GENERATING CORRESONDENCE ON BRADLEY LETTERHEAD
October 4, 2010

1. Select “Communicate” from the top row.

2. Choose Create/Send.

3. Click once on a category (i.e. General Mailings).

4. Under the name of the mailing you want to use, click on Create Document.

5. Select query from choices on your screen (both Category and Query are needed).

6. Select personas.

7. Select PDF or Word at the top of the screen.

8. Name the document.

9. Click next until the merge is complete.

10. Edit if necessary and print on letterhead.
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