e S
SRR
Supa
o




PRINTING DUES REMINDERS (1]

® SIGN INTO MALTA [PRESIDENTS, SECRETARIES, AND TREASURERS]
° NOTE: ONLY THE ABOVE POSITIONS WILL HAVE ACCESS T0 THIS FUNCTION

® GO TO DUTIES ON YOUR HOMEPAGE




PRINTING DUES REMINDERS (2]

® UNDER DUES & MEMBER CHANGES > CLICK ON DUES RENEWAL LETTER

Dues & Member Changes

( Dues Renewal Letter )

Dues Paid By-Membership

Deceased Members o

Transferred Members

Unpaid Members Report

Member Contact Changes

Malta Activated Members

Membership Summary

Recruiter

e,
® GLICK ON PROCESS LETTERS :
>

Dues Renewal Letter %

Print Dues Renewal Letters | Download PDF | Download CSV | Download Excel




FPRINTING DUES REMINDERS (3]

® CLICK ON PRINT DUES RENEWAL LETTERS

Dues Renewal Letter

DuesRenewallette...pdf ~

® ONCE YOUR DOCUMENT OPENS, YOU CAN PRINT YOUR LETTERS USING THE PRINT OPTION OR PRINTER >
PICTURE FROM THE WEB




SENDING DUES REMINDERS (17

® IFYOU ARE PRINTING LABELS THROUGH A LABEL MAKER OR APP, MAKE SURE TO DOWNLOAD EXCEL TO BE
ABLETO IMPORT YOUR MAILING LIST

Dues Renewal Letter

® IFNOT USING LABELS, MAKE SURE TO PRINT YOUR LIST BY DOWNLOADING THE PDF VERSION SO YOU DO
NOT NEED TO LOOK AT THE COMPUTER WHILE ADDRESSING ENVELOPES

Dues Renewal Letter

® BESURE TO USE THE TREASURERS ADDRESS AS THE RETURN ADDRESS SO THOSE RECEIVING REMINDERS
CAN SEND DUES BACK!
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