you just see the text of your letter. To bring the toolbar back,
click the View Toolbar button where the Hide Toolbar button had been.
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Inserting Fields

On the left side of the screen is a list of the fields that you can insert into the
letter. These are the fields that will merge data from the records into the letter.
To insert a field, place your cursor in the letter where you want the new field.
Next, single click on the field name, then click the Insert Selected Field button.
The field will appear on your letter in angle brackets < >. Do not remove these
brackets, or change the text inside them. If you do, data will not be merged into
that field.

Using MS-Word Tools

Since PastPerfect uses Microsoft Word, you have access to all of the tools that
MS-Word offers in your letters. The guide below explains some common tools
in Word 2007. Earlier versions of Word may have tools that appear or function
differently. For more detailed information about using MS-Word, please refer to
the Help function within MS-Word.

23 Copy - Highlight text, then click this button to copy it to the virtual clip-
board. You may copy text from your letter and paste it into another pro-

gram.

= Paste - Click where you want to insert text or graphics, then click this

_' button. The last text or graphic that was copied to the virtual clipboard

will appear here. You may paste text or graphics from another document or pro-

gram into your letter.

nmesnewroman -~ Change Font - Highlight the text you want to change, then use
the drop-down menu to see the list of available fonts. Click on
a font to change the highlighted text.

12 - Change Font Size - Highlight the text you want to change, then use the
drop-down menu to see the list of available font sizes. Click on a size to
change the highlighted text.

A - Change Font Color - Highlight the text you want to change, then click
this button to see the available colors. Click on a color to change the
highlighted text.
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(B 1 U- Bold, Italics, Underline - Highlight the text you want to modify,

then click the B button to make it bold, click the I button to itali-
cize it, or click the U button to underline it. All three attributes may be applied
to the same text.

=| Text Alignment - Place your cursor at the beginning of a line, or
highlight text. Click the Left Align, Center, Right Align, or Justify
buttons to change text alignment.

:i=. Insert Bulleted List - Click where you want to begin the bulleted list,

then click this button to insert a bullet. To continue with the list on the
next line, press Enter on the keyboard. To change the bullet types, click the
drop-down arrow next to the bullet list icon.

i= . Insert Numbered List - Click where you want to begin the numbered

list, then click this button to insert the first number. To continue with
the list on the next line, press Enter on the keyboard. To change the numbering
types, click the drop-down arrow next to the numbered list icon.

D Change Margins - Click this button to see options for changing the page
margins from the Page Layout tab.

[3sze- Change Paper Size - Click this button to choose a different size paper for
your letter. This option is also in Page Layout.

=] Header - Insert Header - Click Insert, then the Header button to choose a

header style. The header will be placed on your page and you will
be prompted to enter text for the header. You may insert images into the header
as well. The header will appear on each page of your letter.

2| Footer - Insert Footer - Click this button to choose a footer style to insert.

The footer will be placed on your page and you will be prompted
to enter text. You may insert images as well. For multiple page letters, the footer
will appear on each page of your letter.

Insert Picture - To insert a logo or signature on your letter, click this but-
i . . . . .

ton. Navigate to the location where the image is stored, then use the Link

to File option to insert your image. The image will be placed on the letter.
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y Spell Check - Choose the Review tab to use MS-Word’s spelling and
grammar check function.

# - Undo - To undo the last action performed, click this button. You may

click it repeatedly to undo multiple actions. This arrow button appears

above the Home tab.

Example Default Donation Fund Thank You Letter

Next, let’s look at an example of a default letter. Let’s say you want to create a
default Donation Fund Thank You Letter. This will be the basis for all of the Dona-
tion Fund Thank You Letters for all the Donation Funds that you add later.

From the Main Menu, click the Setup button, then click the Contacts button to
open the Setup Contacts screen. Click the Donation Funds & Thank You Letters

button. Before adding any new funds, click the button for Setup Default Dona-

tion Fund Letter. This will open MS-Word.

Campaign_name
Code

Date
Date_received
Dear_Contacts
Dear_MemBilling
Donation_Receipt#
First_name

Fund

Group |
la#

In_honor_of
In_memaory_of
Last_deductible_amt
Last_name
Mame_8&_Title

Motes

Reference
Revenue_Restriction
Revenue_Source
Solicitor

Type_of_payment |

Word
Compose Letter > Defautt Fund Letter Hide Toalbar
r] H9-60 )¢
;oweregby € J'g Home Insert Page Layout References Mailings Review View Add-Ins @
icroso -
[ B, Research - ] Ay | :_29 j <4 Final Showing Markup - \%& 2 Reject ~ E] |E
MS-Word 3 Thesaurus 8% hat | = 2] Show Markup =) 4} Previous
-VVor Spelling & -, et New Track  Balloons _ Accept Compare| Protect
Grammar “g Translate jas) || Comment Changes= = [B] reviewing Pane - - BhNext - Document
Proofing Comments Tracking Changes Protect
Insert Selected Field N W R I KA RN RN SRR SR IR AR 11
Addr_Box_Contacts |
Addr_Box_MemBilling
Amount _
Campaign_ Activity - <Date>

<Addr_Box_Contacts=
Dear <Dear_Contacts>:
Thank vou for vour donation of $<Amount> to...

Again, thank vou for your generous donation. Qur history can only be preserved by caring members of the
community like you.

Sincerely,

Executive Director

Figure 22-7 Compose Letter - Default Fund Letter
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First, add your museum’s logo to the top of the page. If you do not want it to
appear on all pages, do not put it in the header. Click on the top line of the letter,
then in the MS-Word Toolbar, go to Insert Picture.

Figure 22-8 5 e =
it

MS-Word (S[@) [« Users » Jennifer » Pictures » - [ 44| [ search ol
Insert Picture . ;
Favorite Links

screen ocuments '
L L @& = )

Neme Datetaken  Tags Size Rating

% RecentPlaces Images  PPMuseu.. PPMuslog.. Sample
More » Pictures
Folders v ; ; -
1 Deskiop Use the Link to File option to
[E Docume . .
W Downlos avoid problems with backups
B o becoming too large.
& Music o
[E Pictures
| Images
W Caved Ga T
Fiename: PPuslogo2 ¥ -
Tools = Inset  |v Cancel

Insert
Link to File

Insert and Link

Show previous versions

Navigate to the image saved on the hard drive (or other drive), then click on the image.
Click the arrow next to insert and click Link to File. The image will appear on the screen.

Word
Compose Leter > Default Fund Letter Hide Toolbar
H9-6 3 )+ Picture Tools
Home Insert Page Layout References Mailings Review View Add-Ins Format @
[£) Cover Page ~ D EJE [P shapes~ | 8 Hyperlink S| Header ~ =l QuickParts - [~ || T Equation
MS-Word | Blank Page Bk T2 smarthrt | 4 Bookmark =l Footer - A wordat - 51 {2 symbol
-yvor = Table | Picture Clip Tet -
»= Page Break < At flj Chart ') Cross-reference || ] Page Number v || oy~ A5 Drop Cap~ hgd~
Pages Tables f Tlustrations Links Header & Footer Text Symbols

Insert Selected Field O A AN SIS R R RO R SO R SN S-SR BB AR L o
Addr_Box_Contacts = B p t

Lam-sortlemEling {11 | Use the Insert tab
gampaign_Aciiy ' | |and Picture button

Coae - | to add your image. PerfeCt
Date

pate recened : MUSEUM

Dear_MemBilling
Donation_Receip#

First_name R <Date>

Fund =
Group —8Z <Addr_Box_Contacts>

Id# B

In_hener_of E Dear <Dear_Contacts>:

In_memory_of - -

Last_deductible_amt .

Last_name : Thank you for your donation of $<Amount= to...

MName_&_Title - . . . .

Notes - Again, thank you for your generous donation. Our history can only be preserved by caring members of the
Reference . community like you.

Revenus_Restriction -

Revenue_Source . Sincerely,

Solicitor -
Type_of_payment ;I B

Figure 22-9 Default Fund Letter with logo
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You may use MS-Word’s Picture Tools to resize and move the image. Center the
image on the top of the page, as in Figure 22-9.

Some fields are already inserted in the letter, such as the date, a field called Addr_
Box_Contacts which contains the contact name & title, company and address
information, and the Dear_Contacts line which is the Dear name. These fields will
merge the date the letter is printed, the name, company and address of the recipi-
ent, and the Dear formal or Dear casual name of the recipient. Let’s say you want
to change the font of this text, and the rest of the text in the letter. Highlight all the
text on the screen, then go to the Font list in the MS-Word Tools and choose a dif-
ferent font. For this example, choose Arial.

Word
Compose Lefter > Default Fund Letter Hide Toolbar
r H9-o0 s
Powered by © re | Home Insert Page Layout References Mailings Review View Add-Ins (7]
WMicrosoft L_:'J
% - miramaimalilE=Ral = % 4
i fimes New Roman |12 - | A° A7||25] = naBbceDc | AaBbceDe AaBh(
MS-Word Pate Theme Fonts 2 BT TNormal |7 Ma Spaci.. Heading1 - Change Editing
Cambria {Headings) - Styles~ || -
Clipboard ™ Paragraph {F Styles {F
Calibri (Body) =
Ingert Selected Field I“‘Rgcenllyus:dﬁants T B |
Addr_Box_Contacts = N I
- Box | = T Times New Roman MUSEUM
Addr_Box_MemBilling - B Wingdi
Amount - ngaings
Campaign_ Activity . T Comic Sans M5
Campaign_name ~ Flephant
Code ) ki P
Date . T Arial Black
Date_received - T Arial
Dear_Contacts .
Dear_VemBilling : " Tahoma
Donation_Receipt# v T SHOWCARD GOTHIC
First_name .
Fund 7 t&' Gafﬂmoﬂd bto.
Group | T Arial Nartow
ld# . All Fonts n. Ourhistory can only be preserved by caring members of the
In_honor_of - [T
In_memaory_of - gency . =
Last_deductible_amt : % Aharoni HGRI=T
Lastname - G ALGERIAN
Mame_&_Title N .
Mates : T Andalus o myyl
Reference 0 T amgrana Hew ERer]
Revenue_Restriction [ — .
1anal
Revenue_Source .
Solicitor - r Axabic Typesetting gy ef
Type_of_payment j . B Arinal ]

Figure 22-10 Default Fund Letter, choose font

Next, add a few lines of text that will appear on all donation thank you letters. To
enter this text, click once in the body of the letter to move the cursor to the appro-
priate area, and then start typing. To have the amount of the donation automati-
cally included on the letter, select the Amount field name on the left, then click the
Insert Selected Field button. Add the appropriate currency symbol (such as the $,
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€ or £ symbols) before or after the inserted field. This symbol will need to be out-
side of the angle brackets.

Word
Compose Lefter > Default Fund Letter Fide Toolbar .
H9-0 01 )¢

Cla
Powered by . Home | Insert  Pagelayout  References  Mailings ~ Review  View  Addlns 2]
Microsoft L.:J

: i ) Times New Roman “liz -l[A A= i #
MS-Word ‘B -y Al - AaBbCcDc | aaBbceDe AaBb(
-vvor Paste 2 ah = ==
B 7 U -abe x, X' Aa~||®"- A~ N ! | 7Mo Spaci.. Headingl _ Change |Editing
- ‘, | = 3 Il = | ‘Q‘ 7,”%4”{[' orma o Spaci eading * Styles -
Clipboard ™ Font ) Paragraph ) Styles )
Insert Selected Field '§11=’I4|=°.-é

Addr_Box_Contacts  ~| - T T
Addr_Box_MemBilling - ’I[ SE[ 1\/[
Amount -
Campaign_ Activity )
Campaign_name ~
Code - <Date=
Date
Date_received - =Addr_Box_Contacts=>
Dear_Contacts R
Dear_WMemBilling - Dear <Dear_Contacts=:
Donation_Receipt# -
First_name Thank you for your donation of $<Amount=to...
Fund -
Group - Again, thank you foryour generous donation. Our history can only be preserved by caring members
g ) of the community like you.
In_honor_of -
In_memory_of - - =
Last deductible_amt Slncerew’
Last_name _
MName_&_ Title -
Motes R R .
Reference - RICha[{_ﬁ L H_Ilan
Revenue_Restriction B Executive Director
Revenue_Source -
Solicitor _
Type_of_payment ;I .

Figure 22-11 Default Fund Letter with text in Arial

Finish the letter with your signature lines. Let’s say you have the signature of
your director as an image file. You can insert this image on the letter so the direc-
tor doesn’t have to sign each letter. Again use the Insert Picture and Link to File

option in the MS-Word Toolbar to insert the signature image. Move and resize the
signature using the MS-Word Picture Tools so it is lined up on the left. Your letter
should look like the letter in Figure 22-12.

Once the letter is ready, click Close at the top, then click Yes to save the changes.
You are ready to add Donation Funds and compose your Donation Fund Letters,
which will use this letter as the template.
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Addr_Box_Contacts |
Addr_Box_MemBilling
Amount

Campaign_ Activity
Campaign_name
Code

Date

Date_received
Dear_Contacts
Dear_MemBilling
Donation_Receipt#
First_name

Fund

Group —
ld#

In_honar_of
In_memaory_of
Last_deductible_amt
Last_name
MName_&_ Title

Motes

Reference
Revenue_Restriction
Revenue_Source
Solicitor

Type_of_payment =k

C e A
MUSEUM

<Date=

=<Addr_Box_Contacts=

Dear <Dear_Contacts=:

Thank you for your donation of $<Amount=to...

Again, thank you for your generous donation Qur history can only be preserved by caring members
of the community like you.

Sincerely,
Richard L. Hilton
Executive Director

Word
Compose Letter > Default Fund Letter Hide Toolbar
r] lg -3 u_‘] ¥
Powersd oy 1,03 Home | Insert  Pagelayout  References  Mailings  Review  View  Add-ns (7]
Microsoft L.:J
= Srraiprosd(FllE =
MS-Word U o Times New Roman 12 -|AA||E AaBbCcDc | aaBbceDe AaBb(
- ori Paste - 3 ab, =
B 7 U -abe x, X' Aa-|[%- A~ TN I | TNo Spaci.. Headingl - Change Editing
= 7 | o 2 Il A \.Q 7'\|%l”ﬂ| orma o Spaci eading ~ Stylese -
Clipboard ™ Font ) Paragraph ) Styles )
Insert Selected Field '§1'=’ I & | CA

Figure 22-12 Default Fund Letter with signature

COLLECTIONS DEFAULT LETTERS

When you click Collections on the Setup menu, you will see the screen shown
in Figure 22-13. This screen will default to showing the Accessions screen view.

To create a default Accession Thank You Letter, click the Setup Default Thank

You Letter button, seen in Figure 22-13. These letters are usually sent to donors
with the Deed of Gift.

To create a default Temporary Custody Thank You letter, click the button Tempo-

rary Custody, then click the button for Setup Default Thank You Letter, seen in
Figure 22-14. These letters are sent after receiving items that you entered in Tem-

porary Custody.
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= Setup Collections

Accessions

Exhibits

Incoming Loans

Qutgoing Loans

Temporary Custody

JRREE

K

Accessions

Enter below your institution’s name, legal language transferring ownership, and a footer for a Default
Deed of Gift. This information will be used each time you create a new Accession record and Deed of
Gift

Default Deed of Gift

Your Institution Name

300 Morth Pottstown Pike, #200 j

Exton, Pennsylvania 19341
Trll Fras: 4_ANN_SRI_ANAN j

@ DefaultLegal | Custom Legal

| own the personal property described below and desire to give said personal property to the PastPerfect J
Museum. | do hereby irrevocably and unconditionally give and transfer to the PastPerfect Museum all right,

title, and interest, including all copyright, trademark, and related interests, in and to the following described
property

=
Footer:

THE GIFT DESCRIBED ABOVE |5 ACCEPTED FOR THE PASTPERFECT MUSEUM. J

Click here to set up your Default

e Default Istters save fime and offer a way to creats templates onwif ACCESSION Thank You Letter.

Before you compose your first Accession Thank You Letter, modify the Default Thank You Lefter with
margins, address fields, a signature, etc. When you compose a new letter, itwill start with the settings and
fields from your default letter.

Please MNote: When you editthe default letter, the changes will only be reflected in new letters. Letter,
composed prior to changing the default will remain the same.
Setup Default Thank You Letter

You can also select a default accession type for the Received As field. If you usually receive collection
items as gifts, you can set "Gift" as the default selection.

Default Received as Git -

Figure 22-13 Setup Collections, Accessions Screen View

= Setup Collections

Accessions

'

Exhibits

Temporary Custody

@ Enter your institution’s name and address in the fields below. This information will appear every time

you print a Temporary Custody Receipt.

Incoming Loans

Qutgoing Loans

Temporary Custody

ki

Name & Add on Temporary Custody Forms

Your Institution Name
PastPerfect Museum

Your Institution Name & Address
PastPerfect Museum, 312 Main Street, Pastville, PA 10234 425/555-1256 J

Click here to set up

Custody Thank You
Letter.

your Default Temporary

Default letters save time and offer a way to create templates on which individual letters will be based.
Before you compose your first Temporary Custody Thank You Letter, modify the Default Thank You Letter
with margins, address fields, a signature, etc. When you compose a new letter, it will start with the
seftings and fields from your default letter.

R T T e R 08 L R 4 i = e e

Please Mote: When you edit the default letter, the changes will only be reflected in new letters. Letters
composed prior to changing the default will remain the same

\ Setup Default Thank You Letter I

T T W S

Figure 22-14 Setup Collections, Temporary Custody Screen View
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On either screen, click the Setup Default Thank You Letter button to open MS-
Word. The letter that you set up here will be the template for all new letters added
after you set up or change this letter. Changes will not be applied to existing let-
ters.

Collections default letters are similar to Contacts default letters, with one excep-
tion. In Temporary Custody and Accessions, it is possible to record up to four
separate donors on an individual accession or temporary custody receipt. The
Accessions and Temporary Custody Default Letter screens enable you to cre-

ate four separate default thank you letters, one for each donor. You can switch
between the letters by clicking on the Donor # buttons on the Sidebar. Be sure to
use the correct donor fields when inserting fields. For example, on the Donor #2
Letter, use the name, address, and phone number fields with the “_donor2” at the

end.
Word
Compose Letter > Default Thank You Lefter Donor#2 Hide Toolbar
» H9-00 )¢
Powered by £ Home | Insert  Pagelayout  References  Mailings  Review  View  Addns @
WMicrosoft i |
(= an == 5
% . miroRaimllie=
MS-Word = . Goal 2 -|a 22 = AaBbcenc | aaBbcede AaBb( %
~ ort Paste : = 3 ~[[BZ - A - — Change |Editing
= f 'B £ U abe %, X' Aa~| -l [~ "|%H| qT-l fiMormal | T Mo Spaci.. Headingl Styles- -
Clipboard ™ Font ) Paragraph ) Styles )
Donor Letters 1|§ N R R Sa B 3 ‘&---7‘

Donor #1 Letter

<Letter_date_donor2=

Donor #2 Letter

Donor #3 Letter

Donor #4 Letter

Insert Selected Field

* = >
o oo
o800
@@ @
W @o o
0 o o
FR=l-]
5535
@ i
[3=%
o
- B
ga

Address
Address1_donor2
Address1_donor3
Address1_donord
Address2
Address2_donor2
Address2_donor3
Address2_donord
Addressname
Addressname_donor2
Addressname_donor3
Addressname_donord

<Addressname_donor2=
=Address1_donor2>

L

Note the fields specifically
for donor 2.

<Address2_donor2=
=City_donor2=, <State_donor2= <Zip_donor2=

Dear <Deamame_donor2=

On behalf of the Officers and Directors of the PastPerfect Museum, the community, and
visiting researchers, | would like to thank you for your recent gift to the museum.

Accession# <Accession#=>

Donor#2:

=Description=

In order to complete the donation, please sign both copies of the Deed of Gift Please
retumn the original in the self-addressed, stamped envelope enclosed. You may retain
the copy for your records.

Again, thank you for your generous gift.

Figure 22-15 Default Thank You Letter for Donor #2
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COMPOSING LETTERS

Once your default letters are set up, you are ready to start composing your Col-
lections and Contacts letters. When each new letter is added, PastPerfect will use
the appropriate default letter template that you created. Each letter can be modi-
fied using the same tools for inserting fields and composing the letter in MS-Word
as were available when creating your default letters. For more information about
using these tools, please review the sections for Inserting Fields and Using MS-
Word Tools from earlier in this chapter. Let’s look at the different types of letters
and where they are composed.

CONTACTS LETTERS

Donation Fund Thank You Letters are generated after posting a donation pay-
ment on the Enter Donation Receipt screen or later from the Donation Detail
screen. Each letter is linked to a Donation Fund. When you enter a donation and
choose a fund, the thank you letter you print is based on the fund you selected.
To set up Donation Funds, on the Main Menu click on Setup, then Contacts. On
the Setup Contacts screen, click Donation Funds & Thank You Letters. To create
a new Donation Fund, click the plus sign button and enter the name of the fund.
After you click Add, the new fund will show up on the list of Donation Funds.

P

Setup Contacts

General i

Information e Code u 4 Compose Selected Fund Letter |

| Artifact Acquisition Fund 100 g

Donation Funds & Courthouse Building Renovation Fund | 200 Default ett ime b oi

Thank You Letters efault letters save time by enabling

- Endowment Fund 300 you to create templates on which

Mail Merge Letters General Operating Fund 400 individual letters will be based. Before you
Mew Fund 500 | compose your first letter, set up the Default

_ Restoration Fund - Carter Homestead 200 Danation Fund Letter with margins, address

Membership Types / fields, a signature, general text, etc. When you

— . compose a selected fund letter, they will start

gell;r:ybershlp Click Compose Selected Fund | iy tne gefaut letier settings and fields.

ubtypes ;
70 = % Letter to write your Thank You Flease Mote: When you modify the default
Plargpmgns Letter for the selected fund. letter, the changes will only be reflected in
ELLE new letters. Letters composed prior to
changing the default will remain the same.

In-kind Gifts

Volunteer Projects Setup Default Donation Fund Letter |

Email Mext Donation Receipt# G810

+ | | bt | Exit

Figure 22-16 Donation Funds & Thank You Letters screen
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Select the fund by clicking on it, then click the Compose Selected Fund Letter
button (seen in Figure 22-16) to open MS-Word. If you have set up a default let-
ter, that letter will appear. As you can see in Figure 22-17, the default letter set up
earlier appears here. Compose the text of the letter, inserting fields as needed. The
text should be specific to this particular fund.

Word
Compose Lefter > Default Fund Letter (& . ride Tooloar
H92-60 )+
Iy
Powered by S s Home | Insert  Pagelayout  References  Mailings  Review  View  Addins @
Microsoft ‘L:_j
) = . mivorc il iE| &
B . LS (R B 12 -|A A2 AaBbCeDc | AaBbceD | AaBh( %
MS-Word Paste |B 7 U -abe x, x* Aar|[¥- A-| 5 o TNormal |7 Mo Spaci..| Headingl - Change Editing
- T [EER ([ Styles= || =
Clipboard ™ Font ) Paragraph ) Styles el
Insert Selected Field .Ei.. RN S A A L |

P R
Addr_Box_Contacts = .

Addr_Box_MemBilling _ M[TSE[TM
Amount -

Campaign_ Activity )
Campaign_name
Code

Date .
Date_received -
Dear_Contacts .

<Date=

=<Addr_Box_Contacts=

Dear_NemBilling . Dear <Dear_Contacts=:

Donation_Receipt# -

First_name - Thank you for your donation of $<Amount=to...

Fund -

Group = - Again, thank you for your generous donation. Our history can only be preserved by caring members

g : ofthe community like you.

In_honor_of -

In_memory_of - Sincerely, =

Last_deductible_amt
Last_name - Z &
MName_& Title -
Motes i

Reference - Richard L. Hilton

Revenue_Resiriction . Executive Director
Revenue_Source

Solicitor
Type_of_payment =k

Figure 22-17 Compose Donation Fund Letter with default text

When you are finished, click Close. If you want to edit an existing letter, simply
highlight the fund and click Compose Selected Fund Letter.

Mail Merge Letters encompass a wide range of letters. These are all letters that are
not specifically created anywhere else in the program. They usually include mem-
bership letters, such as renewal thank you letters and overdue reminders. They
may also be invitations to events, donation solicitations, newsletters, and anything
else you need to send to your contacts. To compose these letters, click Setup on
the Main Menu, then click Contacts. Click the Mail Merge Letters button to open
the screen where you create your letters, seen in Figure 22-18.
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Setup Contacts

General
Information

Donation Funds &
Thank You Letters

Mail Merge Letters

Letters 2]

Annual Meeting Announcement Letter

Become a member

Director's Circle Dinner Invitation

Exhibit Opening - Local Artists

Explorers Club Dance - Invitation

Membership Types

Inactive Member Renewal Lefter

Membership Renewal Letter

o Compose Selected Letter

Default letters save time and offer a way
to create templates on which individual
letters will be based. Before you compose

your first letter, set up the Default Letter with
margins, address fields, a signature, general
text, etc. When you compose a selected letter,

- they will start with the default letter settings
ge&bership Thanks for Membership Payment /| and fields.
ubtypes ;
ﬁ Cllck.Compose Selected Letter Please Mote: When you modify the default
Plargpalgns to write your selected letter. letter, the changes will only be reflected in
Ll new letters. Letters composed prior to
- changing the default will remain the same.
n-kind Gifts

Wolunteer Projects Setup Default Letter ‘

Email

AN

Exit

Figure 22-18 Mail Merge Letters screen

To add a new letter, click the plus sign. Enter the name of the letter and click Add.
Highlight the new letter and click Compose Selected Letter to open MS-Word. To
edit an existing letter, click on the letter and click Compose Selected Letter.

NOTE

Correspondence to billing members should use “Addr_Box_MemBilling” instead
of the regular address box field of “Addr_Box_Contacts.” “Addr_Box_MemBilling” will give you the
primary or secondary billing address, depending on the date. Use “Dear_MemBilling” instead of the
regular “Dear_Contacts” field.

Pledge Thank You Letters are generated after a contact makes a pledge to your
institution. They are printed from the Enter a New Pledge or Pledge Detail
screen. The letters are linked to campaigns, so each campaign has a different
Pledge Thank You Letter. To compose these letters, click on Campaigns on the
Main Menu. If you do not have the campaign created, click Add, then enter a
campaign name, start date, end date, and other information, then click Save.
Once the campaign is created, click the Setup Pledge Thank You Letter button
on the Sidebar to open MS-Word and compose your letter.
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= Campaign Management =]
&+ * & i (Sort by [ —— _
| " | 4 | LR Add | Browse ;ﬁ Delete Eind _F%;t |A30||D!' Campalgn# H|
More Screens — | Campaign 2009 Annual Fund Drive Start Date 01/01/2009
Excel Spreadsheet
for Costs Manager Smith, Elizabeth End Date 12/31/2009 Progress to Goal
e Fund i -
T . und General Operating Fund J First Receipt 05/03/2008 00%
Donations Purpose Donations will support the general operations of the museum. =
=1 Last Receipt 11/24/2009 o
Update History LI Last New Member (01/15/2009
. s
Actions L New s
Setup Pledge Activity Members, Cost Goal M Fledged M Received
Thank You Letter = | Annual Appeal Letter 1 700.00 25.000.00 10,100.00 6,475.00 £
Setup Pledge o il 0.00 0.00 B
Pamentiemindel "2\ Click here to compose 0.00 0.00
_ 40%
cnange campaign| | 2| | your Pledge Letters. 0.00 0.00
Hame = 0 0.00 0.00 22
= 0 0.00 0.00 =
= 0 0.00 0.00
= 0 0.00 0.00 0%
= 0 0.00 0.00
= 0 0.00 0.00
Miscellaneous 0 0.00 0.00
Totals 1 700.00 25,000.00 10,100.00 6,475.00  Net 5,775.00
Updated by Unknown Updated  01/15/2009 01:39 PM

Figure 22-19 Campaign Management screen

Pledge Payment Reminder Letters are generated after a contact makes a pledge
to remind him or her of the scheduled upcoming pledge payment. These letters,
like the Pledge Thank You Letters, are linked to campaigns and are printed from
the Enter a New Pledge or Pledge Detail screen.

Once the pledge has been posted, you may view the Pledge Detail screen, seen in
Figure 22-20. On this screen you have the option to view the Default Reminder
Letter, which is the letter specific for the campaign. You may further modify that
letter on the MS-Word screen if you need to tailor the letter specifically for this
donor. To print that reminder letter (including modifications) with merged infor-
mation, click the Selected Payment Reminder Letter. The information merged
into the letter comes from the Schedule of Payments on the Pledge Detail screen.
For more information about the Pledge Detail screen and the pledge letters, please
see Chapter 23 - Campaigns and Pledges.

To compose these letters, click on Campaigns on the Main Menu. Find your cam-
paign record and click the Setup Pledge Payment Reminder Letter button, seen in
Figure 22-19, to open MS-Word and compose your letter.
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= Pledge Detail ==
Schedule of Payments
Pledge# 77 Dug [ Amount | Paid [ Balance  [4]

First LastName Harding Kramer | 08/15/2009 1000.00 0.00 1000.00

| |08/15/2010 1000.00 0.00 1000.00

Company  Kramer Building Supply 09/15/2011 1000.00 0.00 1000.00

ettt 2005 Annual Fund Drive J | |oarsizo12 1000.00 0.00 1000.00

: : 09/15/2013 1000.00 0.00 1000.00
Campaign Activity Annual Appeal Letter J B
Fund  General Operating Fund J ||
Fund Code 400 Group  Executive Club H
Pledge Date  09/01/2009 Soliciter Mancy Patterson J :

Payment information can enly be changed by editing the Schedule of Payments H

Amount 500000 No. of Payments 5= B
Collected 0.00 1stPayment Date 09/15/2009 :
Write-off Amount Payment Interval Annually J i
Bal 5000.00 Write-off Date  / / Il .
sance et H After selecting a payment above,
Last Payment I Mext Payment Due 09/15/2009 - . . .
] click here to view and print the
T H Payment Reminder Letter. _|

/ .|

In Honor of

Click here to view and change the Default

Motes
; ; Total 5000.00 0.00 5000.00
Reminder Letter for this contact’s pledge. | '®#¢
J Add Payment | Edit Payment || Delete Payment ‘
Edit | Delste ‘Thaﬂk\’ou Lerter| Defau\tRemmderLerler| Selected Payment Reminder Letter | ["|Dont Send Reminder Letter

Figure 22-20 Pledge Detail screen

In-kind Gift Letters are printed after posting an in-kind donation to thank the
donor for the gift. The default letter is the same letter that is printed for all in-kind
gifts. Please see the section earlier in this chapter for creating default letters.

COLLECTIONS LETTERS

The Temporary Custody Thank You Letter is printed after entering a Tempo-
rary Custody receipt. It acknowledges the receipt of the items and gives the
donor information about the decision making process and care of his or her
items. The letter is composed and printed from the Temporary Custody screen
by clicking the Thank You Letter button on the Sidebar, seen in Figure 22-21.
This will open MS-Word. If you have created a default letter, you will see it
here. If you have made changes on the default letter and you want to use the
modified default here, or you have edited the Temporary Custody record, click
the Rebuild Letter button to overwrite your existing letter and pull in those
changes. You may compose the rest of your letter using the MS-Word Toolbar as
explained in the sections earlier in this chapter.
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= Temporary Custody
B EIRAREAE | (o T
| AR R e | Add ﬂruwsel Edt | Spel | Find | Delete | Print Active ] Receint =|
Record View i
) i Temporary Custody HEERELRL Date Received 01/04/2008 Accession# =
View All Receipts .
——————— Source Packwood, Meil Jr. Incoming Loan# =
View Active ®| | contadt D# Name
View Accessioned ® | Addrass 12343 Elmwood Drive Donor 1 Packwood, Neil Jr. =
View Loaned Donor 2 =|
View foiumed @ | G, State, ZIp | Perfectown PA 19822 Donor3 =
= Email, Country paker@yahoo.com Donord —ID
Dataset -
Home Phone  §10/555-2356 Fax 610/555-6788 J
More Screans WorkPhone  §10/555-6789 Ext 210 CelllPager 610/555-8473 Field 01
. . Field 02
Tankveuteter ¥ | Click here to view and —
1
AddView Additional H
s creattine | print the Thank You Letter. cield 04 Faidos
Updste History Where Acquired Inherited from Neil Packwood Sr. Field 06
T WhoAcquired  Family heirloom collection When Acquired  1900-1915 =
Actions Received by Lufkin, Joseph Recevedas Gift j
Accession or Loan | RetUM by 01/09/2009 Retumed
Transfer to Returned TE T LI
File Description Notes
1 Engagement Ring, 19th century diamond ;l The Packwood family has been prominent in the d
1 Book, Bread from God 1901 Perfactown area since the Revolutionary VWar
1 Letter Ethel Gregory to Neil Packwood Sr. 1888 Period. The family patriarch, Horace WV.
1 Photo Ethel & Neil Packwood Sr. wedding 1902 Packwood, was a pioneer in the area, receiving a
land grant in 1770.  Neil Packwood Sr. was a
Chester County Justice of the peace from 1875 to
1915,

Figure 22-21 Temporary Custody screen

The Accession Thank You Letter is printed after entering an Accession. It gives
the donor a list of the items they donated and thanks them for the gift. It usu-

ally accompanies the Deed of Gift form. To compose and print the letter from the
Accession screen, click the Thank You Letter button on the Sidebar, seen in Figure
22-22, which will open MS-Word. If you have made changes on the default letter
and you want to use the modified default here, or you have edited the Accession
record, click the Rebuild Letter button to overwrite your existing letter and pull in
those changes.

N OT E All letters are backed up when you back up Multimedia files. They are not included
in the data backup.
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= Accession @
AEEIFARIE ¥ oo [
| " < L4 ‘ H Add | Browse: Edit Spell Find Delete Print Media Exit || a
sareen View Accession# 2000.1 Otrers Receiiedas Gt l
Description L ]
— | Source Carter, Rose Ellen Receivedby  Parr, Mary
CatalogRecords @] | Contact Received Date  05/06/2000
Activities Address 3452 Hipkins Lane
) N Accessioned by Parr, Mary
Wore Screens City, St Pastville CIICk here tO view and 0222 Accession Date (5/06/2000
Thank You Lett
ek i eer) | e, print the Thank You Letter.
Deed of Gift Home Phone I - Fax / - Price or Valug Calculate
Addiview Additional Work Phone B10/555-6543 CelliPager /| - Dataset
Denors
Website ContactID# 15| =
Update Hist
HID Y CreditLine In memary of Ebenezer J. Carter b.1817 - d_1876. TC Receipt# =
Actions Accession Includes 4 Catalog Records + [ =
RAdd N;:f Catalog | Object 1D ‘ Object Name | Title Description / Summary
meeors | [Ppi200044 Tintype Beatrice and Bernadette Hand-colored tintype of two young women, Beatrice Schmidt and Berna
L EEER TTOED L 2000.1.3 Book Guide for a Small Map Collectic| Guide for a Small Map Collection is directed to those who, though they I;
Catalog Records
| |Pl2000.14 Print, Photographic Peg's Graduation Photograph of nine people. The four adults are seated in the front row &
M A 2000.1.5 Book, Baby Qur Baby John Lawrence McWi | Baby book published by the Whitman Publishing Company. The baby b
Edit Activity
Change Accession#
Updated by Unknown Updated  04/21/2006 12:55 PM

Figure 22-22 Accession screen

PRINTING CONTACTS MAIL MERGE LETTERS

PRINT ONE LETTER FROM THE CONTACTS SCREEN

To send a letter to one individual, go to the Contacts screen for that individual
and click the Print button at the top of the screen. The screen in Figure 22-23
will appear. Highlight the letter on the Letters on File list that you wish to
send to this contact. Select the Dear Formal or Dear Casual greeting to be used,
then click Print Letter. This will open your letter in MS-Word. Notice that the
information from the contact record is now filled in automatically in the mail
merge fields. You may edit the letter at this point. However, keep in mind that
changes made here will only change this particular letter for this particular con-
tact, for this printing. The mail merge letter on file and the default letter remain
unchanged.
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= Print @
Click on Desired Label Position Letters on File u For Letter Use:
PP cctress Labet2 | Address Label s ¥ Annual Meeting Announcement Letter (@ Dear Formal
Become a member () Dear Casual
Address Label 4 | Address LabelS | Address Label & Director's Circle Dinner Invitation
Exhibit Opening - Local Artists \ Frint Letter
Address Label 7 | Address Label8 | Address Label 9 Explorers Club Dance - Invitation \

Address Label 10 | Address Label 11 | Address Label 12 For Envelope Use:

Inactive Member Renewal Letter \
Membership Renewal Letter /

- (@ Primary Address
Thanks for Membership Payment -
Address Label 13 | Address Label 14 | Address Label 15 \\// 5 dary Address
Address Label 16 | Address Label 17 | Address Label 18 Select. the letter then click S RETEE
Address Label 19 | Address Label 20 | Address Label 21 the Prlnt Letter bUtton'

Preview Screen
Address Label 22 | Address Label 23 | Address Label 24

Address Label 25 | Address Label 26 | Address Label 27 Print Screen
Email Letter

Address Label 26 | Address Label 29 | Address Label 30

Label Style
(#1 (#2 @#3 (#4 (#5 (O #B

Preview Label Print Label

a

Figure 22-23 Contacts Print screen

When the letter is ready to print, click Print this Letter on the Sidebar. Your
printer dialog box will appear so you may print your letter.

Add Entry To Mailing Log

After printing letters or labels or sending an email, when you close the letter
screen a dialog box will appear asking you if you would like to add an entry
into the contact’s mailing log. This allows you to track what you sent, when
you sent it and who received it. It is suggested that you always add entries to
the mailing log unless the mailing was sent as a test or duplicate. The date and
time, type of mailing, recipient’s name and description fields are filled in auto-
matically.

To add the entry to the mailing log, enter your initials in the By field. If you want
the notes included in the log, check the Also Include Notes In Contact Log Entry
box. Enter any additional information in the Notes field. Then click Yes.
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PRINT MULTIPLE LETTERS USING A CONTACT LIST

To print a mailing for a group of contacts, select Contact Lists from the
PastPerfect Main Menu. This will open the Contacts List Manager screen, which
shows all the mailing lists, both User Defined Lists and Fixed Lists. Select the
desired list and click View Selected List on the Sidebar.

TIP

To send a membership letter to one contact per membership, start by choosing the Billing
Members Fixed List.

View Contact List

List Adtians Director's Circle Dinner List ’ Click column header to change sort order
| ViewRecords | Records Total=11
D% | Name and Tiie [ Address| [ city State [ Zip Donations [~ |
& Print, Export 1 Richard Hilton, Chief Software Architect 300 N. Pottstown Pike  Exton PA 19341 1550.00
and Email M2 Melissa Potter 1234 North Main Street  Perfectown HI 95345 975.00
Map Contact [z Mr. and Mrs. Bernard Blaine 3456 3rd Avenue Tamagua PA 10334 22500.00
4 List Sg ‘George M. Kittridge 68000 State Route 11 Perfectown PA 19588 38000.00
Milicent Carter, CEO 3456 South Parsable DrivPerfectown PA 19876 16400.00
Global Change :2 Neil Packwood, Manager 12566 Eimwood Drive  Perfectown PA 19811 6000.00
|22 lan J. Smithsen, President 1300 North Placer AvenuWestgrove PA 19654 9600.00
| oz Henry T. Hanover 1254 Pomeroy Ave. Pastville PA 19345 4000.00
Marro H H Manager 2314 1st Avenue W, Pastville PA 10344 1500.00
— C“Ck here to prlnt Ietters 6754 W. Center Street  Pastvile PA 19342 100.00
Eei.et for contacts on the list. 451 Walnut Street Philadeiphia PA 19104 0.00
15 H
- P o et im0 o Bt A b e b i A,

Figure 22-24 View Contact List screen

Clicking the View Selected List button will bring up the View Contact List screen
which displays the contacts on the list on a grid as in Figure 22-24. You may use
the Narrow List button to target specific contacts on the list. See Chapter 21 - Con-
tact Lists for more information on narrowing lists. Click the Print, Export and
Email button on the Sidebar to continue printing.

In the Print/Export Settings area, seen in Figure 22-25, you may choose to exclude
Life Members or contacts marked with Stop Mail from the mailing. To avoid
mailing to contacts with Stop Mail checked, remove the check from the Include
Contacts Marked Stop Mail box in the Print/Export Settings section. To exclude
Life Members, remove the check from the box next to Include Life Members.
Also, if you use primary and secondary addresses, to ensure you have the correct
addresses, make sure the date in the Mailing Date field is the date you are send-
ing the mailing.
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Figure 22-25
Print/Export
screen

To print one of your Mail Merge letters, in the Print/Export Options section, click
the radio button next to “Print Letters,” then click Print. This will open MS-Word,
as in Figure 22-26. You have a few selections to make on this screen.

Annual Meeting Announcement Letter

\H9-60)-
Home  Inset  Pagelajout  References  Mailings |
G4 Research - - 5 & 2% Final Showing Markup -
GSThesiurus & E Show Markup ~

Spelling & Track  Balloons o
‘Grammar l"a Translate Changes ~ - Reviewing Pane ~

<Date>
<Addr_Box_Contacts>
Dear <Dear_Contacts>:

The PastPerfect Museum of History will be holding its annual planning meeting on
December 10th at 545 P.M. We will discuss long-range plans for the future of our
museum. As a member, your ideas and concems are important. Don't miss this
opportunity to be heard.

Before the annual meeting you will have an opportunity to shop in our Holiday
Gift Boutique. This vear we have many local artists and craftspeople displaying
and selling great gifts and homemade food items. For a preview of the Holiday Gift
Boutique visit the museum shop any time from December 1st through the 10th.

We are looking forward to hearing your ideas and we encourage you to participate
in creating the future of the PastPerfect Museum. If you are planning to attend,
please call 610-555-6787 tolet us know.

Sincerely,

Figure 22-26 Word screen
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The Print Letter window shows you the titles of Mail Merge Letters in a drop-
down menu. Click the down arrow to the right of the window to view your list of
composed letters. Click on a letter to select it. The selected title will appear in the
title window and the MS-Word document will display the selected letter.

Use Dear Formal or Casual - Select whether you want to print the letter using the
Dear Formal or Dear Casual name for the selected letters. Click on the radio but-
ton to choose Formal or Casual.

Once you have selected your letter and your Dear type, you may print your letter
using the Print Options.

Print this Letter - This option prints the letter without the merged data from the
contact records. You will see the inserted field names, your letter text and format-
ting. This can be helpful if you want to print and review a test letter.

Print All Letters - This option merges data from the contact records into the
selected fields and sends a letter for each contact on the list to your printer.

Print Selected Letters - This option allows you to go through the letters one at
a time and decide to print or not print each letter, or specify a range of letters to
print. This will also merge data from the contact records into your letters.

After your letters print, be sure to add the entry to the mailing log, so you can
track the mailing later.

SETTING UP LABELS AND ENVELOPES

In addition to printing letters, PastPerfect gives you the ability to print mail merge
labels and envelopes. There are six label styles you may choose from, in addi-

tion to an envelope. If the default styles do not give you what you want, you may
modify the labels. The default styles are as follows:

Style #1 - This label includes the Name & Title, Company (if filled in), Address],
Address2, City, State, and Zip. Prints on an Avery 5160 mailing label, 17 x 2%".
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Style #2 - This label includes the Name & Title, Company (if filled in), Addressl1,
Address2, City, State, Zip and barcode (with the Barcode Printing Upgrade). Prints
on an Avery 5160 mailing label, 17 x 2%".

Style #3 - Set up to be a membership card, this label includes the member’s first
name and last name, Address1, Address2, City, State, Zip, Home Phone, Date
Joined and Membership Type. You may add your museum’s name and logo. This
card can be set up for any size paper, with the default being an Avery 5371 busi-
ness card, 2” x 3%".

Style #4 - This label is set to print the billing address. If you have selected to use
an alternate billing address for a member, that alternate address will be used. If
you have not selected to use an alternate billing address for a member, or the con-
tact is not a member, the regular mailing address fields will be printed, as on Style
#1. Use this label if you use alternate billing addresses for memberships or have
created a User Defined List that includes only billing members. Prints on an
Avery 5160 mailing label, 17 x 2%".

Style #5 - This label is also set to print the billing address. Use this label if you use
alternate billing addresses for memberships or have created a User Defined List
that includes only billing members. Prints on an Avery 5160 mailing label,

1// X 25 8”-

Style #6 - Similar to Style #4 and Style #5, this label is also set to print the billing
address. Use this label if you use alternate billing addresses for memberships or

have created a User Defined List that includes only billing members. Prints on an
Avery 5160 mailing label, 17 x 2%".

Envelope - The envelope includes the Name & Title, Company (if filled in),
Address1, Address2, City, State, and Zip. It is designed to fit on a #10 envelope.

These labels and the envelope may be modified to use a different size label or
envelope, or to include different fields. Each label and the envelope can have two
custom layouts that you can rename. To modify the labels and envelope, click on
Reports on the Main Menu, then click the Contacts under Report Types. You will
see the Contacts Labels Styles #1-6 and Contacts Letter Envelope on the list of
reports, as in Figure 22-27.
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-

= Reports |£|
Report Types Contacts Reports
Objects Contacts Field Descriptions
= Contacts Labels Style #1 S Zaeeed Report
FILES Contacts Labels Style #2
Archives Contacts Labels Style #3 Highlight the
by || |Contacts Labels Stie #4 selected label style Report Layout Options
1porary Contacts Labels Style #5 | Standard Layout
All 4 Catalogs Contacts Labels Style #5
- Contacts Letter Envelope Click Layout @ Custom Layout 1
. Contacts List )
———— Contacts List by Zipcode () Custom Layout 2
Authority Files Contacts List with Membership Info

~—— 1 |Contacts Screen Click Modify |—> Modify Selected Layout
Contacts

*Donated at least twice in last four years
Dues & Donations *Donors Last Five Years - Last Donated Info |
Full Size Image - Contact |

Rename Selected Layout

Exhibits Invalid Email Addresses Reset Selected Layout to Standard
) - Mailing Log _

Field Descriptions

pi *Major Donars Change Report Description
Images To Do List ) Create Mew Label Layout
| [|volunteer Hours Detail
e Volunteer Hours Summary by Project Code [ Selectbayout when Prinfing
Loans Incoming Volunteer Hours Summary by Project Mame
—————— |Volunteer Hours Summary by Volunteer
Loans Qutgoing Volunteer Hours for One Contact +Report Maker R

— | ; g eporis
Pledges Zip Code Tally
Research - Query
System J
Temporary The Contacts Labels style #1 allows you to print mailing -
Custody labels for all or a range of contacts in your database. You Close
may selectthe range by a number of fields including;

Special Reports Group, First name, Last name, Company, City, State, Zip

code, Follow-up date, Membership type, or Paid thru date. =

Figure 22-27 Contacts Reports screen

To modify a label, highlight the label style and select either Custom Layout 1 or
Custom Layout 2 on the right. Then click Modify Selected Layout to open the
Label Designer screen where you will make your modifications. Modifying labels
and the envelope is similar to the report modifications discussed in Chapter 19 -
Advanced Report Modifications.

Example Label Modification

To give you an example of what is possible with the labels, let’s walk through
an example. Your institution would like to change Label Style #1 to print the
Paid Thru Date of members on labels, and change the font of the label. Here are
the steps:
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1. Open the Label Designer screen for Label Style #1, using the steps above.

& Label Designer - ilabell.Ibx - PastPerfect Evaluation

& File Edit Wiew Format Report
2l

2 Page Header

2 Caolurmn Header

{ JetAddress(1):

A Detail

2. Column Footer

2 Page Footer

ReportControls &)
L ABE+OOH a

Bomded=0 = mE %

Figure 22-28 Label Designer screen

2. To add the field for Paid Thru Date, you first need to make space on the label.
To do this, make the box containing the address, GetAddress(1), smaller.
Click on the box, then click on the handle (black dot) on the top edge of
box. Hold the mouse button down and drag the mouse down. When you
let go of your mouse, the box should be smaller, as in Figure 22-29.

Figure 22-29 & Label Designer - ilabell.lbx - PastPerfect Evaluation
Label with EP File Edit “iew Format Report

shortened LI I U BT -1 B
address box I

2 Page Header

< Calurmn Header

A Detail

2+ Calurnn Fogter

2 Page Footer
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3. To insert the Paid Thru Date field at the top of the label, find your Report
Controls Toolbar. If you do not see it on the screen, go to View at the top
and click Report Controls Toolbar. On the toolbar, click the ab button,
then move your mouse to the space above the GetAddress(1) field.

Figure 22-30 &5 Label Designer - ilabell.|bx - PastPerfect Evaluation i
Label with = '
“ab” button P UL O PO PO NI S O AR PO PO O
1] N N N M M N N N N N M N N
N L Click the “ab” button, '
2 Page Header then draw a box above
2 Column Header the address box. 4
o [ 1 ¢ lae— | | | | :
__ oA ddreea HE SRR R SRR R 1 1
RN =
e e a 1
1 I
A [Detail
2. Column Foater ]
2 Page Footer
R s R = e e A.d

Click and draw a box with your mouse. When you let go, the Report

Expression screen will appear.

4. In the Expression line, type in the field name for the Paid Thru Date field,

which is “nextdue”.

Flgure 22-31 8l Report Expression [E3a]
RrReport
Expression Expression: | nextdue () B
screen Format (=)
pedcstey Enter “nextdue” in
. . tighs. ..
B the Expression line. Hos)
— Fritt ‘wher...
Comment

5. Click the Print When button to open the Print When screen. In the field
Print only when expression is true, type in “!lempty(nextdue)” as in Fig-
ure 22-32. This will prevent the empty date field from printing if you use

this label for non-members.
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Figure 22-32 2 Print When |E|
Print When b

Tint repeated valuss
screen @

Cancel

Alzo print

LBz e e Type in: lempty(nextdue) |
Frint only when expresszion is true;
lempty[nestdue) E]

6. Click OK on the Print When screen, then click OK on the Report Expression
screen to close the windows.

7. The nextdue field box will appear on your label. You may move the field
to the appropriate location on your label by clicking on it and using the
arrow keys on your keyboard. Make sure the field does not overlap any
other fields. You may also want to make the field longer, by clicking on
one of the center handles (small black boxes) on the left or right edge and
dragging it out. You may also do this by holding down the Shift key and
Right Arrow key on the keyboard at the same time.

Figure 22-33 £ Label Designer - ilabell Ibx - PastPerfect Evaluation |
Label with P
nextdue field . ‘I SRR

2+ Page Header

2 Colurmn Header 1
T
1 G da R B

4 Detail

2+ Golumn Footer

L Fage Footer

8. Lastly, let’s say you want to change the font of the entire label. Click Edit
at the top and click Select All. This will select all the fields on the label.
Then go to Format at the top and click on Font. You will see the screen in
Figure 22-34.



Letters, Labels & Email 489

Figure 22-34
Font Screen

Font
Font: Font style:
[Arial Namow] Regular
T Angsana New »
B AngsanallPC | | halic
H Arabic Typesetting || |Bald
T Asal Bold talic
T Arial Black
' Azl Rounded MT Boli ™
Effects Sample
[] Strikeout
[ Underdine REEDTR
Color:
I Cl=ck - Script:
Westem -
This is an Open Type font. This same fort will be used on both your
printer and your screen.

Choose the font and font size. Be sure to choose something small, so the
text still fits on your label. Click OK to make the change.

9. Make sure your fields fit on your label without overlapping. They may
touch so that there is a dark line in between the fields. If the fields over-
lap, they will not print.

Figure 22-35
Label with
new font

5 Label Designer - ilabell.lbx - PastPerfect Evaluation |
£ File Edit View Format Report

LRI L T IR I I

2. Page Header

I

2. Column Header

e

a Detail

25 Column Footer

2. Page Foater

S

10. Once you are happy with the layout, click File at the top and Save, then
click File again and click Close. As long as you have this label set to use
this custom layout, it will print the label with these changes. You may
rename the custom layout you modified by clicking the Rename Selected
Layout button on the Reports screen. When printing your label, be sure to
select Style #1. The labels should look like Figure 22-36.
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%) [ ¥ &

Page 1
0215/2010 0215/2010 1203172007
Richard Hifion, Chief Software Architect Mary Par, President Mr. and Mrz. Bemand Blaine
PastPerfect Software Com pany PastPerfect Software Com pany 3456 3rd. Avenue
300 N. Posttstown Pike 300 North Pottstown Pike Apt #6578
Suite 200 Suite 200 Tamaqua, PA 10334
Exion, PA 19341 Exton, PA 19341
012062010 022112010
Geomge M. Kitridge Eric J. Jenking Milicent Carter, CEQ
Kittidge Ranch Jenkins Motorboat Co. Perfect Shoe Company
68000 State Route 11 4532 South Hill Street 100 Oceanpark Circle
Perfectown, PA 16588 Chelienham, PA 15654 Avalon, NJ 20043
12/30/2008 02152011 06/15/2006
Neil Packwood, Manager lan J. Smithson, President Alfred B. Washington, President
12566 Eimwood Drive First Interstate Savings and Loan Malvern Board of Education
Ferfectown, PA 18811 1300 Morth Flacer Avenue 3456 Palfrey Ave.
Westgrove, PA 19654 Malwern, PA 19778
E T SR St B T T

Figure 22-36 Preview of modified labels

Adjusting Label Paper for your Printer

Another common modification for labels is adjusting the label page so it prints
out with the labels aligned properly. Each printer picks up label paper differ-
ently, so you may find your labels are too high or too low on the page. Here are
the steps to make adjustments.

1. Open the Label Designer screen by clicking on Reports on the Main Menu,
then the Contacts button, then highlighting the desired label style and
clicking Custom Layout 1 or Custom Layout 2. Click Modify Selected
Layout.

2. If your labels are printing too high on the page, so that the tops of the labels
are getting cut off, click on the Column Header band and drag it down
a small amount. You may also move the GetAddress(2) field on the label
down as far as possible. Do this by clicking on the field. Then use the
down arrow on your keyboard to move the field down. Make sure the
bottom of the field does not go below the Detail band. See Figure 22-37.
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Figure 22-37 5 Label Designer - ilabeld.lbx - PastPerfect Evaluation |
Label with =) ]
Column I Y . | Make a small amount of

_/ space between the Page
{ Header and Column Header.

Header 1. ...... = ......
moved down ) IS S S B

2. Page Header

2 Colurnn Header

A Detail

< Colurnn Footer

£ Page Footer

B

o BTt T

3. If your labels are printing too low on the page, so that the bottoms of the
labels are cut off, click on the Page Header band and drag it up a small
amount. You may also move the GetAddress(2) field on the label up as
far as possible. Do this by clicking on the field. Then use the up arrow on
your keyboard to move the field up. Make sure the top of the field does
not go behind the Column Header band.

Figure 22-38 5 Label Designer - ilabeld.Ibx - PastPerfect Evaluation i

Label with Page ;

Header and N S

address field Move the GetAddress(2)
I R R R R R R P R N T inst the Col

moved up e - |_||eeaduepr-agalns e Column

2 Column Header / :

0] |GerAddress(2):

i

[ T T T T T P TS T PUTU FUTT TSR ..
A Detail

PR

2. Column Footer

£ Page Footer

- e ek T,

4. Once you have made your modifications, save your changes by going to
File and Save, then File and Close. Do a test print of your labels by going
to Contact Lists and printing a page on regular paper, then holding the
label paper up to it and see if the label text fits within the labels. If not,
go back and make further adjustments. This process can take a few tries
to get the labels lined up properly. Once they are set, continue to use the
selected Custom Layout for the label.
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Adjusting Envelopes for your Printer

Each printer feeds envelopes differently. Using the default envelope setup, you
may find that your printer does not properly print envelopes. They may be
printed in the wrong direction, or the address prints in the wrong location. An
easy way to fix this is to change the paper size within the envelope’s report
designer.

On the Main Menu, click Reports, then click Contacts. Highlight the Contacts
Letter Envelope and click Custom Layout 1 or Custom Layout 2. Then click
Modify Selected Layout. On the Report Designer screen, click File at the top and
click Page Setup. On the Report Page Setup screen, click the Page Setup button.
Change your paper size to Envelope #10, or the appropriate size envelope. Your
screen may look something like Figure 22-39, although different printers will show
different screens. Click OK, then OK again to close the windows. To save your
changes, go to File and Save, then File and Close. Once this envelope is set up
correctly, continue to use the selected Custom Layout.

Figure 22-39 Page Setup =
Page Setup
screen with
Envelope #10
size

Paper

T [Envelope #10 -
Source: [ Automatically Select v]
Orientation Margins (inches)

() Portrait 1 1

@ Landscape 1 1

N OT E The Temporary Custody Thank You Letter Envelope and the Accession Thank You
Letter Envelope may require adjustments to print properly as well. These forms are also modified in
the Main Menu | Reports area of the program.
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PRINTING LABELS AND ENVELOPES

The process of printing labels and envelopes is similar to printing letters, as they
may be printed either one at a time or for a list of contacts.

PRINT ONE LABEL OR ENVELOPE FROM THE CONTACTS
SCREEN

PastPerfect has a special built-in printing feature that allows you to print indi-
vidual mailing labels when you print a letter from the Contacts screen. This
feature allows you to reuse mailing label stock. To print one label or envelope,
click the Print button at the top of the contact record. You will see the screen in
Figure 22-40.

= Print @
Click on Desired Label Position Letters on File u For Letter Use:
Address Label 1 | Address Label2 | Address Label 3 ¥ Annual Meeting Announcement Letter (@ Dear Formal
Become a member () Dear Cazual
Address Label ¢ | Address LabelS | Address Labels Director's Circle Dinner Invitation
Exhibit Opening - Local Artists Print Letter
Address Label 7 | Address Label8 | Address Label & Explorer's Club Dance - Invitation

Inactive Member Renewal Letter
Membership Renewal Letter
Thanks for Membership Payment

For Envelope Use:

Address Label 10 | Address Label 11 | Address Label 12

(@ Primary Address
Address Label 13 | Address Label 14 | Address Label 15

(") Secondary Address

Address Label 16 | Address Label 17 | Address Label 12 Print Envelope

Address Label 19 | Address Label 20 | Address Label 21

Preview Screen
Address Label 22 | Address Label 23 | Address Label 24

Address Label 25 | Address Label 26 | Address Label 27 Print Screen
Email Letter

Address Label 28 | Address Label 20 | Address Label 30

Label Style
@ (#2 (U#3 (#E (#5 (%6

Preview Label Print Label

Figure 22-40 Contacts Print screen

The left side of the screen displays a sample label sheet. Simply select the position
on the label sheet you want to use by clicking on the position. The printer will
print the contact mailing information on that particular label. You may select your
Label Style at the bottom of the screen. To preview, click the Preview Label but-
ton. If you are ready to print, click the Print Label button.
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To print an envelope, first choose whether you want the Primary or Secondary
Address used. Then click Print Envelope to send it to your printer.

NOTE

The Temporary Custody and Accession Thank You Letter Envelopes are printed one
at a time from the Thank You Letter screen in the respective sections.

PRINT LABELS OR ENVELOPES USING A CONTACT LIST

To print labels or envelopes for a list of contacts, select Contact Lists from the
PastPerfect Main Menu. This will open the Contacts List Manager screen, which
shows the User Defined Lists and Fixed Lists. Select the desired list and click
View Selected List on the Sidebar. You will see the screen in Figure 22-41.

View Contact List

List Adtians Active Memberships O Click column header to change sort order
| ViewRecords | Records Total=24
D | Name and Title I Address1 [ City State [ Zip Donations [~ |
=) Print, Export 1 Richard Hilton, Chief Software Architect 300 N. Pottstown Pike  Exton PA 19341 1550.00
and Email 5 Melissa Potter 1234 North Main Street  Perfectown Hi 96345 975.00
m Map Contact 15 Dr. Karen E. Slater 5678 Penney Lane Chettenham PA 19544 1250.00
List ] ‘George M. Kittridge: 58000 State Route 11 Perfectown PA 19588 38000.00
12 Juanita Estevez 5558 Hyde Park Philadelphia PA 18576 3700.00
Global Change 14 Ms. Laura Jenkins, Director 4532 South Hill Street  Chelttenham Pa 19654 2295.00
15 Rose Ellen Carter 3452 Hipkins Lane Pastville PA 10222 2400.00
16 Millicent Carter, CEQ 3455 South Parsable DrivPerfectown PA 19876 16400.00
Narrow List 2o Jennifer Grimes 5542 Northwest "J” StreChektenham PA 19345 1000.00
[21 Ms. Theresa Underwood 8577 Elm Street Bristol PA 18343 0.00
ResetNarrowed [22 Kate Baker, Owner 100 South High Street  Pastville PA 19382 1000.00
List 23 MNeil Packwood, Manager 12566 Emwood Drive  Perfectown PA 18811 000,00
lan J. Smithson, President 1300 North Placer AvenulWestgrove PA 19654 9500.00
[25 Alfred B. Washington, President 3456 Palfrey Ave. Malvern PA 19776 51300.00
. S— e SSSES s i atar e

Figure 22-41 View Contact List screen

You may use the Narrow List button to select a specific range of contacts from
this list, if you want to narrow the list down further. To continue printing labels or
envelopes, click the Print, Export and Email button on the Sidebar. This will open
the Print/Export screen, seen in Figure 22-42.
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Figure 22-42
Print/Export
screen

In the Print/Export Settings area, you may choose to exclude contacts from having
labels or envelopes printed for them. To exclude contacts with Stop Mail, do not
check the box next to Include Contacts Marked Stop Mail. To exclude Life Mem-
bers, leave the box next to Include Life Members empty. Also, if you use primary
and secondary addresses, to ensure you have the correct addresses, make sure the
date in the Mailing Date field is the date you are sending the mailing.

Then in the Print/Export Options section, click the radio button next to Print
Labels & Envelopes, then click the Print button. On the next screen, seen in Figure
22-43, choose your label style or envelope and click either Preview or Print.

Figure 22-43
Print screen

Label Style
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TIP

If you are using Alternate Billing Addresses, be sure to choose Label Style #4, #5, or #6.

After printing your labels or envelopes, be sure to add the entry to the mailing
log so you can track the mailing later.

EMAILS

PastPerfect has the ability to send mass emails to your contacts for whom you
have valid email addresses. To make use of this function, your computer must
have an internet connection and you must have an active account with an SMTP
email server. Your email account settings must be entered on the Setup Email
screen, by going to the Main Menu | Setup | Contacts | Email | Email Setup. For
more information about setting up your email, please see Chapter 20 - Contacts.

COMPOSING EMAILS

Email letters are composed on the Setup Email screen. Go to the Main Menu |
Setup | Contacts, then click the Email button to bring up the screen in Figure
22-44 where you create your email letters.

Setup Contacts

General Email Letters l_| Compose Selected Email |
SIEIETET Email - Annual Meeting Announcement

Donation Funds & Email - Become a Member Email Setup |

Thank You Letters Email - Exhibit Opening Invitation

Email - Membership Renew #2
Email - Membership Renewal #1
Email - Thanks for Membership Payment

Mail Merge Letters

Membership Types

Membership
Subtypes

Campaigns &
Pledges

In-kind Gifts

Volunteer Projects

Email

4+ | | | Exit

Figure 22-44 Setup Contacts Email screen
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To create a new email letter, click the plus sign button. Enter a name for the email
letter and click Add. The new email letter will be added to the list. Highlight the
email letter, then click the Compose Selected Email button and the Compose
Email Text screen will appear.

-

= Compose Email Text

&

Mame: Email - Exhibit Opening Invitation

Subject: Exhibit Opening Invitation

The PastPerfect Museum is proud to present its annual exhibit honoring local artists. We would like to invite you and a guest J
to attend the gala opening of the exhibit on September 16. The gala will begin with a walk through the exhibit accompanied by

several of the artists. Festivities will bagin at 7:30 PM. There will be a cocktails and appetizers reception after everyone has
had a chance to view the works.

As Director of the PastPerfect Museum, | am particularly proud to present this exciting exhibit showcasing our own local artists.
‘We hope that we will see you there.

Please RSVP by September 1.
Sincerely:

Richard L. Hilton, Director
PastPerfect Museum

=]

@ PlainText © HTML Spell Chack Exit & Save ‘

Figure 22-45 Compose Email Text screen

The name of the email letter will appear in the Name field at the top of the screen.
This is just for your reference; recipients will not see this in their emails. The Sub-
ject field at the top of the screen is designated as the Subject of the email, which
the recipients will see. By default the Subject will be filled in with the name of the
email letter, so be sure to edit the Subject line appropriately if needed.

You have the option to compose your email in Plain Text format or HTML. Please
choose the format for this email before you begin typing the text in the large white
field. You do not need to add a “Dear” line to your email text as this can be added
later. Attachments to your email, such as MS-Word documents or PDF files, may
be inserted once you are ready to send your email to a Contact or a Contact List.
Click Exit & Save to close the screen. Click Exit to close the Setup Contacts screen.
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SENDING EMAILS

Like Mail Merge letters, labels and envelopes, you may send emails to one con-
tact or to a list of contacts.

Sending One Email from the Contacts Screen

To send an email to just one individual, go to the Contacts screen. Select the con-
tact you wish to email, then click the Print button at the top of the screen. On the
Print screen, click the Email Letter button. Highlight the letter you want on the
Email Letters list. Select Dear Formal, Dear Casual or None as the greeting to be
used, then click Email Letter. This will bring up the Send Email screen.

-

= Send Email =]

: Harding K T
To Mame: arding Kramer AL

To Address: Nap@museumsoftware.com

cC:
Subject Exhibit Opening Invitation

Attachment: M
Hap, J

The PastPerfect Museum is proud to presentits annual exhibit honoring local artists. We would like to invite you and a
guest to attend the gala opening of the exhibit on September 16. The gala will begin with a walk through the exhibit
accompanied by several of the artists. Festivities will begin at 7:30 PM. There will be a cockiails and appetizers reception
after everyone has had a chance to view the works.

As Director of the PastPerfect Museum, | am particularly proud to present this exciting exhibit showcasing our own local
artists. We hope that we will see you there.

Please R3VP by September 1.
Sincerely:

Richard L. Hilton, Director
PastPerfect Museum

suppornt@museumsoftware.com
Support Desk
PastPerfect Museum

=)

Include Signature  Change Signature @ Plain Text | HTML Send ‘ Cancel ‘

Figure 22-46 Send Email to one contact

Notice that the To Name and To Address fields are filled in with data from the
contact record. You may add another address in the CC line. If you want to attach
a file to this email, you may do so here by clicking the paper clip button and locat-
ing the file to attach.
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If you want to include, not include, or edit the signature line, you can make that
change on this screen. Editing the email signature will affect the default email
signature for all emails. You may also edit the email if needed. However, keep in
mind that changes made to the email text will only change this particular email for
this particular contact. The email letter on file remains unchanged.

When you are ready to send the email, click the Send button. You will see a message
appear telling you if the email was sent successfully or not. You will also have the
option to add an entry to the mailing log for this email. It is recommended that you
add entries to the mailing log unless they are duplicates or sent for testing purposes.

TI P If you want to send an individually written email to one contact, click the letter icon next to
the email address on the contact record. This email will not be kept on file.

Sending Multiple Emails Using a Contact List

To send a mass email to a list of contacts, select Contact Lists from the PastPerfect
Main Menu. This will open the Contact Lists Manager screen, which shows the
User Defined Lists and Fixed Lists. Select the desired list and click View Selected
List on the Sidebar.

TI P If the list that you are emailing to has contacts without email addresses, you may still

use the list. Emails will not be sent to those contacts. You may also create lists of just contacts with
email addresses, using the Query builder to include only contacts whose email field is not empty. If
you want to send an email to members with email addresses, and send a paper mailing to members
without email addresses, you should create two lists. One list will be for members with email and the
other list will be for members without email.

On the View Contact List screen, click the Print, Export and Email button on the
Sidebar to continue.

In the Print/Export Settings area, you may choose to exclude contacts from hav-
ing an email sent to them. To exclude contacts with Stop Mail, leave the box next
to Include Contacts Marked Stop Mail empty. To exclude Life Members, leave
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the box next to Include Life Members empty. In the Print/Export Options section,
click the Email Letters button. On the next screen, choose your email letter and
Dear style, then click Email Letter.

FIgUI?e 22_47 = Email Letters @
Email Letter B 5
. Email Letters ear
selectlon screen Email - Become a Member @ Formal
Email - Membership Renewal #1 (I Casual
Email - Membership Renew #2 I None

Email - Thanks for Membership Payment
Email - Annual Meeting Announcement

»|Email - Exhibit Opening Invitatior| | Select an Email
Letter from the

list and click
“Email Letter”

Email Letter

o AR P - e SRR

On the Send Multiple Emails screen, you will see an email addressed to the first
person on the list.

Figure 22-48 [ = Send Multiple Emails |E|
Send Multiple
Emails screen

ToMame: Melissa Potter ._ﬁ AL
To Address: melissa@textech kom

Subject: Exhibit Opening Invitation

Aftachment: M (@) Plain Text( | HTML
Ms. Potter, J

The PastPerfect Museum is proud to presentits annual exhibit honoring local artists. We would like to invite you and a
guest to attend the gala opening of the exhibit on September 16. The gala will begin with a walk through the exhibit
accompanied by several of the artists. Festivities will begin at 7:30 PM. There will be a cocktails and appetizers reception
after everyone has had a chance to view the works.

A5 Director of the PastPerfect Museum, | am particularly proud to present this exciting exhibit showcasing our own local
artists. \We hope that we will see you there.

Please RSVP by September 1.
Sincerely:

Richard L. Hilton, Director
FastPerfect Museum

support@museumsofiware.com
Support Desk
PastPerfect Museum

=

} | Email this One Person | Send One Email to Everyone |[ Blind CC Send Emails to Everyone | Ezxit |

Progress

Include Signature  Change Signature |
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You may view the emails for the other contacts on the list by clicking the arrow
buttons at the bottom of the screen. If you want to attach a file to this email, you
may do so here by clicking the paper clip button and locating the file to attach.
If you want to include, not include, or edit the signature line, you can make that
change on this screen. These changes will affect the email sent to all contacts on
the list.

You have three options for sending mass emails:

Email this One Person - This option sends the email to the contact shown on the
screen. Use the arrow buttons to move to the next contact on the list and click the
button again to send an email to that contact. Use this option if you want to send
the emails one at a time, or if you want to personalize each email. You may skip
over contacts using this option.

Send One Email to Everyone - This option creates one email with all the recipi-
ents in the “To” field. If you want to make the recipient list invisible, so that con-
tacts cannot see the email addresses of the other recipients, check the Blind CC
box. This option is often the fastest way to send out emails. However, if there is an
invalid email address on the list, the email may not be sent. We suggest this option
be used for lists of 25 or less recipients when you want to be able to respond to
each other. If you make changes to the text of the email letter for the first recipient
when using this option, that modified text will be sent to all recipients. Changes
made on other email recipients” screens will be ignored.

O An invalid email address is one that contains a space, does not have an @ symbol,
or does not have a proper extension such as “.com.” An email address can be incorrect but still have
a valid format.

Send Emails to Everyone - This option creates a separate email for each contact
on the list. Contacts will not see the recipient list in the “To” field of the email.
This option may take longer to send emails, since it requires a separate email for
each contact. However, if there is an invalid email address on the list, you will
be able to skip over it and continue sending to the rest of the list. If you make
changes to the text of the email letter when using this option, it will affect only
the email sent to the recipient on whose email you made the change.
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Once you choose an email option, the Progress bar will begin to move, indicating
that the emails are being sent. Depending on the number of emails you are send-
ing, this process may take a few minutes.

N OT E Your email provider or antivirus software may have limitations on the number of
emails you may send in a period of time. These limitations are set to prevent spam. You may need
to contact your email service provider to see what the limits are, or temporarily turn off your outgoing
email virus scanning. To avoid going over these limits, break up your email list into multiple lists and
avoid attaching large files to your email.

After sending your emails, be sure to add the entry to the mailing log, so you
can track the mailing later.
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