Instructions to build a custom letter with inserted fields

The following is using the custom letter Process Letters - Test Custom Letter EEX
feature found under Reports | Letters. Body of Letter:

[This iz where | would put standard warding for my letter.

This can be used for delinquency letters
and political action letters.

The standard letter feature allows the
user to write standard wording using the
Edit Text memo field.

Y\ Select/Create Letter \Edit Text ASelect Recipients AEdit Format £ j=_L Close
Process Letters - Test Custom Letter g@]g| . .
_ This can be used in the default letter
eyout fptions “DLETTER.SRW” or create a new letter from
" Use Standard Format [DLETTER.S5Rw) .
P Repart Name the defaU|t to customize.
@ Use Custom Format (T estl etter
: Once you enter a new name in Report Name
Ed Report | area the program will duplicate the
DLETTER.SRW format and open up the
report writer for changes. This report format
will then be used when you Select the Title
% Select/Create Letter AEdit Text 45elect Recipients 4 Edit Format / ﬁClDSE Of the Custom report

If, however, you wish to use fields from within a member’s record in the body of the
letter, then you need to Edit the custom report you created and do the following:

5 MUMS Report Wizard: C:\MT2000\Reports\Custom\NewTestl etter.srw

Step #1: Add the fields S @g — I
you wish to use with bE R llel el
Query Tab Quemy ll:a_l,loutl SOL ] Ereview]
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In this example we added b s L e & I i
LaStName and b Templ ReportM ame: Agzezsment Humk
Temp2 ~ LetterDescription

PaidThruDate:
Fields are added by double | |, / | _.|j
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Step #2: Modify Text Area using the Layout Tab.

7 MUMS Report Wizard: C:\MT2000\Reports\Custom\New Testletter.srw
File Edit Wiew Insert Help
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To edit the letter, right click on
[LetterText] then click on “Edit
Caption” o
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[Marme] 12631
[Address]

Note you can change other
information in this format such as
heading information. In fact
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Dear Brother / Sister,

besure to modify the default - ILeterTex] |
signature block before saving. 4 e
- Customize Objects
Page Designer EHE|E| = _ L Ii =

E”angel E|a|:e EUStDITIiEE l E :_5 Copy _Iﬂ

| LetterT ext ﬂ — ;:s;t 2l L :

[I_etterText] . . Repart Setup
In this Page Designer screen, you can leave the
[LetterText] field there if you have data entered in the
“Edit Text” memo field shown previously. If you are
creating all of the text in this screen with your own
member fields, then delete [LetterText] field
If you want to use custom data from a member, you can
insert your own wording before or after the [LetterText]
field. Just treat this field as a set of fixed words. NOTE
you must make the Page Designer full width of your
screen or the words will

-F'r-:uperties Caption not Wrap CorreCtly- ez Lsalguz [Z”E|E|

&rrange] Flace Customize l
|LetterTe:-:t ﬂ

[our Last Name = [LastName]

In this text memo area you can insert any wording you
want in addition or replacement of the [LetterText] that is
generated by the Edit Text tab on the previous screen. rour Paid Thru Date =
To insert the data from a member’s record just use the [PaidThruDate]
field name you added in Step #1 with brackets around it.

[LetterText]

Your Last Mame = %an Elgaort .
Here Is an

This iswhere |'would put standard wording for my letter. example of
the results.

“our Paid Thru Date = 01,/01/1998
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Additional Notes:

How to add # months
d eI | n q u e nt to yo u r I etter / MUMS Report Wizard: C:\MT2000'ReportsiCustom\NewTestLetter.srw
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Then you can use this in the letter by T L
using [Tempintegerl]... B[ [Addiss]

Diear Brother / Sister,

z Your Last Mame = [LastMName]

™~ 3 [LetterTex]

~{
z N our Paid Thru Date = [PaidThruDate]
Manths Delinguent = [Templntegerl]
7 MUMS Report Wizard: C:\MT2000\Reports\Custom\NewTestl etter.snw =
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Dear Brother / Sister,

- “our Last Name =%an Elgort J

:4 This is where | would put standard warding for ry letter.

- “Your Paid Thru Date = 01/01/2012 This shows the results.
# Months Delinguent = 11




How to use # Months to Calculate Total Dues

|n th|S exam ple we are # MUMS Report Wizard: C:\MT2000\Re ports\Customi\NewTestletter.srw
g()|ng to Setup a Custom File Edit View Insert Help

field that is # months
delinquent times the
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member’s individual . _| Duss Balarce (8 -
b 55N Title Last Paid Date
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Temp2 LetterDescrption s Init Balance
b Temp3 Init Due Date
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Next we are going to 5o
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This will bring up the “Value Editor” and in this form you
will enter the formula you see here

% Tables £ Functions  Operatars [/

JDTEHNF. TempIntegerl *
MEMEEE. [Individual Payment]

Page Designer, E||§|g| ] )
Artange | Place  Customize | Then you can use this new field
[LetterTet <] | called [Custom] in your letter to show Total due.
[LetterText] A E—
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[PaidThruDate] File Edit Wew [ Help
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[Templntegerl]

Query ] I__ayu:uut] SOL  Preview l

\ Your Paid Thru Date = 07./01/2012

\A # Months Delinguent = 11

Total Due = $242.00

[Total Due = [Custam]
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