Instructions for Creating Group List/ Print Letters/ Print Labels

SA5  WIN


In Sales Ally

Click on View

Click on Campaigns

Click on Group Lists

Click on New List

List Name Screen Appears

Type in the appropriate name for the group you are creating

Click OK

Edit List screen Appears

Click on Add Filter – By Field click on which is the appropriate field you are looking for (for instance Interest)

Under Operator click appropriate field you are looking for (for instance for media group it would be PR)

Then click OK

Then you are at the Edit List screen again

Click Close

Then Group List Screen Appears

Under available lists make sure the correct list is hi-lighted

Click on View List

List Viewer Screen Appears

Click on Mail Merge

Letter writer Screen Appears

Under File Name click on correct file name (for the appropriate letter you need)

Click Open and the letters will print

After the letters print

At the List Viewer Screen  - click on Reports

Under Type click on Labels

Under Available Reports – click on correct Label Size

Click Print

Notice Screen will appear that states there is insufficient space to include 2nd name in label – Click “OK” and labels will print.

