Procedures for Daily Phonathon Pledge Reminders in Raiser’s Edge – MAIN
Go to Mail in RE.
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Choose Reminders

Select “WF_Phonathon Pledge Reminders”
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This screen will come up.  It is ready to go with these settings.  It is based on a query, but doesn’t have to be.  I have it like that as an added security measure to capture phonathon.

The run date automatically defaults to the current date, but can be whatever date you plan to send the pledge reminders out.  It is mostly used when using a pledge reminder form and the run date prints out as the date.
Click on the Merge tab.  RE will ask you to confirm file location.  Click on the binoculars, choose the WF_Acknowledgement LTR file and add a date extension to the file (ie. WF_Phonathon pledge reminders_10/27/07).  Click OK.
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This screen will pop up telling you that RE is processing your request.
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And then ask you to save a static query.  This is the query that you will use for Envelopes, much like you do in the Phonathon Pledge Acknowledgement Letters.  

If you are using window envelopes, you can uncheck “Create Constituent output query” on the General Tab and skip this step.
Add the date after the query name for easy locating later.
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Raiser’s Edge will then ask if you would like to record this mailing in the history of the pledge.  This is the same premise as asking if you would like to mark a gift as Acknowledged.  Click Yes.
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Raiser’s Edge will create the letter that we have saved in the setup and show it to you onscreen.
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Additionally, a copy of the letters will be saved in the WF_Acknowledgement LTR file in Citrix that you specified earlier.
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