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Overview 
This article walks through the steps to perform mail-merge (letter writing) with Trail Blazer and Microsoft Word. 

 

You can utilize this integration for letters, envelopes, labels, etc.  There are many benefits to this, such as the ability to create letter templates with 

multiple columns, text wrapped around images, and much more.  Another benefit would be the ability to print to whatever type of label paper 

you’re using. 

 

This integration allows you to merge-in any data point that you are tracking in your database e.g. name, address, donation date, donation amount, 

ask amount, nickname, household name, etc. 

 

Prefer video?  Click here to watch a video tutorial. 

 

Tip: Creating custom “mailing formats” will help streamline this process. 

 

 

 

http://www.trailblz.com/kb
https://www.youtube.com/watch?v=qhxj0ztvUAc
https://www.trailblz.com/kb/?action=view&kb=272&cat=0&qq=format
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Steps 
 

Navigate to the list that you want to run a mail-merge print from.  In this example I used the Thank You Letter – Contributions list. 
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Run a targeted search query for the contacts that you want to print for.  In this example I searched for donors that needed a thank you letter. 

 

http://www.trailblz.com/kb
https://www.youtube.com/watch?v=Qlgd1wczSLA
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Next, and very important, you will need to format (add / remove columns) (learn how to format) into the grid that you want to use a merge fields 

in your printing.  Some common examples for this would be: 

- Title 

- First name / last name 

- Address (street, street 2, city, state and zip code) 

- Contribution date 

- Contribution amount 

- Contribution fund name 

- Contribution event name 

- Household salutation name 

- Household envelope name 

 

My example is below. 

 

http://www.trailblz.com/kb
https://www.trailblz.com/kb/?action=view&kb=272&cat=0&qq=format
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You can then save this format for future use. 

 

Double-check that you have all of the columns added to your format that you will need for merging into your letter. 

 

Then select File > Write Letter Using Microsoft Word… 

 

http://www.trailblz.com/kb
https://www.trailblz.com/kb/?action=view&kb=272&cat=0&qq=format
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The first time you run a mail-merge through MS Word, check the box for: 

- Create merge data file (using document name, but with a .csv extension) 

- Open Microsoft Word Document 

o Open new document 
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How to Perform Mail-Merge with Trail Blazer and Microsoft Word 

 

 KNOWLEDGE BASE www.trailblz.com/kb    11 

Choose the file directory for saving the .CSV export and the new Microsoft Word doc, give the files a name, and click [Save].  In my example I used 

my Documents folder, and called the files “Trail Blazer Thank You Letter Template”. 
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You’ll receive a popup message with instructions for how to open the document.  Click [OK] to proceed. 

 

 
 

This will open your new blank word document. 

 

Note: When doing this in the future, you can select to open an existing document that you’ve already designed. 

 

Navigate to the Mailings tab > Stat Mail Merge. 
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Select the Letter option from the drop-down. 
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You can now proceed with designing your template by adding images, column dividers, text, custom font and styling, etc. 
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When you are ready to insert a merge field, click the Select Recipients drop-down under the Mailings tab and select Use Existing List. 

 

 
 

Locate the exported .CSV file that was created in previous steps (it will have the same name as your word document), select it, and click [Open]. 
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Now you can click on the Insert Merge Field drop-down under the Mailings tab, and access the data fields that were exported in the .CSV file.  In 

my example, I insert the FirstName field. 

 

http://www.trailblz.com/kb
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After a merge field is inserted it will add << >> symbols around the test.  Here’s my example. 
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Repeat these steps until all of your desired merge fields have been added to your Word document.  Once you’re finished, save the document for 

future use.  My finished example is below.  I’ve highlighted the merge fields being used. 
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To test the print preview, click the [Preview Results] button under the Mailings tab. 

 

 
 

Below is my print preview example.  You can page left and right to see how the letters work before printing. 
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If everything looks correct, you can click [Finish & Merge] > Print Documents. 

 

 
 

If you are printing thank you letters, you will want to return to Trail Blazer and click the [Sent] button for those people that the letter was mailed 

to. 

 

You can now utilize the mail-merge Word document that you’ve created, when you need to export and merge again in the future.  For future 

merges, you will use these settings: 
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And select the file that has the merge fields included. 
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Tip: you can upload and save a copy of the word document that you create, into the System Gallery in your database.  That way other users will 

have access to it.  Example: 
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The related resources below will provide quick links to other related articles and videos. 

 

 

 

 

 

 

 

 

 

 

 

 

Related Resources 
 

Article: Creating and Saving Default Formats for Reporting with the Grid 

Article: How to Print Envelopes 

http://www.trailblz.com/kb
https://www.trailblz.com/kb/?action=view&kb=272&cat=0&qq=format
https://www.trailblz.com/kb/?action=view&kb=183&cat=0&qq=envelope
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Article: How to Print Household Labels 

Article: How to Print Mail-Merge Address Labels 

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

Video: Beginning Queries – Nonprofit 

Video: Year End Tax Letter 

 

 

 

 

Trail Blazer Live Support 
 

  Phone:  1-866-909-8700 

   Email:  support@trailblz.com 

   Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180 

   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.  You can 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 training classes. 

 

* This service is included in your contract. 

http://www.trailblz.com/kb
https://www.trailblz.com/kb/?action=view&kb=345&cat=0&qq=labels
https://www.trailblz.com/kb/?action=view&kb=273&cat=0&qq=labels
https://www.trailblz.com/kb/?action=view&kb=276&cat=0&qq=attribute
https://www.youtube.com/watch?v=Qlgd1wczSLA
https://www.youtube.com/watch?v=MUVSUTciwaU&list=PLgwwHL9t2abQat53fYGw3K9yCi6-Oq1ZY&index=2
mailto:support@trailblz.com
https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
https://twitter.com/trailblazersoft
http://trailblz.com/Support/Learning/Events.aspx
http://www.joingotomeeting.com/
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=OWWX4dkzm0Ht9M&tbnid=fvnmGEIR8WcqlM:&ved=0CAUQjRw&url=http://sisyphus-js.herokuapp.com/&ei=8c93UqrcFYj_qgHr4oGADw&psig=AFQjCNEn8KDSLHIodKJmcApCrvnIZvl23g&ust=1383670048026187

