
 

 

 

 

Year End Receipt Mail Merge for Paper Receipts 

 

 
Note: Once this report and template is set up you can use it year after year without changes.   

 

 

 

Steps 

 

1. Log in to Salesforce  login.salesforce.com 

 

2. Create a new report 

a. Report Tab . >New Report

 
b. Accounts Type Report > Click Create Button 

 

1/8/2016 

Difficulty Level: Easy to Moderate – Reporting knowledge in Salesforce and mail merge 
experience with Microsoft Word and Excel. 
Time to complete: 1-2 hours 

file:///C:/Users/MattHFoster/Downloads/login.salesforce.com


c. Set filer criteria: All Accounts, Created Date = All Time and Add Filer, Total Gifts Last 

Year, not equal to, 0(zero) 

 
d. Remove all columns then add these fields 

Account Name | Formal Greeting | Informal Greeting | Billing Street | Billing City | Billing 

State | Billing Zip/Postal Code | Total Gifts Last Year | Number of Gifts Last Year 

 

 

 

 

 

 

 

 

 

 

e. Save & Run the Report 

 
f. Verify your results are correct 

g. Export Details to Microsoft Excel

 
 



Note: You can request a line by line detailed merged receipt to be made. We do this by 

adding a second or back page to your Word template.  

Please submit a support request here: 

http://salesforce.yfc.net/training_page/yfc_salesforce_support_form/  

Note there is a 1 week turn around for this merge to be completed. Please also email your 

chapters customized template to matt@fosteringllc.com 

3. Save your excel file some place you can reference it again. 

 

4. Customize your Year End Receipt Template in Microsoft Word 

 

5. Follow the steps outlined in this training video on how to mail merge: 

https://vimeo.com/139511818  

 

6. Finish the merge and print, stuff and send your letters. 

 

 

©2015 Fostering LLC 
and respective copyrights of Salesforce, Microsoft, and their affiliates 

http://salesforce.yfc.net/training_page/yfc_salesforce_support_form/
https://vimeo.com/139511818

