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How to Edit an Existing General Correspondence Process 

After working with the Davie Helpdesk to create a General Correspondence process, it can be used for 
all correspondence the business unit needs to send that does not include any type of gift ask.  It can be 
used for communications such as a newsletter, holiday/birthday cards, or donor updates.  All that is 
needed is to update the selection (query) and comments as it relates to the audience and subject.    

Click on Marketing and Communications on the Navigation bar 

Click on Manage correspondence under the Donor relations section   

 

 

1. Search for Correspondence process associated with the site that’s sending the communication. 
The Filter option can be used to make finding the correspondence easier.   

2. Click on the process name when found. 

3. Click the  link under the Tasks section on the Explorer bar. 

4. The information related to the last time the process was run will be displayed. 
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5. If the selection needs to be changed, do that by clicking on the magnifying glass icon (to choose a 
completely different query/selection) or the pencil icon (to edit the existing query/selection) if 
permissions allow (i.e. have attended a Query class). 

 

 

6. Click on the Exclusions button to ensure the proper exclusions are listed.  In the example, the 
University Development Office is sending out an e-newsletter; therefore, the exclusions shown 
below would apply.  **Davie Support will verify these exclusions prior to running the process. 
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7. Edit the Comments field as necessary (in this instance, we are indicating what the correspondence 
is and who it is being sent to). Be descriptive but keep it simple as this is what displays on the 
constituent’s communications tab. 

 

 

8. Click the Save button. 
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9. Two business days prior to when the communication is being sent (emailed or mailed) the send 
date, request the correspondence to be run.  On the left-hand side (Under Tasks), select Request 
to run a correspondence process.   

 

 

 

10. The Request a Correspondence Process dialogue box will open. 

 

11. Update Send Method by expanding the drop-down list and choose whether the communication is 

Email or Mail.  
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12. Update BBIS email send (Blackbaud Internet Solutions) by expanding the drop-down list and 

choose Yes or No.  

13. Enter additional Comments.   
Example – Vendor requests to receive file on mm/dd. 

14. Enter the Planned Send Date for the correspondence. 

15. Click Save. 

16. When the request has been received an email confirming the request will be generated. 

17. Once the request has been processed an email showing approved or denied will be generated.   

 

 

 

 


