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July 6, 2011
In order to combine E-Tapestry mailing lists with mailing lists from Gifts:

1. Start with “Report and Export Categories” at the top of the E-Tapestry screen.  
A. Instead of selecting Standard Reports, click the plus sign (+) under “Custom Mail Merge.”  
B. Select “Run Report” under the report named “Mail Merge, Additional Fields, no Dept” (if you are combining with fields from the Contact tab of Gifts), or select “Run Report” under the report named “Mail Merge, Additional Fields, w/Dept” (if you are combining with fields form the Request tab of Gifts.  
C. You have now selected the report format, which determines fields used and the order in which they will appear in the report.  
D. As usual in E-Tapestry, select “run report
” from the mail merge you have chosen

2. Enter your search criteria in the new screen:
A. In the “Query Section” 
a. Make sure “remember this query” is not selected
b. Category = Mail List Groups (or whatever category you need)
c. Select a Query from the pull-down menu, such as “Directors”  

B. In the “Export as Section,” use defaults (Transactions; not selected; Export as Tab Delimited)
C. In the “Delivery Options” section, choose Report Format = Excel File-Download

D. Click on Submit
3. After the merge, choose Open with Excel and click okay.  You will have the same fields as the Gifts export will.  Save the exported file to an appropriate directory.
4. If you have not yet exported the data from Gifts, go to the Gifts export instructions, (H:\Admin\Instructions-Grant Process\Software\Gifts)

5. If you have exported the data from Gifts, go to the Combining Exports instructions found in either the Gifts or E-Tapestry instruction directories.

�   If you want to display results on screen first, you can select that from the Display Results section and still send the report to Excel from that screen by moving to the very bottom left of the report displayed on your screen.  Select Export File Excel Download from the pull down menu and click Download.
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