
Saying Thank You is easy. It’s also the best part.

Send Acknowledgements
A CharityEngine Training Document
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Create a Donation Form  
Here’s what you now get right out of the box:

Overview: Acknowledgements

With our new Acknowledgements Wizard, we’ve made it extremely easy to create, edit and 
duplicate acknowledgements and receipts, whether for email or print. The example below shows 
the wizard in action as well as a letter that can be created and edited directly in CharityEngine. 
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Create a Donation Form  
Here’s what you now get right out of the box:

Import/Create Letter Templates (including from Word®)

You can create templates in the app or you can import anything you’ve built in Microsoft Word. To import from Word, you 
have to name your template and Create the message first. The Import Word option will appear under the Update button.

Return to Table of Contents

Where do you find the Message Templates? 
Look in Configuration under Design & Message > Templates



Create a Donation Form  
Here’s what you now get right out of the box:

How to add Merge Tokens

Easily add Merge Tokens! 

Select the Database Icon to view all of the available Merge Tokens. Click the ones you want to insert. (The selected 
ones will show as Green.) When you are done, click Insert Selected. 

Easily validate Merge Tokens! 
Click the Database Icon with the Check to validate your tokens 
to make sure the ones you have inserted are accurate. If they 
are green, they work! If they are red, they do not.

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:
Getting Started: What’s Different?
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(1) The More button now has Commonly used Filters around Transactions so you do not have to set up all of your filters when you want to do specific 
tasks.  In this case, Gift Acknowledgement View will show you who needs to still be acknowledged for their Gifts. The first thing to do is select Gift 
Acknowledgment View.


(2) This dropdown gives you quick control of which types of Acknowledgments you will be working with so you don’t have to manually make these 
selections. 


(3) This Batch Action button makes it easy to do the desired action in bulk based on your desired tasks. Select Acknowledge if your goal for this task is to 
Acknowledge gifts.


(4) Once an acknowledgement has been sent, either by Print or Email, you will have a log of exactly what was sent by clicking on that number. The image 
will include the individual’s data, not just the tokens of the creative. If there are more than one sent, it will show all of them.


(5) Now you can Acknowledge an individual transaction directly via the Manage button.


(6) The Information button shows what can and cannot be done with that particular record.


Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

If you are only sending a single acknowledgement or just want to do a one-off, 
go to the Actions button next to the Transaction you are going to acknowledge and select Acknowledge.  That will start 
the Acknowledgement Wizard.

Sending an Individual Acknowledgement

Start Here

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Sending an Individual Acknowledgement: Email

2. Select Email

Selecting Receipt or 
Acknowledgement should 
follow your internal business 
rules.

The Send Email button will not 
appear at the bottom of this 
screen until these email fields 
are filled out. 

the selected message will preview in the 
WYSIWYG editor.  You can make 
additional edits in the editor as well. 

If you Save to Batch, it will be 
added to an existing batch 
and processed as part of that 
batch’s completion.

If you select Process Now, the 
email will send as soon as you 
click Send Email

5. Add Email Display Info

4. Select Receipt or 
Acknowledgement

6. Make edits to the 
individual message

3. Select Message

7. Send Email

1. Process Now or 
Save to Batch

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Sending an Individual Acknowledgement: Print

2. Select Print

Selecting Receipt or 
Acknowledgement should 
follow your internal business 
rules. You can also mark it to 
not be acknowledged.

Once you click Print Letter, a link 
will appear to download the letter.

the selected message will preview in the 
WYSIWYG editor.  You can make 
additional edits in the editor as well. 

If you Save to Batch, it will be 
added to an existing batch 
and processed as part of that 
batch’s completion.

If you select Process Now, the 
letter will print as soon as you 
click Print.

4. Select Receipt or 
Acknowledgement

5. Make edits to the 
individual message

3. Select Message

6. Print Letter

1. Process Now or 
Save to Batch

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

To send multiple acknowledgements at once, set your filters to create the segment you want to send to. 
Choosing Gift Acknowledgement View (1) will apply most of the common filters you’ll want to use.


Once your filters are set, (2) either Select All or Select Individuals who will be receiving acknowledgements. 

1
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The next few slides will show you more filters in the Advanced Filter tab 
that are available for you for your segmentation.

Sending Multiple Acknowledgements

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Set your filters: General

Here are the common filters available for Segmentation Transactions in the 
General Tab.

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Set your filters: Payment

Here are the common filters available for Segmentation Transactions in the 
Payment Tab.

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:
Set your filters: Acknowledgement

Here are the common filters available for Segmentation Transactions in the 
Acknowledgements Tab.

Important!

The Has Email and Has Address filters are helpful in pulling out individuals 

who would not be able to receive that type of acknowledgment. 

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Set your filters: Attribution

Here are the common filters available for Segmentation Transactions in the 
Attribution Tab.

Three important filters here are Campaigns and Initiatives, as you may have specific 
communications for individuals who gave per a specific message, and Solicitor, if you’d 

like to pull a segmentation based on the Solicitor/Account Owner.

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Set your filters: Events & P2P

Here are the common filters available for Segmentation Transactions in the 
Events & P2P Tab.

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Set your filters: Advanced

Here are the common filters available for Segmentation Transactions in the 
Advanced Tab.

You will likely not use this tab for segmentation other than possibly for Import Job ID.

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:
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Set your filters: Save as Report

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Select Acknowledgees, then Click Acknowledge.
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(1) Once you have set up your filters as desired, and have used the checkboxes on 
the left (3) to select who you are targeting, Click Acknowledge. 

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Selecting which Acknowledgement to send

Apply this to an existing batch or create a new one*

This is based on your organization’s business rules 
as to how you log whether these are completed.

Select/Create your Email/Print Acknowledgement 
Template and  which method you will be using.

This is if you are sending these as Emails. If you select 
Print, these fields will automatically be removed.

* If you select an existing batch, you will go to the next screen since these fields were already selected. 

In this first screen you will (1) name this Transaction batch (or use an existing one), (2) select/
create the message you will be sending, and then (3) select the delivery method (Print or Email) .
Important - the term Batch here refers to your batch of acknowledgements, not transactions entered in a Batch entry. 

While those acknowledgements may be from transactions that were entered as a batch entry, this use of Batch is NOT the same thing. 
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Create a Donation Form  
Here’s what you now get right out of the box:

Creating/Editing Your Acknowledgement

You can edit your acknowledgements for Email Messages or Print Messages directly in 
CharityEngine using the WYSIWYG editor. 

Return to Table of Contents

For Tips on Using Our 
WYSIWYG editors, 

click the button below

Download the  
Create Forms Training 

Document
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Create a Donation Form  
Here’s what you now get right out of the box:

Reviewing Each Acknowledgement

As you go through, you can review each acknowledgement individually and make unique edits to each 
one including:

Review by Transaction ID
Change Message PER Individual

Make edits to the text for each individual 

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Process Now or Later?

After confirming Acknowledgements, you can finish it Now or Save to do Later? If you select Email, 
and Process now, emails will be sent right away. If you select Print, it will Create A Word Doc.

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

Addresses and Letters

Once the Acknowledgements are processed, go to the Acknowledgements Tab in Donations/
Transactions. Next to the batch you ran, go to the Action Buttons. You will be able to download the 
letters in that batch as well as download a File of Ready-to-mail-merge address data.

Upon exporting addresses, you will receive a file with the following Envelope 
Printing Fields in matching order to the letter generation.

Contact	Name Formal	Saluta0on Informal	Saluta0on Other	Saluta0on Street	1 Street	2 City State State	Code Postal	Code Country Country	Code
Judith	Li)le Judith	Li)le Judy 17	Harding	St Manchester Pennsylvania PA 17345 United	States US

Walter	Adams Dr.	Walter	Adams	
Ph.D. Walter Walt 410	Terrapin	Drive Bethesda Maryland MD 20810 United	States US

Charles	Harrison Charles Chet Chuck 123	E	75th	St. APT	8C NEW	YORK New	York NY 10021-2853 United	States US
Chris	Brant Mr.	Chris	Brant Chris 8200	Greensboro	Dr. Ste	1500 McLean Virginia VA 22102 United	States US
Beatrice	Harrison Beatrice Bea 1776	Rockville	Pike Rockville Maryland MD 20852 United	States US
Ted	Williams Mr.	Ted	Williams Ted 4	Yawkey	Way Boston Massachuse)s MA 2215 United	States US

Return to Table of Contents



Create a Donation Form  
Here’s what you now get right out of the box:

View what was sent in the Receipt Log

After Acknowledgements have been sent, a log of the email or letter that was sent appears on the 
record, so you know exactly what was sent to the person and when! If a Tribute donation with a 
Tributee acknowledgment is sent, that will appear on the record as well.

Return to Table of Contents



Create Forms 
A CharityEngine Training Document

Don’t forget to check out…

Click Here to Go To Create Forms
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