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GAL 19 — Creating and printing thank you letters

This guide shows you how to set and design a thank you letter template for your Church
and how to create and print copies for each of your donors which will include a table of
the donations they made during the year.

At present it is not possible to email a copy of the letter to your donors, but this feature
has been requested from the software developers.

Here’s a step by step guide on how to do this:

1. Setting up and designing your thank you letter
2. Producing your thank you letters

1. Setting up and designing your thank you letter
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e Step 4 (using pre-printed letter headed paper)

e T ———————————— T _ \
N e p——— T If you are using

P oapps [ ShacePoint @ Disc: [l DiscesecfManche: OB G5C-Home () TheGusdien [F MyGningOnliee i) Marmem [ Norher joceniCr Q) Mutionsl Rad [ Maid- pecibsied

your own pre-
printed letterhead

Gresting
you can continue to
do so. Tick the
Letter Headed
Lettar Haaded Paper? Letter Head Space (In inches)

AN

e - |
ittt You’'ll need to

o = specify the amount
A of space taken up
by your logo and
address at the top
of the page in
inches. The

ot i P software will know
oy v Data where to print the
rest of the thank
you letter’s

contents.
- J

Page 3 of 19



e Step 5 (creating your letter headed paper in the software)
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I Click on Resize.
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e Step9
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your Church, it
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e Step 13
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The logo will
appear on your
screen. You can

choose to drag and

drop the logo to

the top right or top
left. See below for
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Click on Save to
store your changes.
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e Step 17
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e Step 18
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salutation.
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Dear Firstname it
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s il 5 e to the donor
record. For
example, David
Brian Smith will
appear as Dear
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e Step 21
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click on Save to
store your changes.
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2. Producing your thank you letters
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Audit trails and thank you letters
Enter the dates of
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e include the gifts
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Data Order [

include in the
letters all of the
donations given by
clicking on Details,
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Summary of the
donations and
totals for each
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Salact Donors To Show
Untick the boxes for
Inactive Donors and
Aggregated
-\ Donations.
Dones Tpes )
S jf desired, you can\
- filter down to

produce letters for
particular types of
donors or those

who have a specific
giving type.
""‘” il ““";““""“"“ S /

Click on Next.
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e Step5
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. - ®  GitAdCam You have other filter

options if you wish
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@ B None @ None J
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e o 0
N Click on the >>
button to move all
of the fields to the

right hand column.
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Manchester BEF (Onganisation)

Audit trails and thank you letters

Al Fields

Choose your thank

you letter template
from the drop down
list.

J
N

Thank You Letter

Click on the Thank
You Letter button to
produce the letters.
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e Step7
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will appear.

Thank You Letter

Mame Moo Banch s Untick the boxes to
produce letters for
specific donors only.

Click on Preview to
see copies of your
letters.

You can choose to
download copies of
the letters from the
preview screen.
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St Michael thank you letters.

Flixton

The letters will look
this.

Page 18 of 19



e Step9
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mouse cursor to

‘ﬁ. St .'l\el‘ujtlsacl the top of the
window containing

the letters you will

have the option to

download or print

them.

. J

Thank you letters report
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