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1. Receipts and Letters
2. Custom Data Formats

3. Prospect Management

4. BankWare

5. SendWare

6. Q&A 
In today's competitive fund-raising market and increasing costs, this workshop is all about helping your organization take greater advantage of all that donor.com’s tools and services have to offer!  

1. Receipts and Letters Overview

2. Business Rules

3. List/Segment Codes

4. Receipt Segmentation Plan and Hierarchy

5. Control Files / Mail Merge Instructions

6. RTF documents and Merge Variables
7. Receipt Messages

8. Response Letters / Form Letters
Receipts and Letters Overview

· https://donor.com/manuals_dasco_sysadmin_letters-receipts 

· Receipts / acknowledgment / thank you letters

· Response Letters (other form letters not associated with a gift)

· Business rules define how to segment the day’s receipts

· Control Files provide mail merge instructions

· Data merged into MS Word documents in Rich Text Format (RTF)

· Response Letters (see https://donor.com/manuals_dasco_sysadmin_ltrs-rcps_rpsltrs) 

Business Rules (aka criteria you can use to segment receipts)
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1 DASCO's Receipt Segmentation Criteria

· Most common are motivation and designation

· Can use any combination of criteria
· Notice brand new option to segment by Supplemental “kind”  .. e.g.  anyone with an EML record for emailing a receipt.  
List/Segment Codes
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2 Receipt Lists

 Simply a two-character code to give a “label” or “name” to the receipt segment

· Used as part of naming convention for other pieces in the process
· Notice 33 – Email receipts
Receipt Segmentation Plan
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3 Priority Decisions
· Priority drives which segment a gift belongs to if there is a “tie” between different business rules (e.g.  Large Gift or First Time Donor?)

· Multiple “priority” lines can point to same list code (for multiple reasons why a gift belongs to that segment/list (e.g. NR)

Control Files / Mail Merge Instructions
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4 Merge Instructions
· Control files provide the mail merge instructions

· One for each list/segment code

· Identifies the layout and body documents that are to be used

· Can use variables (ADOC, YYMMDD)
· Use Custom Merge Route ‘rcp2email’ to email receipt instead of printing the paper receipt  (brand new feature)
· https://donor.com/manuals_dasco_sysadmin_rcp-segm_ctlfiles 

RTF Documents and Merge Variables

· Merge fields are pretty much pre-defined but some adjustments can be made

· Field names are defined in a “vars.rcp” file on the server

· See https://donor.com/manuals_dasco_sysadmin_ltrs-rcps_vars for the basic list

· To upload the RTF documents from your PC to the donor.com server, use WinSCP (or comparable secure copy software)  and open a session to files.donorware.net.  (See https://donor.com/resources_sysadmin_ftp for more info.)   Documents for receipts and letters go in the rcptrgt/forms folder.  Templates for e-receipts go in the rcptrgt/templates folder.
Printing Sample Receipts

· A good practice whenever modifying the text or layout of any document used in a receipting process

· Generates a sample document with all inserted documents and variables 

· Merge fields should be expanded (without % % ) and uppercased to indicate successful translation of them
· Go to DASCO ( System Maintenance ( Receipts and Letters ( Produce Sample Receipt
· Choose the sample you want to produce.  It will follow the merge instructions found in the “control file” for that segment.

Receipt Messages

Receipt messages are short “ps” type messages that you can print within a receipt document or letter.  Usually these are just a sentence or two that addresses a question or acknowledges a request from a donor.

These “ps” messages are not written “on the fly”, but are part of a library of pre-defined message options. 

e.g.

“Thanks for your request for information about planned giving.  A representative from our organization will be contacting you shortly.”

“The materials you requested will be sent under separate cover.”

“Thanks for sharing your prayer requests and concerns with us.  We want you to know that we will be praying for you.”

The general steps for setting up a receipt message are:

· Choose a 2-character code for this message.

· Go to System Maintenance, Receipt/Letter Maintenance, Receipt Message Number Maintenance.

· Choose Define message number codes and add your new code.

· Next, choose Modify message number text files.  Choose the message you want to modify (or create).  A text editor will open for you to type your message.  Use carriage returns to break it into individual lines only if needed.

· Make sure that your receipt or letter documents include the merge variables, %Var1%, %Var2%, %Var3%, and %Var4% where you want the messages to print.  (The four variables represent the 4 distinct lines of your message text, if used.)

· Notify your users that they can specify one of these messages as part of Add Dollars.

· Save time and money over generating separate letters for simple requests

For more:  https://donor.com/manuals_sysadmin_letters-receipts_messages   
Response Letters (aka Form Letters)

Response Letters are form letters, generated out of DASCO as part of the Segment/Produce Receipts Daily System Administration menu.  Response Letters are used for answering basic questions or inquires (send me an annual report, how do I sign up for EFT or CC monthly giving, thanks for making a pledge, etc).  Response Letters are independent of gifts, though you may use them alongside a gift receipt.  

Response Letters can handle up to 4 "insert" fields, in addition to the basic name, address, salutation.  These 4 fields can contain dates, amounts, codes, or hand-keyed information that drops into the letter in the specified spot.  
To set up a new Response Letter: 

1. Assign a code and description for each Response Letter. Check the Code Definition File if you need to find an available code. Response Letter Codes can be up to 6 characters long.  If you want to add it to the list now, that's fine, but we recommend you mark it inactive until you are sure your documents are ready to go. Be sure to specify what type of inserts are needed (if any).  You can specify a field to be a date, amount, a code field (with validation).  

2. Create your layout_RSP document or body_xxxxxx document, depending on how your organization is handling response letter documents.  Upload the documents to the donor.com server.  They must be placed in your  rcptrgt/forms folder.  

3. Create a "control file" that provides instructions to the mail merge process on how to put this all together. 

4. Go to System Maintenance, Code Definition Maintenance, Response Letters and enter (or activate) the assigned six character Response Letter code and Description to the table.   Print a sample letter using Print Sample Receipt/Response Letter on the Receipt Production menu.  Adjust your documents as needed. 

5. Advise your data entry operators on how to use the new Response Letter.

A word about the insert / variable fields 

Different response letters have different requirements in terms of the variables you want to insert / merge into the letter.  To aid your operators in knowing how to input those variables,  you can define various prompts for your operators (labels for the fields they will encounter) and define what is acceptable for that field.  

For example, you want the letter to prompt for the name of the person being “honored” for an “in honor of acknowledgement” letter.  (See IHO below).  When used, the IHO field will be labeled “In Honor of:”  Maybe that letter also needs to prompt your user for a dollar amount.  Use ‘AMT”.  It will be formatted with commas, as needed.
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5 Insert Variable Definitions
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6 Letter Definition
Notice how the IHONOR letter has three “inserts” … IHO, AMT, and DT3 (date spelled out as month dd, yyyy)
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7 Add Response Letter

Here’s how those prompts appear when the user “requests” that the IHONOR letter be sent to
1. Overview and Terminology

2. How to build a Custom Output Spec File

3. Manipulating raw data into something meaningful with transformations

4. How data formats relate to select output extensions

5. How to use Composite Fields to generate segmented motivation codes

6. Other Applications and Uses

Overview and Terminology

Custom Output – In a general sense, this refers to a core architectural feature in dasco that provides a configurable way to define the data fields used by a process.    In the context of selects, “custom output” refers to what data fields are exported by a specific select output “extension” (aka name/address format). 

Spec File This is the name of the specification file itself. It is actually stored as "xxxx.spc" in $SELPATH/selmod. Fields are separated by |. Your 3-character Name/Address Format Definition will "point" to the Spec File that goes with it. 

Composite Field A composite field is one that is put together from several data fields using a Composite File. It might be a motivation code that is constructed from recency, frequency, and amount values. Or it might be a field you use frequently that goes through several transformations. By making it a Composite Field, you can call it quickly in a variety of Spec Files. It is stored as "xxxx.fld" in $SELPATH/selmod.

Transformation Options Transformation Options/Functions enable you to take a piece of data and manipulate it. e.g. Right or left justify it within a certain length, reformat a date field, round an amount field, format an amount, get a description for a code, look up a value in a table, etc.

Data Categories The available data fields are grouped into categories. e.g. Name File, Dollar File, History File, Pledge File, Flag Fields, etc. Some of these categories correspond directly to the database schema. Others are calculated from database fields.

Categories marked "Valid as select output only" mean that this category of data is derived during the Select process. Therefore, you would not get meaningful data if, for example, you used this format for a Build Inquiry File from the General Information Screen.

Data Fields These are the data elements you can include in your select output. Some are taken directly from the database. Others are derived or calculated during the select process. Transformations can be performed on these data fields 

How to build a Custom Output Spec File
Write down what data fields you need in your select output file and where they fit in the dasco structure.   (name and address info, gift info, flag fields, email address, pledge info)

You will always need the following:

s1 = first level sort

s2 = primary sort

id = account id code.  It is CRITICAL that you have the id code in the third field.

h1 = header 1 (motivation code)

h2  = header 2 (generally used for spl code)

Step 1:

Go to System Maintenance / Code Maintenance / Custom Output Spec File Maintenance.  

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ Num  Spec File         Description                                           │
│   1  childltr      Child Sponsorship Letters                                 │
│   2  dpidtl        DPI Detail Output Format                                  │
│   3  edonor        DonorWare: for edonor userhook                            │
│   4  email         E-Mail Addresses                                          │
│   5  flags         Account Viewer                                            │
│   6  invitm        fulfillment itmf fields                                   │
│┌───────────────────────────────────────────────────────────────────────────┐ │
││ Enter File Name to Build New File From (<R> = Scratch):                   │ │
│└───────────────────────────────────────────────────────────────────────────┘ │
│  10  labitm        fulfillment itmf fields                                   │
│  11  labord        fulfillment ordf fields                                   │
│  12  labordrev     fulfillment ordf fields                                   │
│  13  letdefs       personal letters def                                      │
│  14  letter        Basic let file format                                     │
│  15  ncoa          NCOA Output Format                                        │
│  16  perl_dupe     Perl-API Dupe Detection Format                            │
├──────────────────────────────────────────────────────────────────────────────┤
│     a          <R> Next, [B]ack up, [S]earch, [A]dd, [M]odify, [D]elete      │
│File dirmail    Go to Composite [F]iles                                       │
└──────────────────────────────────────────────────────────────────────────────┘

Choose [A]dd

Name your “spec” file

ENTER to build from “scratch” or provide another spec file name to copy

Let’s start from scratch

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ File Name: dirmail     File Description:  Format for Dir Mail Letters        │
├──────────────────────────────────────────────────────────────────────────────┤
│ Num  Field                          Description                              │
│   1  s1                             Sort Field 1                             │
│   2  s2                             Sort Field 2                             │
│   3  id                             Id Code                                  │
│   4  h1                             Header Field 1 (Motivation)              │
│   5  h2                             Header Field 2                           │
│ <No more fields>                                                             │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
└──────────────────────────────────────────────────────────────────────────────┘
SELECTION:  a  [A]dd, [M]odify, [D]elete Fields, Des[C]ription, <R> Next
               Add Before Field Number (<R> for last field):

Notice that even from “scratch” the first 5 standard fields are included.  

You will also be able to provide an appropriate description.

Step 2:

Choose [A]dd to add a new field

ENTER to add it to the end OR identify the field it is to come BEFORE

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ Num  Category                                                                │
├──────────────────────────────────────────────────────────────────────────────┤
│   1  Name File Database Fields                                               │
│   2  Prime File Database Fields                                              │
│   3  Dollar File Database Fields                                             │
│   4  History File Database Fields        (Valid as select output only)       │
│   5  History File Calculated Fields      (Valid as select output only)       │
│   6  Pledge File Database Fields         (Valid as select output only)       │
│   7  Pledge File Calculated Fields       (Valid as select output only)       │
│   8  Supplemental File Database Fields                                       │
│   9  Flag Fields                                                             │
│  10  Miscellaneous Fields                (Valid as select output only)       │
│  11  Fields From the Input File                                              │
│  12  Calculated Fields                                                       │
│  13  Formulated Name and Address Fields                                      │
│  14  Id Code                                                                 │
└──────────────────────────────────────────────────────────────────────────────┘
SELECTION:      Enter Category number, <R> Next screen
                [T]ransformation options, [I]nput field

Current field:

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ Num  Category                                                                │
├──────────────────────────────────────────────────────────────────────────────┤
│  15  Fixed Text                                                              │
│  16  Letter Processing Inserts           (Valid in letter processing only)   │
│  17  System Dates                                                            │
│  18  Operator Information                                                    │
│  19  User Defined Zip Code Tables                                            │
│  20  User Defined Composite Fields                                           │
│  21  Flag and User Field Description                                         │
│  22  Account Indicators                                                      │
│  23  Safari Order File Database Fields   (Valid as select output only)       │
│  24  Safari Order File Calculated Fields (Valid as select output only)       │
│  25  Safari Item File Database Fields    (Valid as select output only)       │
│  26  Safari Subscription Database Fields (Valid as select output only)       │
│  27  Safari Inventory Database Fields                                        │
│ <No more categories>                                                         │
└──────────────────────────────────────────────────────────────────────────────┘
SELECTION:      Enter Category number, <R> Next screen
                [T]ransformation options, [I]nput field

Current field:

Okay … here’s where you need to know how dasco organizes your data. 

There are multiple screens of data categories … general groupings of data that you can include in your custom output file.

Step 3:

Let’s start with the name and address information.

Choose Name File Database Fields

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ Num  Name field                     Description                              │
├──────────────────────────────────────────────────────────────────────────────┤
│   1  namf.id_code                   Id Code                                  │
│   2  namf.type_of_name              Type of Name                             │
│   3  country                        Country                                  │
│   4  match_code                     Match Code                               │
│   5  alpha_sort                     Alpha Sort                               │
│   6  offset_frst_name               First Name Offset                        │
│   7  offset_last_name               Last Name Offset                         │
│   8  offset_suffix                  Suffix Offset                            │
│   9  salutation_code                Salutation Code                          │
│  10  title_code                     Title Code                               │
│  11  num_addr_lines                 Number of Address Lines                  │
│  12  name                           Name                                     │
│  13  address_1                      Address Line 1                           │
│  14  address_2                      Address Line 2                           │
└──────────────────────────────────────────────────────────────────────────────┘
SELECTION:      Enter Name field number, <R> Next screen


Current field:

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ Num  Name field                     Description                              │
├──────────────────────────────────────────────────────────────────────────────┤
│  15  address_3                      Address Line 3                           │
│  16  city                           City                                     │
│  17  state                          State                                    │
│  18  namf.zip                       Zip Code                                 │
│  19  city_code                      City Code                                │
│  20  salutation                     Salutation                               │
│  21  phone_number                   Phone Number                             │
│  22  addr_change_date               Address Change Date                      │
│  23  delivery_point                 Delivery Point                           │
│  24  namf.title                     Title                                    │
│  25  namf.first_name                First Name                               │
│  26  namf.last_name                 Last Name                                │
│  27  namf.suffix                    Suffix                                   │
│ <No more name fields>                                                        │
└──────────────────────────────────────────────────────────────────────────────┘
SELECTION:      Enter Name field number, <R> Next screen


Current field:

Again, there is a lot to choose from.   

We’ll start with the name (line 12)

SELECTION:  12  Enter Name field number, <R> Next screen


Current field:  name


Notice that when I chose field 12 (name), it populated the Current Field:

F1 twice to back up to the initial page.

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ File Name: dirmail     File Description:  Format for Dir Mail Letters        │
├──────────────────────────────────────────────────────────────────────────────┤
│ Num  Field                          Description                              │
│   1  s1                             Sort Field 1                             │
│   2  s2                             Sort Field 2                             │
│   3  id                             Id Code                                  │
│   4  h1                             Header Field 1 (Motivation)              │
│   5  h2                             Header Field 2                           │
│   6  name                           Name                                     │
│ <No more fields>                                                             │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
└──────────────────────────────────────────────────────────────────────────────┘
SELECTION:     [A]dd, [M]odify, [D]elete Fields, Des[C]ription, <R> Next

Notice that the ‘name’ is in Field 6.

Step 4:

Repeat the process to add the rest of the typical name and address fields.

Here are the results so far:

ACME                  CUSTOM OUTPUT SPEC FILE MAINTENANCE              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ File Name: dirmail     File Description:  Format for Dir Mail Letters        │
├──────────────────────────────────────────────────────────────────────────────┤
│ Num  Field                          Description                              │
│   1  s1                             Sort Field 1                             │
│   2  s2                             Sort Field 2                             │
│   3  id                             Id Code                                  │
│   4  h1                             Header Field 1 (Motivation)              │
│   5  h2                             Header Field 2                           │
│   6  name                           Name                                     │
│   7  address_1                      Address Line 1                           │
│   8  address_2                      Address Line 2                           │
│   9  address_3                      Address Line 3                           │
│  10  city                           City                                     │
│  11  state                          State                                    │
│  12  namf.zip                       Zip Code                                 │
│  13  salutation                     Salutation                               │
│  14  phone_number                   Phone Number                             │
└──────────────────────────────────────────────────────────────────────────────┘
SELECTION:     [A]dd, [M]odify, [D]elete Fields, Des[C]ription, <R> Next


Note:  If you want the name and address all put together in a typical envelope or inside address “block” , use “Formulated Name and Address Fields” as the data category and choose line1 – line5 (individually) instead of what is illustrated above.  Ie:

┌──────────────────────────────────────────────────────────────────────────────┐
│ Num  Formulated field               Description                              │
├──────────────────────────────────────────────────────────────────────────────┤
│                                                                              │
│   2  line1                          Address Line 1                           │
│   3  line2                          Address Line 2                           │
│   4  line3                          Address Line 3                           │
│   5  line4                          Address Line 4                           │
│   6  line5                          Address Line 5                           │

This technique will put the City, State  ZIP all together on a single line and “squeeze out” any blank street address lines.  E.g.

Mr. and Mrs. Fred Zachary

1234 9th Street

Wilmington, DE  19801

Instead of

Mr. and Mrs. Fred Zachary

1234 9th Street

Wilmington

DE

19801

Step 5:

Let’s add the email address:

Hint:  Supplemental File Database Fields

┌───────────────────────────────────────────────────────────────────────────┐ 
│ Supplemental Kind:  EML                                                   │
│      Field Number:  1    K=Key, P=Parent, S=Sort                          │
│                                                                           │
│                                                                           │
│ Email Address                                         Format  Updated     │
│ 1111111111111111111111111111111111111111111111111111111 2222  33333333    │
└───────────────────────────────────────────────────────────────────────────┘

Current field:  supf_EML1

Step 6:

Let’s go grab their last gift date and largest (biggest) gift amount from the Prime File area.

Here’s where we are so far:

┌──────────────────────────────────────────────────────────────────────────────┐
│ File Name: dirmail     File Description:  Format for Dir Mail Letters        │
├──────────────────────────────────────────────────────────────────────────────┤
│ Num  Field                          Description                              │
│   1  s1                             Sort Field 1                             │
│   2  s2                             Sort Field 2                             │
│   3  id                             Id Code                                  │
│   4  h1                             Header Field 1 (Motivation)              │
│   5  h2                             Header Field 2                           │
│   6  name                           Name                                     │
│   7  address_1                      Address Line 1                           │
│   8  address_2                      Address Line 2                           │
│   9  address_3                      Address Line 3                           │
│  10  city                           City                                     │
│  11  state                          State                                    │
│  12  namf.zip                       Zip Code                                 │
│  13  salutation                     Salutation                               │
│  14  phone_number                   Phone Number                             |

│  15  supf_eml1                      Email Address                            │
│  16  prmf.last_gift_date            Last Gift Date                           │
│  17  big_gift_amt                   Largest Gift Amount                      │
│ <No more fields>                                                             │

|                                                                              │
└──────────────────────────────────────────────────────────────────────────────┘

Manipulating the data with Transformations

We could call it a day.  But we really don’t want the date field to come out as mm/dd/yy.  We want to it be a little more friendly than that.  In fact, we know that it’s going to be merged into the letter or response device and we **really** want it to be spelled out as Month Year (with no reference to the day).  

Here’s where we use a “transformation”.

Date Transformation:

Let’s [M]odify field 16.

SELECTION:      Enter Category number, <R> Next screen
                [T]ransformation options, [I]nput field

Current field:  prmf.last_gift_date

Field 16 is the “current field” … ie the field we are working with.

Choose [T]ransformations

     ┌────────────────────────────────────────────────────────────────┐
     │ [A]ppend, [C]hange or [D]elete a Transformation Function:      │
     │         Transformation Field to use    (<R> to see more):      │
     │         Transformation Function to use (<R> to see more):      │
     │                                                                │
     └────────────────────────────────────────────────────────────────┘

We are “appending” to the “current field”

Here’s our list of choices for “transformations”.

     ┌────────────────────────────────────────────────────────────────┐
     │ [A]ppend, [C]hange or [D]elete a Transformation Function:  A   │
     │         Transformation Field to use    (<R> to see more):  1   │
     │         Transformation Function to use (<R> to see more):      │
     │                                                                │
┌────┴────────────────────────────────────────────────────────────────┴────────┐
│ Num  Transformation function                                                 │
├──────────────────────────────────────────────────────────────────────────────┤
│   1  Right Justification Function                                            │
│   2  Left Justification Function                                             │
│   3  Upper Case Conversion Function                                          │
│   4  Date Format Function                                                    │
│   5  System Date Calculation Function                                        │
│   6  MGC Date Calculation Function                                           │
│   7  Rounding Functions                                                      │
│   8  Math Functions                                                          │
│   9  Numerical Format Function                                               │
│  10  String Transformation Function                                          │
│  11  String Replacement Function                                             │
│  12  String Concatenation Function                                           │
└──────────────────────────────────────────────────────────────────────────────┘
Current field:  prmf.last_gift_date

We’re interested in formatting the date, so we choose Date Format

              ─────────────────────────────────────────────────────┐──┐
     │ [A]ppe│ Enter Date Format (1-33):                           │  │
     │       ├─────────────────────────────────────────────────────┤  │
     │       │  1.  Sep 16, 1995        18.  09/95                 │  │
     │       │  2.  09/16/95            19.  0995                  │  │
┌────┴───────│  3.  950916              20.  09161995              │──┴────────┐
│ Num  Trans │  4.  September 1995      21.  1995-09-16            │           │
├────────────│  5.  Sep 1995            22.  Sat                   │───────────┤
│   1  Right │  6.  1995                23.  Saturday              │           │
│   2  Left J│  7.  Sep 95              24.  7    (Day of week)    │           │
│   3  Upper │  8.  September           25.  259  (Day of year)    │           │
│   4  Date F│  9.  September 16, 1995  26.  1995259               │           │
│   5  System│ 10.  16-Sep-95           27.  37   (Wk of yr 1=ful) │           │
│   6  MGC Da│ 11.  Sep 16              28.  199537                │           │
│   7  Roundi│ 12.  09                  29.  37   (Wk of yr 1=par) │           │
│   8  Math F│ 13.  16                  30.  199537                │           │
│   9  Numeri│ 14.  95                  31.  3    (Quarter)        │           │
│  10  String│ 15.  09/16/1995          32.  19953                 │           │
│  11  String│ 16.  16-Sep-1995         33.  199509                │           │
│  12  String│ 17.  19950916                                       │           │
└────────────└─────────────────────────────────────────────────────┘───────────┘

This illustrates the options.  We want it to look like #4, so that’s what we choose.  And this is what we see:

Current field:  prmf.last_gift_date:date4

F1 a couple of times and we see Field 16 is now:

 16  prmf.last_gift_date:date4      Last Gift Date 

Generate Ask Amounts

Let’s see if we can manipulate the big gift amount to generate 3 “ask” amounts … each a factor of the person’s largest gift to date.  We want the following amounts calculated so they can be printed on the response device, making each recipient’s “ask array” specific to their  largest gift so far.

largest gift

largest gift * 1.5  (50% more)

largest gift * 2 (double)

Hint:  

Leave field 17 as is for the largest gift amount

Add another field AFTER 17

Choose Prime File ( big_gift_amt

[T]ransformations

Append

Use Math Functions (*1.5)

F1

Repeat to calculate the largest gift * 2 amount 

You should end up with:

│  17  big_gift_amt                   Largest Gift Amount                      │
│  18  big_gift_amt:*1.5              Largest Gift Amount                      │
│  19  big_gift_amt:*2                Largest Gift Amount                      │

Concerned about these calculations coming up with odd amounts?  Then add another “transformation” that rounds it to the nearest dollar or even five dollars.

Hint:  Append a second transformation to the first one.  Use Rounding Functions

│  17  big_gift_amt:roundup01         Largest Gift Amount                      │
│  18  big_gift_amt:*1.5:roundup01    Largest Gift Amount                      │
│  19  big_gift_amt:*2:roundup05      Largest Gift Amount                      │

How data formats relate to select output extensions

Now .. how do you tie this dirmail.spc file to a select output “extension”?

Step 1

Go to Code Definition Maintenance ( Name and Address Formats
ACME                  NAME AND ADDRESS FORMAT DEFINITIONS              04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ Format  Description                     Name/Adr Specs   Size  Output Fields │
├──────────────────────────────────────────────────────────────────────────────┤
│ DRK     Diane R Kuehl Format            UCPL               50  dirmail       │

Make an entry like this where ‘drk’ is the “extension” that select will recognize and ‘dirmail’ is the custom spec file I just created.

UCPL means that address lines are shifted ‘up’ when using the line1-line5 address block;  uses state abbreviation/code vs full state name; keep punctuation,  keep upper/lower case

50 is maximum length of an address line if abbreviations are spelled out

Step 2

Let’s build a select model that uses your newly created “extension” and check the results.

Run your model

Step 3

Use Display Previously Selected Files ( Edit to view the results

┌──────────────────────────────────────────────────────────────────────────────┐
│  1                                                                           │
│  2 28607-                                                                    │
│  3 142992                                                                    │
│  4 TEST-DRK0                                                                 │
│  5                                                                           │
│  6 James Hunter                                                              │
│  7 123 Maple Lane                                                            │
│  8                                                                           │
│  9                                                                           │
│ 10 Boone                                                                     │
│ 11 NC                                                                        │
│ 12 28607                                                                     │
│ 13 James                                                                     │
│ 14 222/333-4444                                                              │
│ 15 jhunter@gmail.com                                                         │
│ 16 November 2006                                                             │

│ 17 100.00                                                                    │
│ 18 150.00                                                                    │
│ 19 200.00                                                                    │

├──────────────────────────────────────────────────────────────────────────────┤

┌──────────────────────────────────────────────────────────────────────────────┐
│  1                                                                           │
│  2 46236-                                                                    │
│  3 143900                                                                    │
│  4 TEST-DRK0                                                                 │
│  5                                                                           │
│  6 Mr. Jack Jones, Sr.                                                       │
│  7 11243 Baycreek Dr W                                                       │
│  8 P. O. Box 2200                                                            │
│  9                                                                           │
│ 10 Indianapolis                                                              │
│ 11 IN                                                                        │
│ 12 46236                                                                     │
│ 13 Jack                                                                      │
│ 14 317/823-4444                                                              │
│ 15 jack@gmail.com                                                            │
│ 16 May 2007                                                                  │

│ 17 125.00                                                                    │
│ 18 188.00                                                                    │
│ 19 250.00                                                                    │

├──────────────────────────────────────────────────────────────────────────────┤
Notice the email address in field 15

Field 16 is a date in the form of Month Year

Fields 17-19 are the three “ask” amounts we determined

So what about Composite Fields?

Remember, a composite field is one that is put together from several data fields.  You can liken it to a custom output that is all scrunched together to make a single field in your results.

A segment-driven motivation code is a classic use of a composite field.

Go back to Custom Output Spec File Maintenance.  But this time, go to [F]iles.  Here you will see a list of existing composite fields.

Here’s one called ‘segment’

┌──────────────────────────────────────────────────────────────────────────────┐
│ File Name: segment     File Description:  Motiv Segment                      │
├──────────────────────────────────────────────────────────────────────────────┤
│ Num  Field                          Description                              │
│   1  h1:trans=abcdefg               Header Field 1 (Motivation)              │
│   2  big_gift_amt:amt_rng_tbl_B     Largest Gift Amount                      │
│   3  aging:amt_rng_tbl_A            Aging of Last Gifts                      │

It starts by taking the first 7 characters from field “h1’.   Remember h1. that is used for a motivation code.  So in this case, it’s taking the motivation code you entered in your select model Group/Motivation screen and keeping the first 7 characters.  (that’s what “trans=abcdefg” means)

e.g.  TEST-DK00 becomes simply TEST-DK

Next, grab the big_gift_amt  and look it up in “Amt Range Table B” to get a code for which largest gift group this one belongs

┌──────────────────────────────────────────────────────────────────────────────┐
│ High Value  Replacement Value               Comment                          │
├──────────────────────────────────────────────────────────────────────────────┤
│ 00000001    0                               non donors                       │
│ 00000999    1                                 0 -   9.99                     │
│ 00001499    2                                10 -  14.99                     │
│ 00002499    3                                15 -  24.99                     │
│ 00004999    4                                25 -  49.99                     │
│ 00009999    5                                50 -  99.99                     │
│ 00019999    6                               100 - 199.00                     │
│ 00049999    7                               200 - 499.99                     │
│ 00099999    8                               500 - 999.99                     │
│ 09999999    9                               1000+                            │

Last, use something called ‘aging” (which is last gift date in terms of number of months ago) and look it up in “Amt Range Table A’” to put it into a group.

┌──────────────────────────────────────────────────────────────────────────────┐
│ High Value  Replacement Value               Comment                          │
├──────────────────────────────────────────────────────────────────────────────┤
│ 00600       1                               0 - 6 months                     │
│ 01200       2                               7 -12 months                     │
│ 01800       3                               13-18 months                     │
│ 02400       4                               19-24 months                     │
│ 03600       5                               25-36 months                     │
│ 99900       6                               37+   months                     │

Now, we have a variety of motivation codes that all start with TEST-DK but have various letters at the end for the “amount recency” values.

There are many, many other uses for ‘composite fields’ and transformations.  Hopefully this has given you a taste for more.
Other Applications?
1. Overview 

2. Creating New Accounts

3. Prospect Management

4. Q&A

Overview

The Prospects Module provided by donor.com enables you to integrate  a list of the names and addresses from a rented mailing list with the DASCO “add new name” function.  When those individuals respond, you will be able to streamline the creation of the new account, saving your time and increasing accuracy of the name and address data.

Here's briefly how it works:

· Make sure your mailing vendor prints a unique “prospect ID” for each recipient on the  response device and that it is also included in the data file you provide donor.com. 

· Provide donor.com with a data file from your vendor with the prospect ID, name and address of each recipient of your acquisition mailing.   See our Schema for the fields we will be loading, either from the data you provide or somehow calculating it from your data.  

· donor.com will upload that data into the prospects table. 

· When the responses are received, sort them into batches separately from non-acquisition pieces.  You will be using a special Enter Prospect Name screen to enter these.  

· Use the special Enter Prospect Name screen to enter these names.  DASCO will find them in the prospect table and add them to DASCO with a DASCO ID code.   

· You will be taken to the General Information Screen, just as if you had entered it "manually" and be able to add any other information as needed.  (add dollars, pledges, special lists, etc) 

· When finished with this name, you will go back to the Enter Prospect Name screen to tackle the next one!
Create the new account from a prospect response
Go to Load Prospect Names

proload acme                  LOAD PROSPECT NAMES                      04/20/08
┌──────────────────────────────────────────────────────────────────────────────┐
│ In order to load acquisition names into the database,                        │
│ you need to supply a date and batch.                                         │
│                                                                              │
│       Select open batch date (mm/dd/yy):  04/20/08                           │
│                  Enter the batch number:   444                               │
│                     Enter the bank code:  0                                  │
└──────────────────────────────────────────────────────────────────────────────┘
 ┌────────────────────────────────────────────────────────────────────────────┐
 │ Only needed if the batch is new                                            │
 └────────────────────────────────────────────────────────────────────────────┘

Select an open batch date and batch number
proloadid acme                 ENTER PROSPECT ID                       04/20/08
┌──────────────────────────────────────────────────────────────────────────────┐
│                                                                              │
│ If there are potential duplicates, you will first be able to pick            │
│ one of those names and enter a gift.  Afterwards you will be given           │
│ the opportunity to load the new name, which you should NOT do.               │
│                                                                              │
│ If there are no potential duplicates and you choose to add the               │
│ new name, you will be taken directly to the newly-loaded account.            │
│ Be aware you may have to fix problems with the name or address.              │
│ Any errors to be fixed will be listed in CNV records.                        │
│ Please delete any CNV records after fixing the problem.                      │
│                                                                              │
│ Working in 04/20/08 batch 444                                                │
│                                                                              │
│               Enter the prospect idcode:  1088493                            │
└──────────────────────────────────────────────────────────────────────────────┘
Enter the prospect idcode as found on the response device
┌──────────────────────────────────────────────────────────────────────────────┐
│     File Name  PRO29714.tag      (<R> previous search)     Zip code          │
│     Last Name                    Largest Gift Amt                            │
└──────────────────────────────────────────────────────────────────────────────┘
 Ln Name                           Address 1              City           Zip
┌──────────────────────────────────────────────────────────────────────────────┐
│ 1 Mr. Nicholas A. Robinson       3000 McGee Ave Apt 104 Sandusky       44870 │
│ 2 Mr. Nicholas A. Robinson       3000 McGee Avenue Apt  Sandusky       44870 │
│   End-of-search                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │
│                                                                              │

└──────────────────────────────────────────────────────────────────────────────┘

DASCO will perform a normal check for duplicates and display the results.  If one of these names IS your prospect, go ahead and choose it from the list and proceed to post any donation or other transaction.

To ignore the duplicates, just F1 a couple of times to get back where you left off.

----------------------------------------
NEW NAME FROM PROSPECT FILE
----------------------------------------
Mr[Nicholas A]Robinson
3000 McGee Ave Apt 104


Sandusky, OH  448705635
----------------------------------------
salutation:
phone:
motivation: KA42-6Q03
----------------------------------------

Load only if this name was not found in the list of potential duplicates.

Ok to load this new name (y/n)?

The information on the prospect will be displayed for you to review.  Say Yes if you want to go ahead and load the name.  Say No if it was a duplicate and you don’t need to create the new account after all.

 44870-ROBNN    14-4770         GENERAL INFORMATION          Batch 444 04/20/08
 ───────────────────────────────┬────────────────┬─────────────────────────────
 Mr. Nicholas A. Robinson       │                │Type name  10 Contct **/**/**
 3000 McGee Avenue Apt 104      │                │Mail code 4   Intrst 04/20/08
                                │                │Income        LstTrn 04/20/08
                                │   NO DOLLARS   │Notify        A/C    04/20/08
 Sandusky         OH 44870-5635 │                │DefDesg       DefStp
 Nicholas                       │                │Vip code      Src    04/20/08
                                │                │ADI code  401 Src   KA42-6Q03
 ───────────────────────────────┤Market   9999   │Flags:
                                │Radio    WGN    │Flag   0000000001111111111222
                                │TrbScore        │Number 1234567890123456789012
 ───────────────────────────────┴────────────────┴─────────────────────────────


 1. Dollar Summary  11. Type/Name     21. Add Dollars        31. Expanded Names
 2. Dollar History  12. Address       22. Shipping Label     32. Change Log
 3. Turbo Data      13. State/ZIP     23. Response Letter    61. Order Entry
 4. Supplemental    14. Salutation    24. Change Status      62. Examine Order
 5. Pledges         15. Codes         25. Code Definitions   65. EFT and CC
 6. Special Lists   16. Flags         26. Bld Inquiry File   85. Personal Ltrs
 ──────────────────────────────────────────────────────────────────────────────

Once the account is created, you are taken to the account where you can post a donation or a make any other normal update to the account.

Some additional Prospect Management tools
promenu                      PROSPECT TABLE MAINT                      04/20/08
┌──────────────────────────────────────────────────────────────────────────────┐
│                  Maintain Data in the Prospect Name Table                    │
│                                                                              │
│                   (1  Custom menu for loading names from vendors)            │
│                    2  Tally existing names by source motivation              │
│                    3  View Prospects by various criteria                     │
│                    4  Purge Prospects by source motivation                   │
│                    5  Find highest idcodes in use                            │
│                                                                              │
│            Selection:                                                        │
└──────────────────────────────────────────────────────────────────────────────┘

Prospect Table Maintenance allows you to manage and maintain your database of prospects from your rented list.

Tally existing names by source motivation

We presume that each of your acquisition efforts will have a unique motivation code / campaign code assigned to it.  Since you may have several campaigns “active” at once, this tool lets you see how many prospect accounts you have for each campaign.  A simple “on screen” display is provided.  (Use KA42* or KA42-6Q1* *6Q2* )

protally                     TALLY PROSPECT NAMES                      04/20/08
┌──────────────────────────────────────────────────────────────────────────────┐
│                  Count Prospect names by source motivation                   │
│                            Wildcards are allowed                             │
│                                                                              │
│             Enter the source motivation:  KA42-6Q1*                          │
│                                                                              │
└──────────────────────────────────────────────────────────────────────────────┘
KA42-6Q10 290
KA42-6Q11  22
KA42-6Q12  68
KA42-6Q13 204
KA42-6Q14  95
KA42-6Q15  21
KA42-6Q18 221
KA42-6Q19  53
--> Press 'c' to continue:


View or Find Prospects
proview                       VIEW PROSPECT NAMES                      04/20/08
┌──────────────────────────────────────────────────────────────────────────────┐
│                     Display fields from Prospect table                       │
│                                                                              │
│ Enter one or more of the following criteria (wildcards allowed)              │
│                                                                              │
│                         Prospect idcode:                                     │
│                         Motivation code:                                     │
│                      First or Last name:  Jones                              │
│                   Address line contains:                                     │
│                                                                              │
└──────────────────────────────────────────────────────────────────────────────┘
 ┌────────────────────────────────────────────────────────────────────────────┐
 │ These fields are UPPER/lower case sensitive                                │
 └────────────────────────────────────────────────────────────────────────────┘

Search for a record in your prospect list by idcode, motivation code, name or address line information.  Handy if the prospect idcode on the response device is not available.

(Try name searches by Jones or Smith;  address searches by 401* or *Main St* )

---------------------------------------------------------------------------
  Title: Ms                                 Idcode: 1144450
  First: Edna M                         Motivation: KA42-6Q10
   Last: Jones                               Phone:
 Suffix:                                Salutation:
    Org:
Address: PO Box 107
      2:
      3:
   City: C  State: KY                          Zip: 407021304
---------------------------------------------------------------------------
  Title: Mr and Mrs                         Idcode: 624575
  First: Wayne                          Motivation: KA42-6Q04
   Last: Jones                               Phone:
 Suffix:                                Salutation:
    Org:
Address: PO Box 313
      2:
      3:
   City: J  State: MS                          Zip: 392363204
---------------------------------------------------------------------------

(Yea … I noticed that the city name is hidden)

Purge Prospects

Since acquisition list rentals are usually “one time use”, there will be point at which you are no longer receiving any responses and you may as well do some housekeeping.  This feature lets you delete all the records associated with a specific campaign.

propurge                     PURGE PROSPECT NAMES                      04/20/08
┌──────────────────────────────────────────────────────────────────────────────┐
│                  Purge Prospect names by source motivation                   │
│         Wildcards are allowed when selecting motivations to purgge           │
│                                                                              │
│             Enter the source motivation:                                     │
│                                                                              │
│ This program will permanently delete the Prospect names                      │
│ and should be run when you are completely done with them.                    │
│ Do you really want to delete them (y/n)?                                     │
│                                                                              │
└──────────────────────────────────────────────────────────────────────────────┘

Supply the source motivation associated with the acquisition list you are ready to purge.

Find highest id codes
Since you may have several acquisition campaigns overlapping, you need to ensure that your mailing vendor doesn’t assign the same “prospect id” to a new list that was used by and old list.  You can do that by

1. Using an alpha character in your prospect id … changing it for each campaign.  Just ask your vendor to pre-fix any number they generate with an alpha character YOU decide.  The maximum is 10 characters total.

2. Starting each campaign with a unique range of numbers.  e.g.  Campaign A starts with 1000 and is incremented accordingly  Campaign B starts with a number that is higher than where Campaign A ended.  To find your highest number being used … well that’s what this tool is about.
promenu                      PROSPECT TABLE MAINT                      04/20/08
┌──────────────────────────────────────────────────────────────────────────────┐
│                  Maintain Data in the Prospect Name Table                    │
│                                                                              │
│                   (1  Custom menu for loading names from vendors)            │
│                    2  Tally existing names by source motivation              │
│                    3  View Prospects by various criteria                     │
│                    4  Purge Prospects by source motivation                   │
│                    5  Find highest idcodes in use                            │
│                                                                              │
│            Selection:  5                                                     │
└──────────────────────────────────────────────────────────────────────────────┘
Please wait...
Highest five idcodes are:
974206
974406
974410
974464
974493
--> Press 'c' to continue:

For more information:  

https://donor.com/manuals_dasco_appendix_prospects 
We are in the process of upgrading our BankWare module for more streamlined management of recurring giving authorizations.  When implemented, we will be “retire” the RCC/RCK records and introduce a new structure for maintaining the authorizations.  

Here are some of our goals:

· Increase efficiency when maintaining multiple authorizations (split gifts) using a single payment method as it relates to the following tasks:

· Add a recurring credit card and three designations 
· Modify the credit card expiration date. 
· Modify the credit card number. 
· Convert the payment from a credit card to an EFT starting next month.
· Change the designation on one of the splits. 
· Cancel one of the splits, leaving the other two active. 
· Add two more designation splits.
· Stop the entire transaction.
· Provide an appropriate audit trail of changes to payment source and gift detail. 
· Support different cycle codes for different payment methods. 
· Reduce errors; make sure the right transactions are processed on time. 
· Better customer service by allowing donors to schedule changes to payment methods or designation splits in advance

· Pave the way for donor self-service via your WebWare empowered web site.
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10. Send Bulk Email
What is SendWare?

SendWare is the email list services provided by donor.com.  It is integrated seamlessly with your donor management system (DASCO) and your on-line giving and donor self-service system (WebWare).

The donor.com SendWare module is comprised of several components:

· Select Names -- you can use the standard DASCO Select system for pulling names for bulk emails out of the system. 

· Send Bulk Email - once you have selected who should receive your bulk email you can queue the job to be sent. 

· SendWare AutoList -- great for automatically sending out daily, weekly or monthly communications. 

· Email a Single Donor -- great for sending a message to a single constituent. 

· Process the requests to unsubscribe with no operator intervention needed

· Process “bounces” seamlessly by updating the account record with an audit of all bounces
 donor.com/tools/sendware
Practical uses for SendWare

· E-Newsletters 

· Auto-Lists (daily devotionals, weekly prayer team updates, monthly newsletters,  welcome series)

· E-Fund raising with segmentation / motivation / designation with links to website to donate or respond in some way
· Staff or Missionary Prayer Letters
donor.com/case_studies/daily_devotional
donor.com/case_studies/email_subscriptions
How SendWare integrates with DASCO and WebWare
· Sign up for Email Subscription Lists using SPL as normal part of on line sign up process

· Email only signups to reduce obstacles to people just wanting email updates, devotionals, and other ministry-oriented communications
· “Light” signup requires more info than just email in order to sign up, but still allows donor to “hold back” on getting any “paper mail”.   Reduce bogus sign ups and learn a bit more about your constituents.
· Double Opt-In option to avoid malicious subscribers

· Email address, format preference and communication preferences in DASCO

· WebWare login uses email address; password also stored in DASCO account

· Select accounts to receive an email message using DASCO select

· Send messages with Send Bulk Email from DASCO menu

Email address, preferences, and health in DASCO
Data records from DASCO used by SendWare

· EML (e-mailing address)

· EMM (secondary email addresses for reference)

· Email Format Preference (part of EML record)

· Email Communication Preferences (uses a Flag field)

· Email Only Accounts (special zip code; account name built from email address)

· SPLs for tracking “opt in” subscriptions

· EMX or NOT (unsubscribe log)

· EMH (email “health” – record of bounces)

· EMB (“bad” email addresses if bounced too many times)

SendWare Unsubscribe Manager

· Automatically remove from SPL based on an email reply

· Can also mark Email Preference to No Unsolicited Email or No Email based on the instructions you gave when message sent

· Can even ADD to a Special List if you prefer to use unsubscribe that way
· Sample text:

%salu%, you are receiving this email because you provided your email address to ACME Ministry in the past. You are subscribed as %supf_eml1%. If you no longer wish to receive these updates, simply click here to send us a blank e-mail and include the word "UNSUBSCRIBE" in the subject line. Or you can manage your ACME Ministry email subscriptions at http://www.acme.org/myaccount.  

donor.com/manuals_sendware_unsubscribe 

SendWare Bounce Manager

· Emails that bounce are reported back to you and a log is made in the recipient’s DASCO account.  (EMH record)

· Bounces are also reported to the “notify” address with complete information on the reason

donor.com/manuals_sendware_bouncemgr  

Creating your email message (html and text)

· Create html and text versions of message on your PC

· Insert variables such as name, salutation, and email address into the message as appropriate donor.com/manuals_sendware_qbulk 

· Be sure to include instructions for unsubscribing along with the %unsubscribe% variable.    e.g.

%salu%, you are receiving this email because you provided your email address to ACME Ministry in the past. You are subscribed as %supf_eml1%. If you no longer wish to receive these updates, simply click here to send us a blank e-mail and include the word "UNSUBSCRIBE" in the subject line. Or you can manage your ACME Ministry email subscriptions at http://www.acme.org/myaccount.  

· Use links embedded in your email to direct people to your website to respond with a donation or other kind of response.

· Never ask someone to respond without tracking that the response came from a specific email message.   e.g.  https://www.yourdomain.org/donate?goMotiv=EA68-ABCD&desig=15001  will take the user to your donate page and automatically use motivation EA68-ABCD and designation 15001 for any gifts that are made in response. 

· Motivations can reflect your DASCO-driven direct response segmentation strategy for assigning different motivations to different segments of the recipients.  Then use the proper syntax in the link so that each recipient gets the “right” motivation for them.   ( e.g. https://www.yourdomain.org/donate?goMotiv=%h2% where h2 is the “field” from your eml file that contains the motivation code)
· If you are going to send a PDF attachment, create that too!
Upload and test your message

· Upload your text, html and pdf (optional) files to $DBPATH/../seltrgt folder using winscp other secure copy software

· Use Build Inquiry file to create a small test list (yourself, other key staff in your org, both html and text formats)

· Send test message with Send Bulk Email and check results (proofread, graphics, links, unsubscribe variable, other variables … did they all come out right?)
· Be sure to test in different email clients (Outlook, Thunderbird, web browsers).  What looks good in one email client might not look so good in another.
· Fix, re-upload, test again  (aka rinse and repeat)

Select Accounts to receive your message

DASCO Select using:

· Supplemental (HAVE an EML record) 

· Special List (subscribed to the appropriate list) 

· Email Communication Preference Flag (exclude if marked not to receive Unsolicited Emails or No Email) 

· Any other qualifying criteria

· Use “eml” extension (data format) or any custom format you may have created that has the same basic format as eml with other fields “tacked on” as needed.

· Generate motivation codes based on your direct response segmentation strategy as appropriate

Send Bulk Email

· You must be an authorized “sender” (ie have appropriate permissions) to use Send Bulk Email
qbulk acme                    Queue Bulk Mail Job                      04/16/08
┌──────────────────────────────────────────────────────────────────────────────┐
│    Mailing List:  spl6001.eml                                                │
│       Spec File:  email.spc                                                  │
│  Text Body File:  ACMEUpdate.txt                                             │
│  HTML Body File:  ACMEUpdate.html                                            │
│ PDF Attach File:                                                             │
│          Sender:  Newsletter@lists.demo.donor.com                            │
│     Sender Name:  ACME Ministry                                              │
│            From:                                                             │
│         Subject:  An update especially for %salu%                            │
│        Reply To:  inquiry@donor.com                                          │
│      Name Field:  name                                                       │
│   Address Field:                                                             │
│    Format Field:                                                             │
│  Notify Address:  diane@acme.com                                             │
│     Unsubscribe:  777777                                                     │
└──────────────────────────────────────────────────────────────────────────────┘
Ready [Y/N]

· Specify the following parameters:

· Mailing List (list of selected accounts)

· Body file names (text and html files you uploaded earlier)
· PDF Attachment (any pdf file you want to send as an attachment)
· Sender and Sender name (who is it coming from)  
· Subject (required; what shows in the Subject line of the message)

· Reply to (where replies to your message are delivered)

· Notify (who to notify that the job has gone out; completed; bounces)

· Unsubscribe parameter is very important to ensure proper handling of unsubscribe requests and avoid complaints

· Off it goes!  Note the job number and watch your inbox for notification that the job is done.

· If responses are being directed to your website, watch your web donations (or responses) flow in.
donor.com/manuals_sendware_qbulk 
What’s on your mind?
