INSTRUCTIONS

For using the database download with the bookplates, mailing labels, donation request letter, and donation thank you letter.

Database

1. Download the database to your desktop and save it.

2. Enter the donation amount per hymnal at the top right of the spreadsheet.   NOTE: hymnals range between $14.00 and $17.00, we suggest asking $20.00 per hymnal to cover the shipping, imprinting, and ancillary editions.
3. Eliminate the sample line at the top of the database and begin entering your donation information. When you enter the number of hymnals your donated amount will automatically show up. Also, as you continue to enter your donations, the total will automatically update. NOTE: If a family has multiple dedication requests it is better to enter each one individually in order to take full advantage of the mail merge to the actual bookplate.

4. SAVE EARLY AND SAVE OFTEN!

Bookplates (we recommend waiting to print your labels until all dontations have been entered)

5. Download and save the appropriate bookplate to your desktop. NOTE: In order to use the mail merge option, you must have downloaded and filled in the fields in the hymnal database file.

1. Open WORD and make sure your Data Merge Manager is open. To do this click on Tools and select Data Merge Manager.

2. Open the bookplate document.

3. If a data source is not selected, click Get Data and choose the Database file you downloaded to your desktop. 

4. An Open Document in Workbook box will appear asking you to enter the cell range. In the cell range field highlight the words Entire Workbook and enter A5:O1000 into this field and click okay. NOTE: If done correctly, column titles should show up in your merge fields.

5. Once your files are linked you can simply click Merge to New Document and your bookplates will merge all the data in your database and you will be able to see the results on your computer screen. NOTE: We recommend saving a copy of your new merged bookplate document just in case you have printer issues.

6. If all is correct, send this new document to your printer. NOTE: Be sure to load your label paper—Avery Label #5168—into your printer before executing this step!

Donation Thank-You Letter (we recommend waiting to print your thank you letters until all dontations have been entered)
1. Download the Donation Thank-You Letter to your desktop and save it.        NOTE: You must have the database downloaded in order for the mail merge option to function properly.
2. Open WORD and make sure your Data Merge Manager is open. To do this click on Tools and select Data Merge Manager.

3. Open the Donation Thank-You Letter document.

4. If a data source is not selected, click Get Data and choose the Database file you downloaded to your desktop. 

5. An Open Document in Workbook box will appear asking you to enter the cell range. In the cell range field highlight the words Entire Workbook and enter A5:O1000 into this field and click okay. NOTE: If done correctly, column titles should show up in your merge fields.

6. Once your files are linked you can simply click Merge to New Document and your Thank-You letters will merge all the data in your database and you will be able to see the results on your computer screen. NOTE: We recommend saving a copy of your new merged Thank-You letters document just in case you have printer issues.

7. If all is correct, send this new document to your printer. NOTE: Be sure to load the correct paper into your printer before executing this step!

Mailing Labels


Follow the same instructions as above for your Mailing Labels. The format works


Avery Label #5160

