INSTRUCTIONS for merging employee name, past gift etc. directly onto United Way paper pledge forms.

1. If you are using this document, the margins are set to the correct dimensions.  If you start a new document, set Top margin to .44” and Left margin to .25”
2. Create an Excel file with separate columns for all information you want to print and merge onto the form.  First Name, Last Name, Last Year’s Total Gift, Employee ID #, Department are common.
3. If you are using this document, save as whatever you want, then delete this first page of instructions. 
4. Then Go to Mailings, and do a Mail Merge for Letters, and merge the information from your Excel Spreadsheet.  
5. Print a test page and make sure it lines up with the paper pledge forms from United Way.
6. Once it is all aligned, put the forms into your printer (make sure they are the correct side up/down/front/back .
7. Then merge the forms and distribute.  

We hope this saves you time when personalizing your employee pledge forms!  

Employee Name:
ID Number:				Last Year’s Gift Amount: $
