& TrailBlazer

Organize.Leverage. Succeed. How to Create a Custom Thank-You Auto-Responder Email with Merge Fields
For your Online Donation Form

Author: Joel Kristenson
Last Updated: 2017-02-24

Overview

This article will show you how to create a custom thank-you auto-responder email for your online donation form. It then shows how to activate
the email within the Website Configuration are of the application. This process can be repeated for the other iFrame forms and custom forms that

you build with Trail Blazer.

¢ Tip: If you prefer video tutorials this link on our YouTube Channel provides a concise walkthrough on this task.
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Steps

Navigate to the Templates List under the Application Menu. Requires appropriate security clearance.

— ———
) Settings Help
Application Menu <
EBo
Tasks

- § Calendar/Tasks
&5 Communications
- Campaigns
- Domains
T Messages

(5% Templates <

% Tracked Links

..[l| Clicked Links
-T2 Advanced Merging

¢ Financial

- System Manager

Click the [+ New] button on the search tool strip.
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<3 Search @,Resetlaﬂawew IE 0 | L) O @ | File + Edit - | ) | Email Templates
Q

7 Genera [ sl
Q

Template Name:

Subject:

% Include % Exclude | Sort ) Format X Export (& Print | ) Pivot |

Email Templates [ 135 records found ]

Date Created
Created Ey IO

Joel's Default Starter Template - From T... 5/4/2016 | 1279 Kristenson, Joel
201604 -258 -advocacy-email-example-fro... 4,/28/2016 | 12796 Kristenson, Joel THIS IS A DRAFT

Individual Donation Thank-You throug... 47272016 | 12796 Kristenson, Joel Thank you for your donation!
20160415 -abpp-link-to-pdf-clean-out... 418/2016 | 1279% Kristenson, Joel THIS IS A DRAFT

test 4/12/2016 | 12796 Kristenson, Joel
20160401 -abpp-example-pdf-newslet... 47172016 | 12796 Kristenson, Joel THIS IS DRAFT
20160401 -mofas-nice-donate-button-... 41,/2016 | 1279 Kristenson, Joel THIS IS A DRAFT

Created By Subject
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Give the template a name, and then click [Create]. In my example | called my “Auto-Responder — Donation Thank-You”.
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1. Create a name for your auto-responder email.

EName: Auto-Responder - Donation Thank-You -

| 2014 October E-Newsletter with Screenshot a... | [ 2015-03-12-global-ethics-2-column-newsletter-...
| 2014 October E-Newsletter with Screenshot a... | ] 2015-03-16est template to-play-around-with-v 1
|E|2'I]14 October E-Mewsletter with Screenshot 3. |E|2'I]15—ﬂ3—23mail-d1imp-example-email-template-..
|E|2'|]1-H'I-D-lrcummun'rt'_.r-actinn-dulmh-example-... |E|2'|]'I5—1]3—23—111E|i|-d1imp-example-email-template-..
I %21]1-#11-1]4—temp|ate-ﬂ§-example-sputﬂewsle¢t... |ﬁ|2ﬂ15—1]3—23—111E|i|-d1imp-example-email-template-..
%Z{H-H 1-10 - Sample - Survivars of Torture |E|2'|]15-'D-1F'IdrsampIe-email-ternplate-one-'mi::Eﬂi..
N %Z{H-H 1-12-sample-newsletter-with-social-shar... |ﬁ|2ﬂ15—ﬂ+2+sairrt-bennedid-abbey—e:ample-sid...
i %21]1-#11-'I2—sample-sheheﬁng-arrns-give-tu-the-... %2{!1BMﬂ-gartner-evemg-example-links-tu-ev...
|E|2'I]1dr'l 1-14mennewsletter-2-column-socialico ... %21]1 5-05-05vinland-evertinvite-with-nice-blac...
1 |E|2'I]1-H 1-14rocketfuel-eblast-sampletemplate-.. |E|2'I]15—1]5—13mobile-respunsi'u'e-dean-lnul~:ing-e...
]
]

|E|2'|]1-H2—1Efnm-eblast-sample-referencemail-... |E|2'|]'IE-ﬂE-DB-testing-template-Hml-css4eaming-t...
%21]1-#1 2-18-one-voicereference-Jblack-divide .. |ﬁ|2ﬂ1 5-06-06-basicfrom-rtemet-code-example

N %Z'IJ'I54]1-DE-Iost-pet-found-example-basic-templ... |E|2'|]15-'D'E-'IB—test-template-for—tmdcable-links-kb-..
'l %2[!15—1]2—1 1-arnuna-project-sample-example-Zco... |ﬁ|2ﬂ1 5-06-15-basic-one-column-with-headerhyp ..
I %Z{H54]2—1H-pulitical-emmple-with-sudal-sideba... %2{!15-{PE-'IH-test-campaign-fur-kb-un-tmdcingh...
%21]15—1]3—11-anail-ta11plat84ﬁﬂth-sc:'eenshut-an... %21]15—ﬂ6—22+1tm|-example-email-aﬁer—running-th...

N A L I
M| [ Details

| 2
L

i Create i@{:annﬂl
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You have a couple of choices at this point you can either create your own template from scratch or choose from one of the Standard Trail Blazer
templates. In this example | opted for the 2" option, to use one of the pre-built templates as a starting point, which already has the main merge
fields needed for a donation thank-you email.

Click the File drop-down in the upper-left, and select Insert Trail Blazer standard template...
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Edit v | < |/ 3 Saved Copies | Auto-Responder - Donation Thank-You
Insert Trail Blazer standard template... ||
;

Save

Save a copy as another template...

Make this template your signature
W-r" T

Bsuce @ @ | X 0 (B

B I USx x I

=K

| Styles - | | Mormal - | | Font

Select the template for online donations called “t_Online_Donation_TY_Auto-Responder_with_Supported_Merge_Fields”, and then click [Open].
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a Insert Template

Mame: t_Online_Donation_TY_Auto-Responder_with_Supported_Merge -

Template Mame

|ﬁ|t_Mvanced_EDﬂ_E_Culumn_Newsleﬂer 2015110724
%t_ﬁd\ranced_ﬁ-l'l]_CalI_tu_ﬂ.c:tiun_l'u'lnbile_Fﬁendhr 2016/03/04
| Eit_Basic 600 2014/10/21
|E|t_Easic_E_Cqumn_Mubile_Hespunsive 2016/02724
%t_ﬂasic_ﬁﬂﬂ_rdewsleﬂer 20151012
|E|t_Basic_ﬁﬂD_SingleCulumn_Bulle‘tF‘uirrtSediuns_BlueBac:kgmund 2015112118
|E|t_Dunatiun_TY_I'U'Iass_E—MEliI_Campaign_nr_|r|d'n.r_E—Mail_with_Suppurted_Merge_Helds Thank you for you donation! 2016/03/09
%t_I'u'Iernbership_ﬁu.rtu_HEspunder_Heceipt_with_Merge_Helds Thank You! Membership Details & Benefits Enclosed 2016/03/09
Izt Online_Donation_TY_Auto-Responder_with_Supported_Merge_Fields 2016/03/09
| Eit_Sidebarleft 600 2014/12/30
%t_Sidebarng}‘rt 600 201410721

1. Select this template. This standard template already
has merge fields supported by Trail Blazer for your
online donation form including the contribution date,
and amount.
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Click [OK] when prompted about overwriting your current template. (If you’re starting from scratch as | was you don’t need to worry about this
warning, if you have unfinished work click [Cancel]).

This is what the standard auto-responder email template should look like when it’s first inserted:
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File = Edit ~ | < |« | Saved Copies | Auto-Responder - Donation Thank-You [

Template:  Auto-Responder - Donation Thank-You

Subject: Thank you for your donation!

|7 Edit | Save |Ealnsert Template |

Insert merge field... ~ |[¥] Filter Content |

Bsowce @ @ (% 0B E « QB W
1= = |k |9 E.'-!|E§ = EIB‘T‘ EE'HE =
Font v”Size ,”A, ﬂv]

[BIQSKE::HI;

& ®

@ Q =

(o[ ]

. YOUR
LOGO HERE

«MMMM dd, yyyys

Dear «FirstNamexs,

Thank you so much for your generous donation of «ContributionAmounts. With your help we can fulfill

our msision. . The standard Trail Blazer
Your Oranization Name Goes Here is a 501 (c)(3) per the IRS tax code. Our EIN is (replace this with donation aUto-responder
your EIN) 48-2188422. email with merge fields.

Please retain this email as your receipt.

Thank you,

Your Name Goes Here

Your Title Goes Here

YourName(@ YourEmailDomain.org 11
www. YourWebsite Goeshere.org

I
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You can now finish the email by completing these steps:
- Swap out images with your logo, header, footer, signature, and social media icons

- Swap out the default text, font styles, etc. to include your own message
- Replace any hyperlinks to things like your website, social media pages, etc.

Below is the list of merge fields that are currently supported in the thank-you auto-responder, as well as a list of those that are not supported (as
of the time this article was written).

These merge fields work:

«FirstName»
«ContributionAmount»
«MMMM dd, yyyy»
«LastName»

«Nick Name or FirstName»
«AddressID»

«Street»

«Street2»

«City»

«State»

«ZipCode»

«Employer»
«Occupation»
«EmailAddress»

KNOWLEDGE BASE www.trailblz.com/kb 12



http://www.trailblz.com/kb
http://trailblz.com/kb/?action=view&kb=280&cat=1

& TroilBlazer

Organize.Leverage. Succeed. How to Create a Custom Thank-You Auto-Responder Email with Merge Fields
For your Online Donation Form

«MM/dd/yyyy»

«MMMM dd, yyyy»
«yyMMdd»

«MM/dd/yyyy hh:mm:ss»
«MM-dd-yy»

«unsubscribe»

«UserDatel»

«UserDate2»

«UserDate3»
«ContributionTotalYTD»
«ContributionTotalDateRange»
«MonContributionsDateRange»
«ContributionCount»

These ones don't:

DateCreated
EmailCampaignlid
Contributionld
ContributionDate
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Eventid
EventName
Title
Suffix
NickName
Household Salutation
Household Envelope
Street3
StreetCityStateZipBlock
ARREmailAddress
Phone_Alt
Phone_Cell
Phone_Home
Phone_Fax
Phone_Bus
Phone_BusFax
ContributionLastDate
ContributionLastAmount
User001
User002
User003
User004
User005
User006
User007
User008
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User009

User010

User011

User012

BirthDate
MembershipDuration
MembershipType
MembershipStartDate
OrganizationName
OrderReceipt

Once you are finished with your template click [Save and Close].
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File = Edit = | ¢ | ' | Saved Copies -

Template: Auto-Responder - Donation Thank-You - For KB on Creating an Auto-Responder with *&I1* Available Merge Fields with Lists for those

Subject: Thank you far your donation!

2 Edit k= save E?@Ir‘lsvart Template
1
Inzert merge field... * Filter Content

@ Soute | @ @
B I
=N

[ Styles vH Mormal

Your Oranization Mame Goes Here is a 501 (c)(3) per the IRS tax code. Our EIN is {replace this
with your EIN) 43-2188422.

Flease retain this email as your receipt.

Thank you,

Joel Kristenson
Professional Dishwasher

jkristenson@irailblz.com

www. trailblz. com.cam

Ol

body table thody fr td p

MNomal |Tﬁd Wersion

16

Save Ssveand Close | | Cancel |
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Now that your template is ready to go you’ll need to set it as your auto-responder and refresh your website settings.

Navigate to Website Configuration > Donations > Email Response, select your template from the drop-down, click [Save], and then click the blue
link in the upper-right to refresh your settings. The image below details these 4 steps.
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@) Trail Blazer Version 6.2.6011.27189 Demo Nonprofit Joel - [Update Website Configuration] =
@) Settings  Help -
Application Menu || File - Edit - | () 5 rame Wizard

E % @ || Site Title: Demo Nonprofit - Joel Refresh web pages
Tasks Meta Description: Click here to refresh your web pages using
-5 Dashboard updated specifications.

- Meta Keywords:
-8 Organization
- 8 Calendar/Tasks Theme Mame: default 4
- 8g Canvassing Flat Shipping Fes: 00
-z Contact
-5 Communications [] Enable double Opt-In for all forms
[j--a Financial
=& System Manager Site Settings | Calendar Evertg| Donations | Eignup Email | Signup W Mtributes | Signup Atributes | Signup F'ost|
""" age Setup nation Amounts mng Frequency i ist ai sponse | §ive Preview niations . aspx Yver=.
ﬁshemeaue Page Setup | Donation Am Recu Related List§ Emai Re Preview (Do ver-2)
.. ists
Eg Settings Template: [Au’(o-Responder - Donation Thank V]
: =) Customize Labels [Template Preview) Emailed, Thank you Letter
#&F Payment Gateway II
[t Website Confiquration -« 1
a. Update Unigue Search Values (D1
[ Tools -
= 2. Select the new template you created

to use as your.auto-responder for online
donations.

m

«VINMMVM dd, vyvyw
Dear «FirstName» «LastNamen,

Thank you so nmuch for your generous donation of «ContributionAmounts. With your help we

can fulfill our msision. -
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You'll receive a popup notification. Click [OK] to proceed with the refresh of your web settings.

@ Web pages have been refreshed based on your new specifications,

You’ll receive another popup message once this is finished. Click [OK] again to close the message.

@ Web pages have been refreshed based on your new specifications,
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It’s wise to now test out your email to make sure everything is how you want it to be i.e. the merge fields work, there aren’t typos, the images/links

work, etc.

You can navigate to your Trail Blazer donation form where it’s implanted as an iFrame on your website, or to the location where it’s hosted on our
domain (www.trailblz.info/YourDatabaseNameGoesHere/donations.aspx). /n my example it was hosted @
https://www.trailblz.info/demononprofit _joel/donations.aspx as shown in the images below for my test contribution.

Img 1 of 2 — Fill Out the Test Donation — Top Half of Form

KNOWLEDGE BASE www.trailblz.com/kb 20
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Top half of example donation for testing the auto-responder email.

| Trail Blazer X\+

e

& DU https://www.trailblz.info/demononprofit_joel/donations (& Q, Search ﬂ' E 3+ #w 4 [ =
|.h TBZ
b’ -~
@ﬁd”ﬂ’ﬂl@f' share: B @G G+ 0

Billing Information Donation Amount

* First Name | 1] $10 - Supporter

Middle $50 - Associate
* Last Name | Kristenson $200 - Friend
Nickname $500 - Patron "
* Address | 9110 Golden Valey Rd. $750 - Bronze
Apt. 10 $1000 - Silver
* City | Golden Valley $2000 - Gold
* State | Minnesota H $5000 - Platinum

*
Zip Code 55477 $10000 - Sponsor =

* Phone $25000 - MEGA Sponsor

* Emal | jkristenson@traiblz.com

@ 6212016.00

v Yes, Iwant to receive future email updates.

v Show my donation on the website ticker. :
Make my donation
Comment | Testing for the KB on what auto-responder merge

fields work for online donations. ) )
Single One Time Donation

Select a Restricted Allocation Fund Below

Volunteer
45000 | 2016 Disaster Reief Fund 21
Assist with Event planning

2016 General Fund
T will work on your newsletter 0.00

1 ™ TakinAa ReAictratinne 3t Eventc

BT T I i = N T TS R |
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Img 2 of 2 — Fill Out the Test Donation — Bottom Half of Form
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Bottom half of test donation for testing auto-responder emails.

& HUR https:/fwww.trailblz.info/demenonprofit_joel/donations c | | Q, Search | ﬁ' E 3 & 4 O # |-
[b TBZ
Powered by
G‘ﬁo:'fﬂklzer' Share: [in ] E] Gl a
- - 200U . I I
$1016.00 of $6212016.00 allocated.
Select Rider to Support
e
Chad Make my donation in Honor or Memory of
Dan
| HoNor of | 1y memory of B
Jim Memory
Joel Name Here  prnce
Kevin
Mark .
Employment Information
Pat
Sue Required by Federal and State Election Laws
Tom * Employer |13 Blazer Campaign Services

* Qccupation | professional Dishwasher

Please select your email preferences

| Annual newsletter Payment
| |
Critical updates only regarding major news
pd ly regarding maj @ Credit Card
Ei ewsl
Monthly newsletter Bank Account eCheck

Please never contact me by email
Quote of the day notifications

VISA| QO "G
Note: Address above must match Credit Card.

# First Name | 5z

* Last Name | Kristenson

Payment Type  ysa B
* Card . . .
Namber Once yda 're finished entering
*epraton o [-] 2017 [ oW the form information click

[Donate Now] to process the
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Once you process your donation you’ll receive the thank-you auto-responder email. My example is shown below in 3 images with the working
merge fields as well as those that don’t work.

Img 1 of 3 — Top Half of My Example Auto-Responder
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Top half of my example auto-responder email with merge fields.

*
HdY O+ +|= Thank you for your donation! - Message (HTML) (=@ = |

Message & e
@y Jgnore x .__a .__EJ .__; mMeeting (23 Archive N3 @Rules - -._% @Mark Unread a‘tb &4 Find Q
Q To Manager - 'J @ OneMote % Related ~

Categorize -
~ Delete Reply Reply Forward B - p . _ Move Assign Translate Zoom
& Junk Al < More (3 Team E-mail = ~ [2 Adions ~ | pojiy~ ¥ Follow Up ~ - Iy select -

Delete Respond Quick Steps (] Maove Tags [} Editing Zoom

From: Demo Monprofit Joel <jkristenson@trailblz.com = Sent Wed 6/22/2016 4:21 FM
To: Joel Kristenson

Co

Subject: Thank you for your donation!

» &R

June 22, 2016
Dear Joel Kristenson,

Thank you so much for your generous donation of $25,000.00. With your help we can
fulfill our msision.

These merge fields work:
Joel

$25,000.00

June 22, 2016

Kristenson

Joel

8325

9110 Golden Valley Rd
Apt10

Golden Valley

MN

55427 25
Trail Blazer
Professional Dishwasher

jlaistenson@trailblz com
0672272016
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Img 2 of 3 — Top Half of My Example Auto-Responder
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Middle section of my auto-responder email with merge fields.
—
il o » »ls T Thenkyouforyourdonstion! - Message (HTMD Lo E et

m Message & 0

= i 3 i 53 @ Rules = i @ Mark Unread 3 34 Find
74 Ignore = = fi—= Meeting [23 Archive a ({
wonore X [ ) 3 B L6 o | B B .

Q To Manager - Categorize =
&Junkv Delete | Reply R:;Inlly Forward ?‘é More *

4 . _ Move Assign Translate Zoom
(3 Team E-mail = « [A Adtions = | pglig~ ¥ Follow Up ~ - Iy select-

Delete Respond Quick Steps [F} Maove Tags (] Editing Zoom

From: Demo Nonprofit Joel <jkristenson@trailblz.com> Sent: Wed 6/22/2016 4:21 PM
To: Joel Kristenson

Co

Subject: Thank you for your donation!

160622

06/22/2016 12:00:00
06-22-16
unsubscribe

» &

These ones don't:
DateCreated

EmailC ampaignId
ContributionId
ContributionDate
Eventld

EventName

Title

Suffix

NickName

Household Salutation
Household Envelope
Street3
StreetCityStateZipBlock
AKEmailAddress

Phone Alt

Phone Cell

Phone Home

Phone Fax

Phone Bus
Phone_BusFax
ContributionL astDate
ContributionL astAmount
User001

User002

User003

User004

User005 27
User006
User007
User008

P | TT My 1
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Img 3 of 3 — Top Half of My Example Auto-Responder
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Bottom half of my auto-responder email with merge fields.
—
== ) U_Thankyoufwyourdonaﬁon!W l"‘:"'E"'g

Message & 0
@ Ignore x .__a .__EJ .__g m Meeting ,_a Archive 53 @ Rules = -_% @ Mark Unread artb &4 Find Q
'J @OneNote 2

Q To Manager Categorize = % Related =
&Junkv Delete Reply Reply Forward ?‘e More *
All

4

p . _ Maove X Assign Translate Zoom
(54 Team E-mail v = [z Adions ~ | pgligy» ¥ Fallow Up ~ v lg select~

Delete Respond Quick Steps (] Maove Tags [} Editing Zoom

From: Demo Monprofit Joel <jkristenson@trailblz. com= Sent: Wed 6/22/2016 4:21 PM
To: Joel Kristenson
s
Subject: Thank you for your donation!
Phone BusFax
ContributionLastDate
ContributionLastAmount
User(01
User002
User(03
User004
User(05
User006
User007
User(08
User(09
User010
User011
User012
BirthDate
MembershipDuration
MembershipType
MembershipStartDate
OrganizationName
OrderReceipt

» T

Your Oranization Name Goes Here is a 301 (c){3) per the IRS tax code. Our EIN is
(replace this with your EIN) 48-2188422.

Please retain this email as your receipt.
Thank vou,

Joel Kristenson
Py ional Dishrwash
fkristenson(@trailblz.com
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Organize.Leverage. Succeed. How to Create a Custom Thank-You Auto-Responder Email with Merge Fields
For your Online Donation Form

If you are satisfied with the results you are finished, otherwise you can return to the template to make your changes. *If you need to make
changes you'll need to refresh your website configuration settings after those changes are made.

The related resources below link to a variety of articles and videos related to this topic.

209

Trail Blazer

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

Article:

How to Configure Recurring Donation Options for your Trail Blazer Donation Form (must be using either Vanco Services or Authorize.Net as

your Merchant Gateway

Article:
Article:
Article:
Article:
Article:
Article:
Article:

How to Put your Trail Blazer Donation Form on your Facebook Page

Linking your Website to your Database with Configurable iFrame Forms

Build Your Own Custom Signup Form (Get)

How to Create Custom Email Responders for Specific Events — New 2016 Feature Upgrade

How to Access and Use the Standard Trail Blazer Templates as a Starting Point for Template Creation and Mass E-Mail Campaigns

Configuring your From and Reply Email Address Settings

Sample Get JavaScript Form to Get you Started — Trail Blazer API

Video: Iframes

Video: Donation Auto Responders with Merge Fields

Video: Eblasts Configure email settings before mass emailing

Video: Thank you’s using mass email
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http://trailblz.com/kb/?action=view&kb=319&cat=1
http://trailblz.com/kb/?action=view&kb=319&cat=1
http://trailblz.com/kb/?action=view&kb=259&cat=1
http://trailblz.com/kb/?action=view&kb=214&cat=1
http://trailblz.com/kb/?action=view&kb=254&cat=1
http://trailblz.com/kb/?action=view&kb=327&cat=1
http://trailblz.com/kb/?action=view&kb=325&cat=1
http://trailblz.com/kb/?action=view&kb=258&cat=1
http://trailblz.com/kb/?action=view&kb=210&cat=1
https://www.youtube.com/watch?v=YYJOszM9CoU
https://www.youtube.com/watch?v=XQhVau54b48
https://www.youtube.com/watch?v=pCISGEiXh-c
https://www.youtube.com/watch?v=6KZq8LCXsZI
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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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