SUMMARY OF LETTER GENERATION PROCESS

CREATE POPULATION SELECTIONS AND LETTERS IF NEEDED

· CREATE/REVIEW VARIABLES (GLRVRBL)
· Define/create variables as needed (GLRVRBL)
· CREATE A POPULATION SELECTION
· Defined ON GLRSLCT
· CREATE A LETTER

· Create letter code on GTVLETR

· Create paragraph code on GTVPARA

· Associate variables (data fields) with the paragraph (GUAPARA)

· Associate paragraphs with letter on GUALETR

GENERATE LETTERS USING A POPULATION SELECTION

· RUN POPULATION SLECTION EXTRACT PROCESS (GLBDATA)
· View results on GLIEXTR, edit results on GLAEXTR (optional)
· RUN LETTER GENERATION EXTRACT PROCESS (GLBLSEL)

· Specify letter code and population selection

· RUN LETTER GENERATION PRINT REPORT (GLRLETR)

· Specify letter code and extract option (1 = extract to MSWord file)

· Review output XXX.doc file and Save to File (c:/temp…)

· MERGE DATA FILE WITH TEXT FILE IN WORD/WORD PERFECT 

GENERATE LETTERS USING PENDING MAIL

· RUN LETTER GENERATION EXTRACT PROCESS (GLBLSEL)

· Specify letter code and Banner will find the ID’s with that letter pending

· RUN LETTER GENERATION PRINT REPORT (GLRLETR)

· Specify letter code and extract option (1 = extract to MSWord file)

· Review output XXX.doc file and Save to File (c:/temp…)

· MERGE DATA FILE WITH TEXT FILE IN WORD/WORD PERFECT 

