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In order to combine Gifts mailing lists with mailing lists from E-Tapestry:

1. Select the view “Mail merge w/E-Tap” from either the Request or Contact tab of Gifts.  
2. The only difference in these views (besides one being in Contacts, the other in Requests) is that the Department field can be and is included as part of the Request record, but it is not available to be selected from the Contact record.  The export process in Gifts very much depends on which tab you need to search. 
3. Once you select the view, run a search to select the records needed for your report.  
4. When search results appear on your screen, click on the Excel icon at the top of the screen to complete the export.  
5. Use the “Save As” feature to save the exported Excel file to an appropriate directory.
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