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2 Agenda & Learning Objectives
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Session Flow

Introduction & Why It Matters
Setting the stage for 2026 nonprofit challenges

challenges

Mail Merge Basics
Data sources, merge fields, and Word integration

integration

Template Setup

Building your first template step-by-step

Advanced Techniques

QR codes, impact scorecards, conditional logic

Demo & Live Examples

Real-world applications in Sage Intacct

Learning Objectives

«  Master Template Creation

Build professional documents & emails with merge
fields

+ Implement Advanced Features

Use conditional logic, QR codes, and impact

metrics

+ Automate Communications

Set up smart events and triggers for efficiency

v  Optimize for Nonprofit Needs

Tailor templates for donor engagement & grants

grants

Key Takeaways

v Hands-On Practice

Apply techniques with guided exercises

+  Resource Toolkit

Templates and cheat sheets to take home

v  Q&A Session

Open discussion and troubleshooting
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WHY TEMPLATE CUSTOMIZATION MATTERS FOR
NON-PROFITS
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Connecting Fiduciary Duty with Brand Identity
* Donor & Grantor Trust: Protessional, clear, and highly detailed invoices and
statements reassure stakeholders that their funds are managed

meticulously.

» Compliance & Clarity: Custom templates allow you to pull specific custom
fields—such as Grant IDs, restriction codes, or project deliverables—
directly onto physical and digital documents.

» Operational Efficiency: Standarc

Purchase Orders or internal Reo

izing templates for your staft (like custom
uisitions) ensures that everyone sees the

exact information they need to approve or tulfill a request, eliminating

back-and-forth emails.

©JMT Consulting. All rights reserved.
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Why It Matters in 2026

The Nonprofit Landscape

Donor Retention 45%

Grant Scrutiny *23%
D

Key Insight: Nonprofits face increased pressure to demonstrate impact while managing lean

teams. Templates help bridge the gap between data and communication.

B Leveraging Intacct Data

° Real-time data: Pull donor details, gift amounts, and custom fields from Intacct
° Document automation: Generate professional communications with one click

Impact metrics: Show donors exactly how their gifts make a difference

2026 Trend: Donors expect transparency and personalized impact reports - templates make this

templates make this achievable at scale.

e Communication Challenges

Inconsistent branding across donor communications

Time-consuming manual document creation

Difficulty personalizing at scale

©JMT Consulting. All rights reserved.

Time Saved 75% Error Reduction 80%
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BN Terminology: What We'll Use

B Template

A Word document or HTML email
body stored in Intacct that serves as
the foundation for generating

documents and emails.

Examples:

e Donor acknowledgment letters
® Invoice templates

e Grantreports

¢ Payment remittances

©JMT Consulting. All rights reserved.

Merge Field

Dynamic placeholder that pulls live
live data from Intacct objects,
automatically populating documents

documents with current information.

information.

Types:

e Names, addresses, dates
e Amounts, custom fields
e Transaction data

e Dimension values

Dimensions &
Objects

Data structures in Intacct that
organize information by categories
categories like projects, grants,
departments, and locations.

Objects:

e Donor/Customer
* Project/Grant

e AR/AP

® GL Accounts

a Branding Assets

Visual elements that ensure
consistent brand identity across all
communications and documents.

Elements:

Logo and signatures
Color schemes

Fonts and typography
Image placeholders

B Conditional Logic

IF statements and merge field logic
that allows templates to display
different content based on data
conditions.

Applications:

e Donor tier customization
e Language switching

e Section visibility

e Dynamic content
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THE ANATOMY OF AN INTACCT DOCUMENT
TEMPLATE

©JMT Consulting. All rights reserved. IWATE
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Printed document templates in Sage Intacct are essentially Microsoft Word files
that use merge fields to pull in specitic transaction data at the exact moment of
delivery.

« Static Text & Branding: You can include static text that remains the same on
every document, and embed images like your non-proftit's logo (supported in
PNG, JPEG, or GIF formats).

» Supported Fonts: Since PDFs are generated within Intacct, you must use
supported fonts like Arial, Calibri, Times New Roman, or Tahoma. You can
even use specific Google Fonts (like Libre Barcode 39 Extended) to generate
barcodes for inventory or asset tracking.

» The Golden Rule of File Formats: Your template must be saved as a "Word 97-
2003" .doc tile. Uploading a modern .docx file will result in corruption errors.

©JMT Consulting. All rights reserved. I mVATE
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The 5 Step Customization Workflow: From Creation to Delivery

To implement a custom template, your team will follow a standard five-step worktlow:

1. Export a Sample: Intacct provides pre-built sample templates for Purchase Orders, AR

Invoices, and Statements. Exporting a sample gives you the correct basic table structure and

system styles.

Customize in Word: Add your logo, change the layout, and insert new merge fields.

Upload to Intacct: Save your .doc file and upload it to the Customization or Platform Services

menu, ensuring you select the correct Application and Template Type (e.g., Purchasing >

Order).

4. Assign the Template: You can assign templates globally to a Transaction Definition, or
override that default by assigning a specific template directly to a Customer or Vendor
record.

5. Test and Refine: It is recommended to test your template using a Draft transaction. This
allows you to preview the PDF without accidentally triggering the "Printed" flag, which could
lock the transaction from future edits based on your TDs security settings.

wN

©JMT Consulting. All rights reserved.
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* Inserting Merge Fields: To add custom fields to your template in Word without using the
Microsoft Word add-in, you can press Ctrl+F9 to create the merge brackets. Then type
MERGEFIELD followed by a space and the exact Field ID in all caps (e.g., { MERGEFIELD
GRANT_NAME})

« Table Formatting: Always lay out your content in separate Word tables—one for the header,
one for customer info, and one for line items. Turn on table gridlines to ensure perfect
alignment

« Handling Page Breaks: To prevent your line items from splitting awkwardly across pages, ensure
your table row properties are set to "Allow row to break across all pages" and avoid using the
"Keep with next" paragraph property inside the table

* Image Sizing: Do not use Word to resize your non-profit's logo. Always resize the image in a

photo editor before inserting it into the document to prevent it from looking Jaggedl VATE
©IMT adistioretd nyiners@rented
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Y Mail Merge: From History to Intacct Data

p Attachments, Links, & Intacct Data
Sources

Supported formats: PDFs, invoices, grant reports, payment

“z= Evolution of Mail Merge

From static CSV files to live ERP data integration - how document

: remittances
document generation has transformed over the years.

Intacct Data Sources: Transactions, Dimensions, Contacts,

Purchasing, Order Entry, AR
1330s 2000s 2010s 2020s

CSV + Word Database Cloud Live ERP

75% of nonprofits use attachments in templates

Link types: Dynamic URLs, QR codes, personalized portals

U Security & Access Controls

ﬂ Role-based access: Templates inherit user permissions from
Intacct objects. Only authorized users can access donor data and I
generate documents.

©JMT Consulting. All rights reserved.
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</> Merge Fields 101: Syntax & Types

B Common Merge Fields Conditional Logic

s Donor Name Email Address IF Statements Nested IFs
- -] <> ¢y
{{Customer.Name}} {{Customer.Email}} {% if Amount > 1000 %} {% if Tier == "Gold" %}
¢ Gift Amount = Date Fields
{{invoice.Amount}} {{invoice.Date}} {% if Customer.GiftType == "Recurring" %} Thank you for your recurring gift! {%

else %} Thank you for your one-time gift! {% endif %}

{% i1f Customer.Tier == "Major" %} Dear {{Customer.Name}}, {% endif %}

Formatting Switches B Images & Testing

) . )
+ | Currency: {{Invoice. Amount|currency}} + | Image Merge: {INCLUDEPICTURE}
) )
+* | Date: {{Invoice.Date|date:"MM/dd/yyyy"}} + | Test Records: Use sample data
— —/
) )
«' | Uppercase: {{Customer.Name|upper}} +* | Preview: Print/email preview
— —/

©JMT Consulting. All rights reserved.
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Consolidating & Grouping: Creating Clean, Readable Documents
Sometimes, your internal transactions contain dozens of line items that you
don’t want to display to a vendor or grantor.

Intacct allows you to use Field Preferences to summarize this data.

» Detailed vs. Summarized: By default, templates show a "Detailed" view of every line. By
switching to Summarized, you can consolidate lines.

* Grouping Logic: You can select specitic line-item fields to display and group by. For
example, if you have 5 line items that all share the same Employee Name and Project
ID, Intacct can group them into a single consolidated line on the printed document.

» Sorting: You can drag and drop these grouping fields to dictate whether the document
sorts in numerical or alphanumerical order based on your priorities.

©JMT Consulting. All rights reserved. I '%VATE
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Email Templates & Delivery Automation

©JMT Consulting. All rights reserved. IWATE
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*  When you email an invoice or a purchase order directly from Sage Intacct, the system pairs
your PDF document with an email template.

« Configuring Defaults: In your Purchasing or Order Entry Configuration settings, you can assign
a custom Email template to serve as the default message whenever a user sends an email from
a specific transaction type.

» Vendor/Customer Overrides: If you have specific grantors or major vendors who require tailored

communication, you can associate a specialized email template directly on their vendor or
customer record. This will automatically override the default transaction email template.

©JMT Consulting. All rights reserved. I WVATE
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a Requirements & Environment Setup

u Email Configuration a Governance & Versioning

2L  Template Owners: Designate responsible users

o Use Intacct email service

¥  Versioning: Track changes and updates

e Validate email domain in Company>Setup>Company>Security

: . : : Approval Process: Review before deployment
o Configure email templates for different scenarios o PP ploy

o Test email delivery with sample records
a Brand Assets & Setup

n Access & Permissions

M Logo: High-resolution PNG/SVG (300 DPI minimum)
+" User Type: Business user with List, View, Add, Edit, Delete permissions
Fonts/Colors: Standard Web Fonts, hex codes for brand

Module Access: General Ledger + Document Templates Consistency

Role Requirements: Template Designer or Administrator

Security: Role-based access controls for sensitive data I

©JMT Consulting. All rights reserved.
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Build Your First Template (Step-by-Step)

u Download Base

4 Template

Download a base Word template
template from Intacct and
prepare it for customization with

with merge fields.

ﬁ Word Template

Jg. Base File

[
E] Download from Intacct
o

©JMT Consulting. All rights reserved.

a Insert Merge

7 Fields

Add merge fields for header,
body, totals, and footer sections
sections to pull live data

seamlessly.

¢]» Merge Fields

m Data Mapping

° E Map to Objects

Map to Object
&

Map template to a specific object
object (e.g., AR invoice, Purchase
Purchase Order) for direct data

data integration.

¢ Object Mapping

# Configuration

° & Link to Target

ol

Upload to Intacct

Upload the finalized template to
template to Intacct and assign it
assign it as the default or an

option per document.

. upload

s Assign

° n Save to Templates

E Test & Validate

&

Test with real system records,
adjust formatting, and verify all
all merge fields pull accurately.

accurately.

ﬁ Test
i Validate

Preview & Send




THE EXPERTS IN
MISSION-DRIVEN
NONPROFIT FINANCE

CONSULTING

Custom Printed Doc Template Demo

©JMT Consulting. All rights reserved. IWATE



THE EXPERTS IN
MISSION-DRIVEN
NONPROFIT FINANCE

CONSULTING

Key Considerations & Best Practices

a Brand Consistency Accessibility a Security

' Use consistent fonts and colors ' Use readable fonts (min 12pt) v Role-based access controls
“' Maintain logo placement standards ' Include alt text for images “ Template approval process
v Apply approved branding guidelines ' Ensure color contrast compliance “" Regular security reviews

' Ensure high-quality image resolution " Support screen readers ' Data encryption standards

Auditability

B Data Quality

' Validate required fields ' Include footer with who/when sent
' Handle blank values gracefully ' Version control for templates
' Implement data fallbacks ' Document template changes I

' Regular data validation checks " Archive sent communications

©JMT Consulting. All rights reserved.
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Advanced Ideas: Beyond Standard Functionality

©JMT Consulting. All rights reserved. IWATE
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or Advanced Idea: Smart QR Codes

Personalized QR Links a Implementation Steps

Create dynamic QR codes that link to personalized donor impact pages or payment portals with Q Create QR Template

- D
auto-encoded donor IDs Design QR code in Word with merge fields

e Auto-encode donor ID, campaign, UTM tracking

° Add Dynamic Fields
e Link to personalized donor impact pages ,
Insert donor ID, campaign code, UTM parameters

° Test & Deploy

Verify scanning, test with sample records

e Track engagement with analytics

Donor 1D E Print Guidance
DONOR-2026-001

) Ensure QR codes scan correctly with proper sizing and resolution
Campaign

IMPACT-2026 e 300 DPI minimum resolution

e Minimum 0.8" size for scanning

Personalized Trackable Secure Scannable
e Quiet zone (white space) around QR

©JMT Consulting. All rights reserved.
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7 Advanced Idea: Impact Scorecards

B Custom Fields Setup

i eels runelee usiel FelEplulEals, FUSPED ) Data your finance team already tracks, now visible to donors

Acres Preserved Custom Field: ACRES_PRESERVED

Students Served Custom Field: STUDENTS_SERVED 142 $3 52 89% 7
(]

Meals Funded Cost per Meal Impact Rate Families Served
Impact Multiplier Custom Field: IMPACT_RATIO P P

Template Integration

Dynamic Calculation

ﬂ Pull data from custom fields into document templates

ﬂ Format with conditional pluralization

donation amount > 0

impact = donatlon_amount * impact ratio ] Roll up by grant/program for year-to-date storytelling

©JMT Consulting. All rights reserved.
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F Advanced Idea: Conditional Versions (One Template, Many Outputs)

IF Logic by Donor Tier

- Major Donor vs. Regular Donor

Use IF merge fields to show different content based on gift size or donor tier

{IF {MERGEFIELD GiftAmount} >= 500}

Thank you for your generous {MERGEFIELD GiftAmount} donation!

{ELSE}

Thank you for your {MERGEFIELD GiftAmount} gift.
{END IF}

Major: $500+ Regular: <$500

Swappable Sections

Template Condition Output

Base Structure IF/THEN Logic Personalized

©JMT Consulting. All rights reserved.

W

B Reducing Template Sprawl

One Template, Multiple Outputs

Instead of 10+ templates, use conditional logic to generate different versions from a single
source

Conditional Content Blocks

Swap entire sections based on gift size, fund code, or grant type

Dynamic Signatures

Show different signatories based on department or program

Tips: Start w/base template & add conditional logic
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Advance to Reports & Smart Events + Wrap-Up

Reports & Ah(ﬂYtiCS n Smart Events Automation a Governance & Security
v Track sends, bounces, and response rates via UTM v/ Auto-send by status change or threshold v/ Template approval and versioning

v Monitor template performance and engagement v/ Trigger emails based on date conditions v/ Role-based access controls

v Generate audit trails for compliance v Set up conditional workflows v/ Document naming conventions

v Analyze donor communication effectiveness

o Key Takeaways B Next Steps

1. You already have the data - Intacct has all the custom fields, dimensions, and transaction history you 1  Pilot 2 documents + 1 email this month

transaction history you need. _ _
2 Evaluate impact and engagement metrics

2. Templates make it visible - Use merge fields to tell your story at scale. o
3 Scale successful templates across organization

3. Zero third-party tools needed - Everything is achievable with built-in features.

©JMT Consulting. All rights reserved.
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