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Overview

This article is specific to nonprofit customers. It walks through the steps to search for donors to write a year-end tax letter to, how utilize the
available contribution merge fields, and save the letter as a template. It also covers how to send the letter to households. The last section on mass
updating the tax deductible amount for donations en masse (fairly common task for nonprofit theater companies).

« Tip: Make sure all of your database users who are performing data entry record the correct tax deductible amount on the donation and/or
event sale so that the year-end letter is printed out accurately. If you have a need to mass update the tax deductible amount for list of donations,
such as event sales, you can do that from the File drop-down menu in the Contributions list (covered in section #3).

Outline
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#1 Run your Search Query for Donors by Date Range, and Set your ‘Date Range’ Reporting Period
#2 Write the YE Tax Letter to Individuals and Save the Letter Template

#3 Mass Update the Tax Deductible Amount for Donations En Masse

#4 Related Resources

#1 — Run your Search Query for Donors by Date Range, and Set your ‘Date Range’
Reporting Period

Navigate to the Contacts (Donors) list.
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B) Settings
Application Menu <

Elzad

Tasks
- § Calendar/Tasks
=-&g Contact

Contacts \h

Help

-8 Cortact Relationships
(-4 Contributions/Pledges
I:II*:; Product Sales

w-<2> Logs

-2 Communications

#-¢i Financial

- %y System Manager

(|

Run a search query for the list of people you’re going to write the year-end tax letter to. In this example | searched for all individual donors who
gave in the calendar year 2015.
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2

|]<a:15earch FRESET 4k New ™= | L) ¥ ¢ | File ~ Edit ~ | 0 | SgInclude Other | Contacts

| Favorites | General | Address | Household | Attribute | Carvass | Relation | 2 Cortribute | Pledge | Evert [ Sales [ Log | Admin [ sQL |

A Cortribute | Marketing Notion

Q)
~ Date Range: E-I[Lastyeal v] § | Lwaiting Thank-You Letters
v ums v <> F12612015 v [ AvairgT .
e [ B oot 1. Enter the date range for the time

- | anae | [=] [ Single Contribution periOd yOU'I'e erting the YE tax
Amount Range:  minimum + to  maximum T Allocstion Fund: Ietter for

=8 Edit Includ Exclud Sort F t = |E¥ Export Print ||| Detail S 0| Pivot
FEE[I % Include % Exclude | Sort ) Forma ﬁpo &rm @ummar}fmgwol

Last Name ;i;’;e MI ?fpdere“ Address City State b HomePhone Email
11307 Ms. Boudreau Eileen (s Home 585 Merrimack S5t Lawrell MA 01354 [978) T46-7870 eileenb@boudreau.com
12759 Ms. Collins Erittany Home 456 Oak 5t Cincinnati OH 45202 (321)321-3213 brittany@aol.com
11075 Ms. Gerdts Amy Home 1596 47th Ave S5 Concordia MO 84020 (321)321-3213 Amy@Gerdts.com

Record count of donors who
gave in this time period.

Set the date range values by clicking File > Reporting > Change Date Range Values...
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@) Settings Help

Application Menu « || <3 Search M. Reset | <k New 09 | L) OF i |File v| Edit + ) | §pInclude Other | Contacts
E Ts % @ | @ % Communications  »
; [ .

L Favortes | General |Mdr&as | Household I Attribute: I Canvass I Fl% Reporting d | % i
&[] Dashboard @ Utilities v Reports Preview...
- § Calendar/Tasks Name | Phone | E-Mail | Email Links | Profile | Work | Call Book Reoort
Elm Contact [ Create Map...

~{8F Contacts e 1 Individual Last Name: - Search all (E2 Select Random Rows...

..... Add ) . . rch all name ———

g Huur:s::;s Corporation First/Org Name: T (anywhere in ﬁf=|d]I| [5 Change Date Range Values... ﬂ M

""" - ' Middle Mame: -

[8F Cortact Relationships Foundation _' = rame G = value )
L buti Mickname: ange date range search value
[3..1-‘3_-. Product Sales Prior Last Name:
> Logs 3

(- Communications
E]--a Financial
E]---ﬁh System Manager
S8 Edit | % Include % Exclude B Sort B Format ~ BE Export &Print |E] Detail | Summary I:D E [E] Pivet
. Last First Address . Zip Home
Inc ID Title Mame - Name MI Type Address City State Code Phane
B3| o

Input the date range for the reporting period you’re writing the letter for, and click [OK]. / entered the same date range as | entered in the query

‘calendar year 2015’
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Enter the date range to filter by
for your YE tax letter.

Date Range View/Update

== Date Range for special use [
=

Begin Date:; 1/ 1/2015 -

End Date: 12/31/2015 =

It’s very important that you don’t skip this step since this date range is what drives the merge fields when writing the letter.

Next you’ll open the word processor by following File > Communications > Write Letter
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g Search %, Reset | oF New ™= | L) ¥ @& ||File -| Edit - | ) | 8 Include Other Contacts |
@I |* Communications mﬁﬁ Write Letter ||,.‘_ 2

|Fawi&alﬁamlﬂdd'&as|stahdd|Me|Cmmle% Reporting " | Create Mass Email..
Litilities b

A Contribute | Marketing Notion @  Open Email Campaigns... [Write and print letters l

\ @ g Create Canvassing List...
I

~ Date Range: ['-‘“t year "] Lwaiting Thank-You Letters
L W 1/1/2015 v <2 W1231/2005 ~ Awaiting Thank-You Phone Call
Cycle: <ignore> B Payment Method: |< ignorex |E||

Event: <ignores E [ Single Contribution
Amount Range:  minimum = to maximum ¥ Allocation Fund: |-<igr1::|re> |E||

=8 Edi - | & i i = Pi
SBEdit | % Include % Exclude | Sort FF Format X Export /2 Print @ Summary [[] = |[E Pivot |

Contacts [ 3042 records found ]

Title Last Name First Mame fldiess Address

Select the Individual radio button, and click [OK].
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Write Letter

Print Options

g i
rﬁ () Combine by Household

|Ises the previously defined Household linkage to combine.
It no household linkage, creates SEPARATE records.

") Combine by Last Name and Home Address
Make a single record where last name AND address are the same.
Wwould be used for "Smith Family™ type letters.
) Combine by Home Address
Combines duplicate addresses into single record regardless of last name differences.
Wwould be used for "Current Resident” type letters.

@ Individual

/ Each record.

(9 OK |I@ Cancel ]

Type out your letter OR copy-and-paste it from another location such as MS Word, Notepad, or Pages. You can copy and paste images (such as
your logo, letterhead, or signature), and adjust the margins accordingly. My finished example is below.
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Example YE Tax Letter.

aH USSPt E0EABMEDMLD4 I= %= 5= | Insert mergefield., - | & "% |2

&\ TrailBlazer 1

Organize. Leverage. Succeed.

»

«MMMM dd, yyyy»

205YEAR END TAX RECEIPT

aFirstName» «LastName»
«Mail Address Blocks»

Dear «FirstName» «LastName:»

We would like to thank you for support over the past year.

m

Our records show your household donated as follows:

Total donations 2015: «Contributions Within Date Range»

Total tax-deductible portion: «Tax Deductible Contributions Date Range»
Cash portion: «Monetary Only Total Date Range=»

MNon-cash portion: «NonMonetary Only Total Date Range»

Total breakdown of all donations, and event purchases throughout the year:
«Contribution Table Within Date Range=»

You generosity is helping to change the lives of millions of people who need our help, thank you for another successfull
year.

Sincerely,

Wz e )

Peter. B. Schumal
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To insert the merge fields relevant to your tax letter click on the Insert merge field.. drop-down in the upper-right of the rtf editor.
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Insert merge fields i.e. Name, Address, Date, and Contributions
Within Date Range..

(] & Insert merge field.. | s a

a\Work Street2s
a\Work Street3a=
«Work City»

«\Work States

«\Work PostalCodes
«Work Countys
«HomePhones
«=Email=

xBirthDate=
«Contribution Totals
«Contribution Total ¥TD=

«Contributions Within Date Ranges= K RECEIPT
«Tax Deductible Contributions Date Range=
«Contribution Last Amounts

«Contribution Last Dates

«Contribution Caount Lifetimes

«=Muonetary Only Total Date Ranges

«Contribution Table Within Date Range»

«Contribution Table Within Date Range MOMETARY OMLY=
«Contribution Table Within Date Range IN-KIMND QMLY=
=Fund Allocation Table Within Date Ranges

r the past year.

«Pledge Open Total.

=Employers

as follows: =JobTitles
«WorkPhones

tions Within Date Range» «VoterNumbers

eductible Contributions Date Range» :L;ae'rlgéizfdm

ry Only Total Date Rangex»

netary Only Total Date Range=»
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To run a test print, click [Print] in the bottom right, set your range, and click [Print Preview].
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BH U0 @& +EO0EAaE0M04 i= I 5T | Insetmergefied.. - ([ & "V 2

& TrailBlazer 1

Organize. Leverage. Succeed.
«MMMM dd, yyyy»

Print List Control , I\ E
oAl / \

i@ Range 2000 “ltp 13029 =

-

m

aFirstNames» «L| | |This dialog allows you to specify a subset of the full print =«

. || liob. Depending upon the size of your computer, and the
«Mail Address E content of the letter, large print jobs may consume an H

excessive amount of memory. In such cases, you may wish
to break apart the job into manageable units, Each
template document is 407,632 bytes in size, and there are

Dear «FirstNam| 3,029 records being merged, so the full merged -

Wi'e would like id

[@ Print Preview ] [& Print ] [@Cannﬂl ]

Our records shd!

Total donations 2015: «Contributions Within Date Range=»

Total tax-deductible portion: 3 «Tax Deductible Contributions Date Range»
Cash portion: «Maonetary Only Total Date Range=

Mon-cash portion: «NonMonetary Only Total Date Range»

Total breakdown of all donations, and event purchases throughout the year: 1

«Confribution Table Within Date Range» \

-

Logon=  Joel Kristenson [& Print ] [@Cano&l ]
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My example print preview is below for a donor name “James Zwack” who gave multiple times throughout the year AND had a different ‘tax-
deductible’ amount since they paid for both event tickets AND provided tax-deductible donations. This can be a very common occurrence and it’s
critical that you track the tax-deductible amount for event sales and general donations carefully.
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Example print preview of a year-end tax letter with different
tax-deductible, and non tax-deductible amounts.

o Print | & 5 |Bgless §§ More (D @ 32 @ @ | B Print Settings

& TrailBlazer

Owganize. Leverage. Succeed.

February 02, 2016

James Zwack
541950th Ave N
Crystal, CT 06500

Dear James Zwack

We would like to thank you for support over the past year.

Our records show your household donated as follows: Tax'ded UCtI b Ie
Total donations 2015: $1.015.{]{}/ pOI'tiOI'\.
Total tax-deductible portion: $415.00

Cash portion: $1.015.00
Mon-cash portion: $0.00

Total breakdown of all donations, and event purchases throughout the year:

Date Amount . . X .
anamote  sav00 Contributions Within
09072015 54500 Date-Range table.

08/07/2015 $45.00
Total $1.015.00

m

You generosity is helping to change the lives of millions of people who need our help, thank you for another
successfull year.

Sincerely,

W
Peter. B. Schumal
Executive Director b 15
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« Tip: You'll notice in the image above that the ‘contributions table’ merge field doesn’t align vertically because it’s not a fixed-width font by
default. You can change just that table to either Courier or Lucida Console to make it consistent. Ex:
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Dear James Zwack,
We would like to thank you for support over the past year.

Our records show your household donated as follows:

Total donations 2015: $1,015.00

Total tax-dedudtible portion: $415.00

Cash portion: $1,015.00

Non-cash portion: $0.00

Total breakdown of all donations, and event purchases throughout the year:

Date Amount Change this font to

ST 3370.00 «— something like Lucida Console

ST 320000 or Courier New'so the columns
Total $1,015.00 line up correctly.

Your generosity is helping to change the lives of millions of people who need ou
successfull year.

Sincarahs

KNOWLEDGE BASE www.trailblz.com/kb
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When you're finished creating and testing the letter, click the File drop-down in the very upper-left of the screen and select Save as a Template...
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Click the File drop-down to save as a template

in the 'cloud'.

File | Edit

Insert Ternplate..,
Inzert File...

Save As Template...

eH & d PEOEa @ B0HMLO4

& TrailBlazer

Organize. Leverage. Succeed.

«MMMM dd, yyyy»

«FirstName» «LastName»
«Mail Address Blocks

Dear «FirstiName=» «LastName:=,
We would like to thank you for support over the past year.

Our records show your household donated as follows:

KNOWLEDGE BASE www.trailblz.com/kb 19
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Give the template a recognizable name, then click [Save]. In my example | called my template “Year End Tax Letter - 2015”, it’s very possible you
will have a separate template for Households, Corporations, etc.

KNOWLEDGE BASE www.trailblz.com/kb 20



http://www.trailblz.com/kb

& TrailBlazer

Organize, Leverage. Succeed.

How to Create a Year End Tax Letter Addressed to Each Individual Or
the Entire Household using Merge Fields — Nonprofit Only

1. Create a name for your letter template.

2015 Year End Tax Reciept for Individuals

|E| 2016-01-21-pledoe-detail-reminder{ak-basic

|E| 2016-01-27 4t foundationyetandetterexample
|E| 2016-01-27yearend4adettercanadian-v 1

|E|2'|]1 6-01-28yearendtaletter-canadian-v2

| [v] 2016-01-2%4ndividualyear-end taxetter
|E|2'I]1 6-01-23Hndividualyearendtadetter-2015
|E|AII Merge Fields from Donors/Cortacts List
|E|Currtributiun Motifcation Letter - Example from ...
|E|Currtributiun Motifeation Letter - Example from ..
[ (] Donation Thank You {11/24)

|E| Donor - Year End Receipt

|E| Envelope

|E| 20151 2-22-evamplevyearendiadetterforkb-...
|E| 2016-01-21-shantafoundation-example-pledae. ..
|E| 2016-01-25-=@mplesye4anetter-monetarycon. ..

|E| 2016-01-28-canadian-official-donationtzxrecie...
|E| 2016-01-28-canadian-official-donationtaxrecie...

| [+] Envelope #10

|ﬁ| FR - Pandamonium

@Open Fledoe Balance Letter

| ] Pledge Detail - Reminder - Basic

| [+] Pledge Detail - Reminder - DemoMNonprofitMark
|E|rtftest 1 of newsletter

|E|Testing margins

|E|Thank you (Pandamanium - fund)

|E|Thank you (Fandamanium - fund) - Small lcon
|E|Thank you (Pandamonium - notification)
|E|Thank you (Pandamonium)

|E|Thank you foundation (Fandamonium)

|E|Thank ou Letter - L.E.C. - Memarial/Honarary...
|E|'u'3 Contribution Motifeation Letter - Example De...
@YE Tax Letter - Households w1 - Tax Deductibl...

| [+] Year End Tax Letter - 2015

[7] Details

[ Save ] [@Cann&l

KNOWLEDGE BA@www.trailblz.com/kb
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The next time you need to insert a template you’ll open the word processor, and click File > Insert Template

zH1 e PEBE

Insert File...

Save As Temnplate...
Save As File..,

When you're finished with this task you should mass update the list of contacts with an attribute and mass apply a log note to them so you can

efficiently track who’s received what mailings.
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#2 — Writing the Year-End Tax Letter to Households

Prior to writing the letter to an entire household you’ll need to run the householding utility on your entire database. This will ensure that the

merge fields you can use for Household Envelope or Salutation Name work properly, and so that people who are living at the same home address
only receive a single letter.

From the Contacts (Donors) list run a search query for the list of people you’re writing the year-end letter to. In my example | searched for all
‘individual’ donors who gave within the calendar year 2015, it produced 3,029 results.

KNOWLEDGE BASE www.trailblz.com/kb 23



http://www.trailblz.com/kb
http://www.trailblz.com/kb/?action=view&kb=213&cat=1

@ Lﬁgﬂé!xgzer How to Create a Year End Tax Letter Addressed to Each Individual Or
the Entire Household using Merge Fields — Nonprofit Only

Q Settings  Help
Application Menu « | < Search [ Reset | New [S|E = | 1) ¥ ¢ | File - Edit - | &) | SgInclude Other | Contacts
#

| Favorites | General | Address | Household [ Atribute | Canvass | Relation | &% Contribute | Pledge | Event [ Sales [log [ Admin [ saL |

# Cortrbute | Marketing Notion

® Q)

~ Date Range:

’ Last year v] Bwaiting Thank-You Letters

W v s v <x WA v Awiaiting Thank-You Phone Call
<ignore> ﬂ Payment Method:
<ignore E| Single Contribution

Fange: minimum w to maximum - Al ion Fund:

Cycle:
Event:

2
Z

EE Edit | % Include % Exclude | Sort B Format ~ DE Export &Print @ Summary D] E Pivot |

Contacts [ 3029 records found ]

Ind D~ lfuaas:—. . E‘;‘rﬁ . M1 ?fp‘i’e“ Address f‘iﬂ‘:r;“ City State E‘gd .  HomePhone Email

2 Aagard Martha R Home 4629 York Ave 5 Minneapaolis MHN 55410 [612) 9209217 " Martha@Aagard.com

3 Aakhus Ariel Marie Home 1709 &th 5t 5 Cpo 3010 Moorhead MM 56560 [218) 259215 " Ariel@Aakhusioo.com

5 Aakhus Steven Eric Home 19981 See Gull Rd Erainerd MHN Se401 [218) 825-9215 " Steven@Aakhus.com

[ Aamot Earbara A Home 13451 Mcginty Rd E Minnetonka MM 55305 [952) 933-5423 " Barbara@Aamot.com

i Aanenson Pamela Mari Home 3896 White Bear Ave White Bear Lake [651) 426-9611 " Pamela@Aanenson.com

Open the word processor by following File > Communications > Write Letter
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@) Settings  Help

Application Menu o Search %, Reset | db New o [ |,) ¥ @ |[File +| Edit ~ | &) | @ Include Other | Contacts

E’ & E @ @ |ﬁ Communications |||§j Write Letter

s | Favorites | A General | Address | Household | Attribute | Canvas| @ Reporting ' 5 Create Mass Email...
é.:ﬂﬁcaﬂm o Tre—— |@h Utilities »

% Canvassing \ @ T  Create Canvassing List...

|

ite and print letters ‘]

@ Open Email Campaigns...

..[a[f] Contacts

[I.ast year v] Awsiting Thank-You Letters
1/ 1/2015 = ==z 12/31/2015 ~ Awaiting Thank-You Phone Call

8 Cont st =] Paymert oz
{4 Contributions/Pledges Event: <ignores EI [7] Single Contribution

~ Date Range:

H- " Product Sales Amount Range:  minimum » to  maximum - Allocation Fund.
04> Logs
- Communications

¢ Financial

- System Manager

Contacts [ 3029 records found ]

y Last First Address " Zip
Inc ID Title Mame N e I Type Address City State Code

l_ Aagard Martha l_ Home 4629 York Ave 5 [ Minneapolis |MN | 55410

Aakhus Ariel . Home 1709 8th 5t 5 Moaorhead

Ira

EEEdit | % Include % Exclude | Sort B Format = | &% Export & Print || Detail |[@ Summary [[] = |[E Pivet |

(612) 9209217
(218) 8259215

Aakhus Steven .. | Home 19931 See Gull Rd Brainerd BN

(218) 8259215

Aamot Earbara Home 13451 Meginty R E Minnetonka

(952) 9338423

[ L= T [, R [

Aanenson Pamela e 3896 White Bear Ave | White Bear ...

Select the option to write the letter to households, it will be the first radio button in the list, then click [OK].

KNOWLEDGE BASE www.trailblz.com/kb
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Write Letter @

Print Options
= )
rﬂ' @ Combine by Household

Ilses the previously defined Household linkage to combine.
If no household linkage, creates SEPARATE records.

(71 Combine by Last Name and Home Address

/ Make a single record where last name AND address are the same.
Would be used for "Smith Family™ type letters.

(7 Combine by Home Address

Combines duplicate addresses into single record regardless of last name differences.
Would be used for "Current Resident” type letters.

) Individual

Each record.

2

\

© ok [@Carea |

It will take a minute to load as the mail-merge word processor prepares to send to households.

As of the time this article was written, these are the household merge fields you can utilize for this letter:
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EEH &S 'E0E@ AERDMO4 Insert merge field.. |~ [ @ "V | &

Insert merge field...
«CreateDates
pic b enlh il e
«Household Envelope Mames
«Household Salutation Marmes
«Householded First Names
«Householded Mick or First Mames=
«Householded Full Mames=
xHousehold Contribution within Date Range»
«Household MonMonetary Only within Date Ranges
«Household Monetary Only within Date Ranges
e
«MickMarmes=
=FirstNames=
«LastMarmes
wSuffixs
«Default Display Address Block=
«Default Display Streets
«Default Display Streetds
«Default Display Street3=
«Default Display City»
«Default Display States
«Default Display PostalCodes
«Default Display Countys=
«Home Address Blocks
«Home Streets
«Home Street?s
«Home Streetd=
«Home City=
«Home States
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Create your letter template by adding in text, images, your signature, and the household merge fields. For the most part you can copy-and-paste
this from another program like Microsoft Word or Pages, but keep in mind that it’s currently limited to a single column template. My example is
below.
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Example year-end tax letter for households before print preview.

E‘;‘L‘JJ '&@{5 ﬂh a B [ @ & s =& Insert merge field., - ﬁﬁfff a

Organize. Leverage. Succeed.

«MMMM dd, yyyy»

«Household Envelope Names
«Mail Address Block»

Total donations 2015:
Cash portion:
Non-cash portion:

Sincerely,

Peter. B. Schumal

Executive Director

& TrailBlazer

2005YEAR END TAX RECEIPT-HOUSEHOLD

»

Dear «Household Salutation Names,

We would like to thank you for support over the past year.

Qur records show your household donated as follows:

«Household Contribution within Date Range»

«Househald Monetary Only within Date Range»
«Household NonMonetary Only within Date Range»

Your generosity is helping to change the lives of millions of people who need our help, thank you for another successfull year.

Ve PP mceat

m
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You can adjust the margins by clicking the [Page Settings] button on the top tool bar, then to run a print preview click [Print], set your range, and
click [Print Preview].
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eEH0 &S +E0E8 AEDDO4 =

&\ TrailBlk

Organize. Leverage. Succeed.

Il

7= | «Household Monh ~ | [ [y "% @

er |

»

Y 66 e Adjust margins/paper type, if necessary.

2006YEAR END TAX RECEIPT-HOUSEHOLD

«Household Enwv 2
«Mail Address Blg Print List Control \ =

M

¥ X

Dear «Household

We would like to

Our records shov

Total donations 2

O [I o [0

This dialog allows you to specify a subset of the full print =

job. Depending upon the size of your computer, and the
content of the letter, large print jobs may consume an
excessive amount of memory. In such cases, you may wish
to break apart the job into manageable units. Each
template document is 407,426 bytes in size, and there are
2,721 records being merged, so the full merged

—

nge»

m

Cash portion:
MNon-cash portion

\le Rangex»
i Date Range»

E@ Print Preview

i [& Print

le=n

Your generosity is
year.

Sincerely,

Ve PP necnt

Peter. B. Schumal

Executive Director

need our help, thank you for another successfull
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My finished example is below of a family where multiple people donated throughout the year.
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s Print | & )5 |Bgless 58 More | () QD 3 @ ) | <5 Print Settings

»

&\ TrailBlazer

Organize. Leverage. Succeed.

February 04, 2016

20056 YEFAR END TAX RECEIPT-HOUSFHOID

Steve and Cindy Aakhus
19981 See Gull Rd
Brainerd, MN 56401

Dear Steve and Cindy,

m
=

We would like to thank you for support over the past year.

Qur records show your household donated as follows:

Total donations 2015: $1,050.00
Cash portion: $1,050.00 I
Non-cash portion: 50.00 I

Y our generosity is helping to change the lives of millions of people who need our help, thank
you for another successfull year.

Sincerely,

Ntf B rmecet

Peter. B. Schumal

Executive Director
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When you’re finished with this task you can mass update either your list of individuals with an attribute, or all members of a household with an
attribute AND/OR you can mass apply a log note showing that the list of contacts received the letter.

#3 — How to Mass Update the Tax Deductible Amount for a List of Donations En Masse

This section talks about how to mass update a list of contributions with either a tax deductible amount or percentage. This can be very useful if
you for instance host an event where there are only ticket and product sales that don’t qualify as a tax deductible donation, you can quickly set the
amount to zero for all of those transactions for your year-end receipts.

« Tip: When creating the event turn on a setting that will make the event eligible for exclusion from regular contribution queries by checking the

box under Setup > Financial > Setup (shown below for an example theater event).
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ot Settings  Help

Application Menu <« || File » Edit - 7 View Directo View Page | Theater Event - Come to the Show! [52]
ny g
[ElR:=R=K= I -Eve Published Event Descripion
Tasks Event Name: Theater Event - Come to the Show! ‘iu I% ) h@ &
mk Calendar Category: | fnone) | [omie "
58§ Calendar/ Tasks | - -
@ Daiv Calendar Enable assignment of contributions and expenses body |
FH Event Public Event (Fublish to web site) background-image: url
Lvents ["http:/farww trailblz.info/DemoMNonprofit_Joel/doc/MwALADYADAAL ADGA
é Event Participants Start Time: 5/12/2016 08:00 PM A~ mgﬁ?::;%?::%}f&AMAMADMMIEUI5-10-30-fu||-page-backg raund-
Event Venues - : 4
{3 Reminders End Time: 8/12/2016 11:00 PM @~ H
D"E Canvassing Close Registration Before Event f:l";:';}::fk;“””e’{
8 = C cations Close Time: 8/11/2016 08:00 PM [~  Ipackground-color white; e
[j--a Financial
- System Manager | Sales | Summary I Gallaqr| Setup | User |

| Address | Contact | Products | Promos I Web Customization | Logo / Banner | Email H.esponse| Financial | Legacy Settings

Setup | Recumence
Remove This Event From Daonation Query Results (Deduct from Donations)

Receipts from this event are ELIGIELE for exclusion from donation guery results.

o

Financial
Mate: Fundraising Goal is used for
event "Maney Bomb Tickers”

Fundraising Goal: 00

All or nothing setting,
this|will allow for easy

Allowed payment type for event

‘warning: Take caution when configuring this feature. Mixing donations WITH

h - h tickems'product?ilwhen re_cl:lurringi payments :éeljrgﬁblgd fg;l_exarr;ple: weeklr_.r._l_h
thly, elc. t i t ts.
sealcning wnen intention of this option is ko allow an entire order of fickets/products to be divided
- int thi ts. An le of thi Id be f istrati
updating the tax o morily paymerl, An sanple o i would b frreisiton o
d e cti b I e a m Ou nt () All purchasable tems and donations will be eligible for installment payments.

@ (System Default) No installment payments are allowed on this event.
en masse.
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Navigate to the Contributions list.
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—
@) Settings Help
Application Menu

El=®d

Tasks

- § Calendar/Tasks
=By Contact

..[8F Contacts

..[eF Contact Relationships
=& Contributions./Pledges
.4 Cortributions *—
.4 Cortribution Allocations
..\ Contribution Matches
.\ Contribution Motifications
----- £} Pledges

----- ) Pledaes, Detail

/=] Thank You Letter - Contributions
w-[d] Reports

- Product Sales

- Logs

|- Communications

#-¢3h Financial

-y System Manager

(|
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Organize, Leverage. Succeed.

Run your search query for the list of donation records you need to update. In this example | searched by the drop down-option ‘Include ONLY those
records from events where the event is marked: Eligible for Exl...Query Results’ which produced 298 records.

Build and run your search query for the list of donations that you want to mass update the
tax-deductible amount/percentage for.

|I<33Searchi§ﬂeset ok New ™ | L) ¥ ¢ | File» Edit - | ©) | ApplytoPledges | Contributions

Favorites | &* General | Memory,/Honar | Other I Gateway | Cortact | saL |

Amount Range:  minimum

Batch Code:

~ [< custom, according to dates belows= v] Products: [< ignore> v]
Date Range:
| <> O [ Recurrence: <ignare>
Cycle: <ignores z Deductibility: | <ignores -
Event <ignore> [+] ExcludeEvent | =
- to maximum »  Alloc. Fund: <ignore>

Exclude records where the event is marked as: Eligible for Exclusion from Donation Query Results
Include ONLY those records from events where the event is marked: Eligible for Exl...Query Results

-7

For my example | selected this option to query by because | knew
that all transactions from events with this setting qualify for a 'non' tax-deduct

Contributions [ 298 records found ]

SE Edit | % Include % Exclude R Sort [ Format ~ laEE}(port &Print ) Pivot

ible amount.

/ Contact First Applied gsgn es I: Zﬂk Ig Zﬂk
Incd ID w  Date D Last Mame Name I Amount Against [Per 9 Deposited Letter call Check#  Street Street2 City State
Eledocs Contact] Sent Dane
ReSUItS' 44479 5/4/2015 | 14670 Moonan Sarah 500.00 .00 00 1234 620 Mendelssohn Ave Minneapolis MM
44428 5/4/2015 | 14547 | Tragy Kevin 145,00 00 00 7190 Chase Ct 5 Littleton co
44477 5/4/2015 | 8742 Warzecha Julie Ann 220.00 00 00 N/A 31925 Fifth Lake Rd Avon MN
44476 5/4/2015 | 148 Anderson Fred George 240.00 00 00 N/A 4406 Colorado Ave N Crystal cT
44425 5/4/2015 | 11265 Smith John i3 330.00 .00 00 M4 14300 Princeton Ave 5 Savage MM

Click File > Set Tax Deductible Amount.
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< Search %, Reset |4k New |3|E = | L) o ¢ [File +| Edit - | ) | Applyto Pledges | Contributions

@ Apply Against Open Pledges
Fawmigsl A General |Mﬂmﬂ-}mm | Other | Gateway | Contl Create Mass Email...
@ Write Letter...

Set Thank You Sent...

~ Date Rangs: [{ custom, accarding to dates below Set Thank You Phone Call... :‘r
@< -
Print...
Cyele: <ignore= fn -
- Print Preview...
Event: <ignore=
Amount Range:  minimum + to maximum Update Cycle... |E|
Batch Code: Update Event...

1|

I | Set Tax Deductible Amount |
Rdd Elocation rung

Export...

S8 Edit | % Include % Exclude R Sort ) Format ~ DEE}q::-u:rrt &P‘rint ) Pivet

DMUMD UM o ecCord [ O

Appliea | OpED
Inc  ID w Date ELILE S Last Mame ok I Amount Against il Deposited
i Mame Pled [Per
®09%S  ontad
(44429 | s5m/2015| 14670 | Noonan Sarah 500.00 | 00 | 00 |
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Read through the pop-up message, and then click [OK] to proceed.

Warning  ——————

 This function will set the Tax Deductible Amount for ALL records
$ displayed. Be sure you have displayed OMLY the records you want to
change OR you have unchecked the Incl{ude) box on selected records
you den't want changed.

The next dialog will let you set the parameters.

Ok ’ Cancel

Currently these are the options you have:
- Full — Set Tax Deductible Amount = Amount
- Non — Set Tax Deductible Amount =0
- Partial — Set Tax Deductible Amount = % of Amount

Select your options for setting the tax deductible amount, and click [OK]. In my example | selected to set the amount to zero.
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-
Set Tax Deductible Amount

() Full - Set Tax Deductible Amount = Amount

i@ Mon - Set Tax Deductible Amourt =0

(7) Partial - Set Tax Deductible Amount = % of Amourt
1 Set Percent: 100

© o [@cres ]

2

You’ll get a load animation and then a pop-up with the results once it’s complete. Click [OK] to finish.

Setting of the tax deductible amount is complete, 298 records updated.
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The related resources below link to a variety of similar articles and videos. You can always reach out to our live tech support if you have questions
going through these steps (8-5 CT | 1-866-909-8700).

0009

g

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources
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Related Resources

Article: (Mail-Merge) — How to Write a Letter, and Save it as a Template
Article: Managing Households — Creating, Deleting and Re-Creating
Article: Inserting Contribution Transactions In Donor Merge Letter
Article: Mail Merge — Write a Letter

Article: Printing Envelopes

Article: Save and Load a Search Query as a Favorite

Article: How to Mass Update a List of Contacts with an Attribute Item

Article: Adding Lot Notes, Mass Log Notes & Reminders

Article: Creating an Attribute Folder and Attribute Items
Video: Year End Tax Letter

Video: Write Letter — Edit Letter after Mail Merge
Video: Getting Started 102 — Beginning Queries
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Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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