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1 - MUMS/2000
Merge Letters

Use of MUMS for Dues & Political Action Letters

CWA On-Web Courses are found at
www.CWA-Secy-Treas.org

Prerequisite: “How-to-Use” On-Web Course

2 - Course Objectives

•Membership Communications by Status

•Dues / Delinquency

•Political Action Campaigns

Custom Generated
Merge Letters
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3 –Select & Create Letters

Create New Letters or
select an existing
format

Give the
Letter a title, a
description of
letter and a
description of
recipients

4 - Edit Text or Body of Letter

Create/Edit body
of this specific
merge letter
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5 - Select Recipient Options

•Status-Only Based
Letter

•Dues Delinquency
Based Letter

•Political Jurisdiction
Based Letter

6 - Dues Delinquency Selection

Select Range
of Delinquency

Can change
Status during
process

Include/Exclude
by Status Code
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7 –Select for Political Action

1st Select Political
Jurisdiction

8 –Select for Political Action - Continued

2nd Select
Members by
Status Code

3rd Press TEST
button to see
Selection Results
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9 –Edit Master Format

This is normally
only done once to
setup for a local

There is option to
use a custom
format for this
letter.

Warning issued if you change
Default format for all letters.

10 –Editing Default Format

At a minimum you
must update
signature block
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11 –Prepare Letters

Press PREPARE to
create Letters and/or
Summary List

12 –Letter Output

This is example of Preview of the merged letters. You
can print from this screen or you could of printed from
prior screen using PRINT instead of PREVIEW
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13 –Summary Output

This is a list of the
generated letters

14 - End of Course

Thanks you for using this CWA On-Web Course

Click button to return to

CWA-Secy-Treas.org Home Page


