MyLegion.Org

EVERYTHING YOU THOUGHT YOU WANTED TO KNOW

DISCLAIMER: MyLegion.Org is a product of the National American Legion.
The product is still evolving and the information here is as current as of the
writing of the document. August 15, 2023




Registration

In order to get access to MyLegion.org, you need to be registered with the National site. Please
note before registering make sure the email you will be registering with is the same email that
is already on the National site. To do this, check with one of the following people

Your Post Commander

Your Post Adjutant

Your District Commander

Your District Adjutant

Your District MyLegion.org Training Rep

The Post Commander/Adjutant automatically get access to the Post, based on their position
within the Post. The District Commander/Adjutant automatically get access to the District
based on their position within the District. When the Post/District submits their report showing
new leadership National changes the access.

The Post Commander/Adjutant are the only ones that can grant permission to the Post
information. The District Commander/Adjutant are the only ones that can grant permission to
the District Information. Getting District access does not authorize a person Post access.



MyLegion.org Basics

The Gold “My Account” button will always bring you back to your main page “My Contact
Information”
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Clicking on “Group Profile” brings you back to the Groups main page.

LECION.ORG  SHOPOMNLINE  LOGOUT

LE / [ONORG Member Name

MEMBERSHIP SUBSCRIPTIONS RESOURCES CONTACT

Home = My Views > Group Profile > Members

My Account My Groups | IM Post 0500

© Details for: IN Post 0500

Last Name: l— City: l— Post/Squadron Number: l—
First Name: l— State/Province: Member Status: _
Email: l— Country: w

Member |D: l— Paid Through vear: w

Actions Add/Modify Transmittal

£

Displaying 1-20 of 1411 T {2 |3 (4] (5] [8) (7|8 [0 [M]]- (| viewAl < < & Y
] Member D Name Post/Squadron Location Undeliverable Contact Information Branch ConflictWar Era Continuous = Paid
Number Years Through
Year
a
O
O
[a
o



Membership Options

From your “My Account” page, select the post you wish to process membership for, NOT the
Post Leadership and then click “My Groups”. This will bring up your Post/Sq/District.
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On the left-hand side of the page, you will see

@ Group Profile x  + o - x

C & mylegion.org/PersonifyEbusiness/Group x @ :

2 oApps MNGmail [ MNe-Senvices G mylegionaorg office.. @) American Legion Of.. @) Southern Glazer's.. Reading list

MyAccount | MyGroups | MN Post 0045
MY VIEWS
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© Need Help? View Mylegion.org Help Documentation
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MEMBERS
ATTACHMENTS

View Members
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MEMBERSHIP PROCESSING
e Process Membership - Process your membership transmittals
e Transmittal History - look at your transmittal history (does not include online renewals)
MEMBERS
e View Members - View your members - this is where you will be able to make changes to members
= information

e Reports / Labels - Labels, reports - including seeing those members that renewed online
e Global Member Search - find a member-will need either the members ID number or first and last
=  name and post they belong to.
GROUP INFORMATION
e Group Attributes / Services - You can select various options your past may offer
e Group Message - you can create a message for everyone in your post.
e Contact Information - contact information for your post, phone, email.
e Publish Newsletter - publish a newsletter for your members to read
MATERIALS
¢ Documents - various documents that the Department or National puts out
o Officer Manuals -most of the various manuals, (Officers Manual, Adjutants Manual, District Officers
= Guide, etc)
e Brochures - Most of the brochures that are downloadable and/or printable
o Suggested Speeches - suggested speeches for Memorial Day Veterans Day, Flag Day, etc


https://mylegion.org/PersonifyEbusiness/members
https://mylegion.org/PersonifyEbusiness/Membership/Transmittal-History
https://mylegion.org/PersonifyEbusiness/members
https://mylegion.org/PersonifyEbusiness/Reports
https://mylegion.org/PersonifyEbusiness/Global-Member-Search
https://mylegion.org/PersonifyEbusiness/My-Views/Post-Services
https://mylegion.org/PersonifyEbusiness/Group-Message
https://mylegion.org/PersonifyEbusiness/Group-Contact
https://mylegion.org/PersonifyEbusiness/Publish-Newsletter
https://mylegion.org/PersonifyEbusiness/Officer-Documents
https://mylegion.org/PersonifyEbusiness/Officer-Manuals
https://mylegion.org/PersonifyEbusiness/Brochures
https://mylegion.org/PersonifyEbusiness/Suggested-Speeches

Membership Processing

To process a membership, click on “Process Membership” First item on the left-hand side under
“Membership Processing”
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You will then click on the Add/Modify Transmittal button in Blue on the right-hand side.

You can either search for the member by name or ID OR you can select the desired member by
checking on the small box on the left of the member’s name. As a reminder, if a person has not
renewed for the past up to two years, they will show up for the years they have not renewed.
Be sure to look to the far right to select the correct “Paid Through Year” you wish to renew the
member for.



You can select more than one person when submitting the transmittal. Once all members you
wish to renew have been added, click “SAVE” then add new members and transfers (covered in
the next section), review the top part of the screen to ensure that the “Card Count” is correct,
and the “Total Amount Due Today” is correct, this is what they will take out of your bank
account. The Post amount is actually your District Dues plus the .25 that goes to the
Minnesota Hospital Association fund. Select “Finalize” from the right-hand side.

bership > Post Transmics
My Account My Groups  In Post 0510

POST TRANSMITTAL

Stamus - OPEN Per Capitas W
Card Count - 1

Mational - $18.50 $16.50
Department : $16.50 $16.50
Post : $5.00 $5.00
Total amount due today - £35.00

Gear

Add New Member Transfer Member ® List Selected | [ Export to CSV | 8Print

Select  Member Id Member Name Email Address Phone

Members to renew listing.

Check hox next to name tn add tn

1({0 (0 (0|0 |00 |E

Adding/Transferring a Member

To add a new member or transfer a member into your post, on the Post Transmittal screen
select the “Add/Transfer Member” on the left-hand side under the blue SEARCH button.

New member- never been a TAL member or SAL member (New Member)

Current or former member (Transfer)

For a new member you will need to enter all the information on the next screen that has a red *
in front of it and then select “Save”.



Home = Membership = AddMember

* First Mame:

Middle Initial:

* Last Name:
Suffioc: Select hd
Diste of Birth: Manth V| | Dy ~ ||‘-‘E6r w
Gender: Select W

* Country: United States Change

* Address Type: Home l

Address Line 1:
Address Line 2-
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For a Transfer, you will need the members Last Name and member ID Number, select Continue.

Hame = Membership = Transfertember

Transfer-in Existing Member

* Member ID:

* Last Mame:




You will then need to verify the information is correct. Make any corrections and SAVE

Home = Membership > TransferMember

Transfer-in Existing Member

First Name
First Mame:
Middle Initial: Last Name
Last Name: Nunez
Suffix:
Date of Birth: Month W || Day hd || Year hd
Gender: Male v
* Country: United States Change

* Address Type:
Member Address Info
* Address Line 1:
Address Line 2:

Address Line 3:

* City: Fairland
* State: Indiana ~
* Zip Code: 46126
Phone: | (- | - EXT|
Email:
* Branch of Service: Select "
* Conflict: PERSIAN_GULF v

Save Cancel

Once all you Renewals/Transfers/New Members are added to the Transmittal, you will select
Finalize. Confirm all the members are listed and the Total Amount Due Today is correct, select
Finalize again




@ Post Transmittal x  + o - ke

< C & mylegionorg/PersonifyEbusiness/Membership/Post-Transmittal * @ :

HioApps M Gmail ] MN e-Service:

Home > Membership > Posf

My Account My Groups  MN Post 0045

POST TRANSMITTAL

Status : Not Saved Per Capitas Actual
Card Count : 1
National : $1850 $18.50
Department : $1375 $1375
Post : $325 $325
Total amount due today = $35.25
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PO, - . P e i e e e e e e 2022

Finalize [Red]
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If you have not set up your banking information, you will need to enter the Bank Routing
Number, Bank Account Number, Type of Account and Account Holders full name. You will also
need to check the box authorizing the American Legion to make a one-time charge to your bank
account —the amount of the charge should be equal to your transmittal amount. You will not
be able to process any additional membership until this transmittal has gone totally through the

system.

@ PostTransm X+ o - o x

< C & myl /PersonifyEbusiness/N /PostTransmittalPayment ﬁ o :

= Apps M Gmail MN e-Services @ American Legion ©f.. @ Southern Glazer's. Reading list
Total Selected To Pay: $35.25 -

PAYMENT INFORMATION

> Selecta Saved Bank Account
v Add new eCheck

eCheck Billing Address

300 Lexil
* Bank Routing Number: What's this New P
lew Prag

* Re-enter Bank Routing 2426, US
Number

* Bank Account Number: What's this

* Re-enter Bank Account

Number
* Account Type Checking o

* Account Holders Full Name:

{(JJ* By Clicking the Submit button below, | authorize the American Legion to make a one-time charge on 7/22/2021 for the
amount of 35.25.

£ Type here to search i - o @ 8°F A9 A 7

Waiting for mylegion org..
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If you have already set up your banking information, you will select the account you wish the
funds to come out of (there is a radio button in front of each account). You will also have to
check the box authorizing the American Legion to make a one-time charge to your bank
account — the amount of the charge should be equal to the amount of your transmittal.

@ PostTransmittalPayment x  +
< C @ mylegion.org/PersonifyEbusiness/Membership/PostTransmittalPayment
i Apps M Gmail [ MNeSenvices @ Americon Legion Of.. @ Souther Glazer's.

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

Home > Membership > PostTransmittalPayment

TRANSMITTAL PAYMENT

Total Selected To Pay: $35.25

PAYMENT INFORMATION

wlen a Saved Bank Account

©  Bank Routing Number
Account Number.

Account Type
[J* By Clicking the Submit button below, I authorize the American Legion to make a one-time charge on 7/22/2021 for the amount of 35.25.

Update Account Infermation

»  Add new eCheck

Waiting for mylegionorg..

@ s2r AQI59

R Type here to search

On this screen you will also be able to change your banking information or add additional

accounts if needed.

Once completed, click “Pay Now”, you will receive a “Thank You and an option to print a
receipt. You will be able to print the receipt by clicking on “Print Transmittal Summary”

fvoae LEGIONORG ~ SHOPONLINE  LOGOUT

@ LEGION.ORG Memher

M1 ALLUUN

MEMBERSHIP SUBSCRIPTIONS. RESOURCES SHOP CONTACT

THANK YOU! | RECEIPTS PROCESSED ARE: 4406098

Detailed Secondar eds to be updated by Legion

o
THE AMERICAN LEGION

an Legion was chartered and incorporated by Congress in 1910 as a patrio

elpfuiness

Programs Services Members. Media
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Transmittal History

Your receipt will show the names of the members in the batch-this comes out in Member
Number ID order, not alphabetical. This is used to see the membership that has been processed
by the Post via MyLegion.org or through the mail, it does not include those members that have

renewed online.

Page: 1 of 1

MN Post 0045 CEEIENED

# Cards: 1
Total Amount: $35.25
Status: Posted
Charge per member: $35.25
Date Submitted: 07/07/2021
Invoice #: 2107010137

Members in this Batch

Member ID# Name Membership
Year
OZHSIERET, (SERCiesel? 2022

Transmittal History

To look up a transmittal, select Transmittal History

@ Group Profile x  +
< C @ mylegion.org/PersonifyEbusiness/Group

$i Apps M Gmail ] MNeSerices G mylegion.org office.

MyAccount || My Groups | MN Post 0045 >
MY VIEWS

MEMBERSHIP PROCESSING

Process Membership

Transmittal History
MEMBERS

View Members
Reports / Labels

Global Member Search
‘GROUP INFORMATION

Group Attributes / Services
Group Message
Contact Information

Publish Newsletter
MATERIALS

Documents
Officer Manuals
Brochures

Suggested Speeches

H R Type here to search

o - x
* @ :
merican Legion Of.. @ Souther Glazer's. Reading list

@ Need Help? View Myl egion.org Help Documentation
Thank you for your patience as we complete our migration
Please review known issues and their status.

ATTACHMENTS

Upload newsletter or other files

No records to display.

Add New Attachment

@ 70°F AQIS6
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Select the Year, Type (Online or Mail) and Range (Date Range)

[ @ Transmital History X

<« C @ mylegion.org/PersonifyEbusiness/Membership/Transmittal-History bg o :
w MY ACCOUNT a
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

Home > Membership > Transmittal History

My Account My Groups | MN Post 0045

Year Type Range From Date To Date
‘ ‘vl ‘ |v| | Custom Range ‘v| ‘4/1/2021 | 5 ‘ 7/15/2021 5

Search Clear
Transmittal Membership Transmittal Transmittal Processed Stated # of Stated Dollar Actual # of Actual Dollar
Number Year Submitted Type Date Members Amount Members Amount
2104130070 2021 4/13/2021 Online 2021-04-29 0 $0.00 1 $35.25
2107010137 2021 71172021 2021-07-07 0 $0.00 1 $35.25

12:44 PM
7/14/2021

" Bl

If you leave the Year and Type blank you will get all your transmittals. You can select the
transmittal you wish to review by selecting the transmittal number, which is blue under
Transmittal Number. This will give you a copy of the receipt for that transmittal. Transmittal
Submitted is the date you hit the Pay Now button, the Processed Date is the date it was
processed at National.

View Members

@ Group Profile x 4 o - x
< C & mylegion.org/PersonifyEbusiness/Group * @
2 oApps M Gmail [ MNeSewices G mylegionorg office.. @ American Legion Of.. @ Southern Glazers., Reading list

MyAccount || MyGroups |MN Post 0045 &
MY VIEWS [

CEE2E, e I © Need Help? View Myl egion.org Help Documentation

TREaT o7 (71T P 25 (7o @3 5 G i e
ez ) Please review known issues and their status.
Transmittal History

MEMBERS
ATTACHMENTS

View Members
Upload newsletter or other files.
Reports / Labels

Global Member Search
No records to display.

GROUP INFORMATION

Group Attributes / Services e

Group Message
Contact Information

Publish Newsletter

MATERIALS

Documen ts
Officer Manuals
Brochures

Suggested Speeches

H O Type here to search i - o) @ 70F AQISE A 7
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From the View Members area, you can make necessary changes to a member’s profile. You can
either search for a member or select the member from the list (click on the individual name in
blue). From here you can edit the Name & Demographics, Address, Military Service, Contact
Information, Emergency Contact, you can also apply for a PUFL. Any area that has a blue Edit
button can be changed. Make sure to “SAVE” if you make any changes

@ Member Profile x  [& https dboe.personifyc X | =+ o - X
& C & mylegionorg/Pers * @ :
3 Apps M Gmail [l MN e-Services Reading list
: MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT
Home > My Views > Group Profile > Members > Member Profile
MY VIEWS MyAccount || MyGroups | MN Post 0045 v
NAVIGATION Viewing:
Back to View Men
CONTACT INFORMATION
Edi
Edit
MEMBERSHIP SUMMARY
Status Active
H O Type here to search i - o) ) @ 70F AQISE A 7 @ dx 7?2213/?(?:1 B

Name & Demographics — Name, Nickname, Credentials, Birthdate, Gender, Employment, and if
the member is Deceased

Addresses — Main Address. You can also add an additional address
Military Service — Branch, Conflict, Retired Status

Contact Information — Phone (you can list more than one), E-mail (you can list more than one),
Web/Social Media sites, Fax Number

Emergency Contact — Self Explanatory

Committees — This lists all Past and Present Committees and Positions at the Post, District,
Department or National level.

Paid Up for Life — If you are not a PUFL — you can apply here.

Assign Group Permissions — If you are the Commander or Adjutant of the Post or District you
have the ability to give other members access to your Post or District here.
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Reports and Labels

From here you can print mailing labels, find members in your area, review the list of members
who renewed online and get a current post roster

@ Group Profile x o+ o - X
< C @ mylegion * @
3 oApps M Gmail [ MNe ce.. @ American Legion Of.. ) Southem Glazer's. Reading list

MyAccount || My Groups | MN Post 0045 v
MY VIEWS

R EROCE © Need Help? View Mylegion.org Help Documentation
Thank you for your patience as we complete our migration.
J Please review known issues and their status.
Transi
MEMBERS
ATTACHMENTS
Upload newsletter or other files
No records to displ:

Add New Attachment

H P Type here to search i i ol @ 70°F AQIS6 ~ 7

In the reports area you will see Post, District and SAL, if you have the proper permissions for
these areas. Each area has ten reports; Post Current Roster, Members Renewed Online, Roster
Updates, Member Dues History, Paid Members by Post, Renewal Letter, Renewal Labels, Find
Members in my Area, By Distance from Zip Code and by Zip Code, and Project Stay Alive.

We will look at each separately.
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REPORTS

& - C & mylegionorg/Pe

& vouTuo: BF Maps M T

MEMBEIOMIE PRULESSING

REPORTS - POST, SQUADRON, DISTRICT, COUNTY

MEMBERSHIP

REVITALIZATION

wval Letter AL

Post/Squadron Current Roster — This is a roster of the Post/Sq Members. Select the Group (Post,
or Sq) last year paid, then the Status (Active or Deceased), Membership Type and mailing status
(deliverable or Undeliverable), then View Report.

@ hitpsi//mylegion.org/PersonifyEl X @ - Personify Web Login X | M Inbox - matrainingcomm@gmail X | M Roster - Idvorak36@gmailcom - X | =+ v - x
<« C & mylegion.org/PersonifyEbusiness/Reports/Post-Current-Roster B o H
B Apps M Gmail BB YouTube B% Maps IS Training Committes.. G hitps//procialpers. @ - Perseniy Web Lo.. Reading list

Post Current Roster - Listing

Groupi MN Post 0045 v
— S —— e"o
Mailing Status|Deliverable “

4 of27? o
14 < > O Page Width v o Find | Next
Current Roster : MN Post 0045 .

A 2022 101911524 Adamek Robert 27308 Zachary Ave Elko M 55020-9528 (952)481-2825 kemadarobert@aol.com VIETNAM 34 usa 1YR
N

A 2022 100105147 Adams Eugene 1005 S 3rd Ave E Newton 1A 50208-4128 MISSING 35 1YR

A 2022 103260414 Aman Onville 420 Flag Blvd Ne New Prague M 56071-2007 (062)768-2017 amanretired2001@yaheo.com KOREA 88 USA PUFL_RENEWAL
N

A 2022 102000540 Anderson Lynn 24675 Cedar Point Rd New Prague M 56071-7808 VIETNAM 38 1YR
N

A 2022 102000323 Barlage Gilbert 606 4th St Ne Mentgomery M 56060-1412 (052)367-6433 VIETNAM 33 UsA 1YR
N

A | 202 2095176 Bartusek Berjamn 308 Sunvse Ave N New Prague W B007T.2167 (9867853385 barusek@oavoomm net ViETHAN 1 Usa R
N

A 2022 101985720 Bauer Roger 10191 400th St Le Center M 56057-4003 (052)0€0-8321 rtbaver1052@gmail com VIETNAM 60 USA 1YR
N

A 2022 101953453 Ssuer Wiliam 200 Columbus Ave N Hew Pragus M 580711330 (852)758.5313  sshausr@bevcommnet KOREA 71 USA YR -

4 »
L [T A
@ Scan_20211214 @pdf A Showall | X

H P Type here to search
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To Print the report, Select the little disk and choose the format you wish the report to (I prefer
Excel). The report will download to your computer.

Members Online Renewals — Members that renew online are listed here. You can select the date
range; the default is 30 days back from current date.

)
LEGION.ORG B
MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

.

MEMBER ONLINE RENEWALS

Member Online Renewals  23-Jun-21to 23-Jul-21

AmtPd Date Paid  Me: fember Name i address2

340PM
® wrave ~ ged oo, B

To Print the report, Select the little disk and choose the format you wish the report to (I prefer
Excel). The report will download to your computer.

Roster Updates — This will give you a list of any member that has had a change to their record,
to include transfer to your post and transfers out of your post. Select the Group (Post or Sq) and
the from and to dates of your search, then View Report.

@ httpsi//mylegionorg/Person X @ - Personify Web Login X | M Inbox - mntrainingcomm@c: X | M Roster - IdvorakS6@gmail.cc X | 4 Summary x| + v - X
& C @ mylegion.org/PersonifyEbusiness/Reports/Roster-Updates ® ° H
I Apps M Gmail @ YouTube B¥ Maps [ Training Committee.. (5 httpsi/prodial.pers.. @ - Personify Web Lo.. Reading list
Roster Updates
m m
of 1 =
1< < > > O Page Width v o Find | Next
Member ID|  Member | Update Type! Date| LastName| FirstName| Middle| Address 1| Address 2 City| State| Zip Code| Zipd| Country| transfer
Status from
205393031 |ACTIVE Address 12/6/2021 | Wendit Christine M 1226 Clivia St SE e [N [seo71 4808 |UsA
102000616 |ACTIVE Address 12/6/2021 | Eshleman Brian C 1211 Highview Dr NE N 1248 [usa
205616207 |ACTIVE Transfer In 12/7/2021 [ Kuch Jonathan 1411 Tikalsky St SE ve  [MN[56071 Usa MN 1882
201285410 |ACTIVE Address 12/11/2021| Sticha Dennis J 1203 Highview Dr NE MNewPrague |MN__[56071 1248 [Usa

Total this selection (14 Nov 2021 to 14 Dec 2021): 4 12/14/2021 6:25:46 PM

bl
~~‘u- "‘
TR, -

Show all x

% = X 529 PM
H P Type here to search Iy & 35F Clear ~ O & %@ 7 dx

B Scan_20211214 @pdf A

wiune B



To Print the report, Select the little disk and choose the format you wish the report to (I prefer
Excel). The report will download to your computer.

Member Dues History — This report will show you the history of a member’s dues, it only goes
back to 2011. You will need the members ID and if they are Legion or Sons of the American
Legion.

& < = mylegionomgs

@ vouTube BF Mapz M G

MEMBERSHIP SUBSCRIFTIONS FIND HELP SHOP CONTACT
Home > My Views “ Group Profile - Report - Member Dues History
MEMBER DUES HISTORY
Memberid{ } = {TAL v}
; {SAL s
< L Y 1 O Pagewith v & o Find | Next
Payment History for

£/18/2023 9:32:38 AM

@ Pueneosen WkH @ @ n @ @ W€ I sy ~GOWae gl O
L o~ W L

Paid Members by Post/Squadron — This report will show when a members paid their dues. It
only goes back to 2011.

S=SAMERICAN Mark Dvorak

LEGION

FIND HELP

PAID MEMBERS BY POST

Note: This report may be very slow to return data. We are aware of the issue and are working to optimize this report. Thank you for your paticnce as we research this
issue. o - 7 :

MU V] resvsausd{m s 06 v] Lo ven 3 V) -
Paid Members 8y Post —— =
Type here to sear . i - 3 -
W Pimeneccseann. i @ @ v @ W B @ 9 R @ irin AB5awaW RS
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Labels

Labels will be printed on Avery 5160/8160 or equivalent. Select Last year paid, you can select
more than one year, then select the way you want the labels sorted (alpha by name or zip
code), Select View Report. The names will appear very large on your screen, select the drop
down next to the little disc to choose the format you wish the labels to be printed in (I always
choose PDF). The labels will be downloaded to your computer.

@ nhttpsi//mylegion.org/PersonifyEt X 4

&« C @ mylegionorg/PersonifyEbusiness/Reports/Legion-3-10-Labels * @

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT
Home > My Views > Group Profile > Reports / Labels > Legion 3x10 Labels
LEGION 3X10 LABELS
LGN 3x10 PRINT frm PDF - Labels

[View Report ]
tstpaidveafoozazon |,
sotf{Name  v]
f27
1< ¢ ol TE > O Page width v v Find | Next

5:48 PM

H P Type here to search t 5 o, ) @ s5Fsumny A Gy B

Revitalization
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Renewal Letter (TAL)-This will create a letter that you can send to all the members of our post
to get them to renew their membership.

B vsningromm@mniegionorg X | M Inbox 31) - WvorkSo@gmate: X @ mylegenorgPesoniffbusine: X o ~ e

&« C @& mylegionorg/Pers

MEMBERSHIP SYUBSCRIPTIONS FIND HELP CONTACT

POST CURRENT ROSTER - LETTERS

Note: If you change Group selection, the Contact information does not update automatically, Refresh page (F5) and select a new group to update Contact information.
Post Current Roster - Letters
Group: e v 2023.202220212020 2
Post Contact Name?john D Metzdorf Post Contact Title/COMMANDER Sotby: nzme v

= of0 - 5 ' :

b > pgewny B o Find |

Lt Loading...
cancel

H £ Type here to search 3
aad

You select the Post, and the last year paid. The Post Commander will automatically populate,
based on your Officer Report. Select the way you want the report sorted and View Report. You
will get all the letters, in order to print them, select the little disc and select the format you wish
to print them in (Word or PDF). They will download to your computer.

==AMERICAN Minneapolis

LEGION Post S

We want you back!
Dear SN,

tinvite you to come back and make American Legion Post 0001 your home again. Our mission is to provide assistance to our
members with VA benefits and claims, involve our youth in the great programs of The American Legion and stay true to
supporting military families and veterans.

1 often get the questions "why should | belong?", or “what's i it for me2" My answer is simple. Your membership dues support
active-duty military and all veterans, from Washington D.C., to the great state ofMinnesota, down to our neighborhaod in
Minneapois.

We see all levels of i from our members. ttend all functions, while others pick and choose their i

because of commitments to other activities or personal family responsibilities. Regardless of your level of activity, our members.
create the strength necessary to further our commitment in supporting veterans, and our fellow active-duty service members
and their families. America, its military and our veteran community need you and your support. Our voice needs to remain
strong. Please renew your membership by going online to www.legion.org/s ing your

Or if you prefer to pay by mail, tear off the stub below and mail it with your$50.00 check to :

American Legion Postgiilile
SE—

¥
Thank you for supporting Minneapolis Post 0001. We hape to hear from you soon.

Best Regords,

COMMANDER -

ly
** Please provide any missing information.

Please login to www.MyLegion.org with 7'  toupdate your record and explore our online
community.

Branch of Service : 1
Email : ko -
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Renewal Letter (SAL)-The is the same as the Renewal Letter (TAL), except it is for the SAL
members. Follow the same procedure.

Renewal Labels (TAL/SAL)- This is the same as printing the labels from the Reports menu.

Find Members in My Area-Distance from Zip - Listing — Members that are not current on their
membership and live in the area of a post (based on a specified distance from a Zip Code) are
listed here. These are members the post can try and get to transfer to their post. This will include
all 1982AD and 1982MN members.

8 tzningcomm@mniegionorg X | M Inbox (31) - idvorakS6@gmaiicc X @ mylegenong/Personiffbusine: X 4 o " a X
& = C @ mylegionorg/PersonifyEbusin @ &« 0O o $
™ Cmai @B YouTube E¥ Maps [ Trnng Co P D - »
MEMBERSHIP SUBSCRIPTIONS GIVE FIND HELP SHOP CONTACT
Haor
@

FIND MEMBERS IN MY AREA - DISTANCE FROM ZIP CODE

Find Members in My Area - Distance from Zip Code

Last Pajd Yeari2024 2023 2022 - Distance 5 ~ Zip Codes: 33013 v

of 0 > B :v ez with v E ) Pundi | Next

Enter the Last Paid Year, Distance from a Zip Code and the Zip Code you are interested in (you
can only one), and View Report. This report gives you name, address, email, phone number.
Contact these members and see if they would like to transfer. To Print the report, Select the little
disk and choose the format you wish the report to (I prefer Excel). The report will download to
your computer.

Find Members in My Area-Zip - Listing — Members that are not current on their membership and
live in the area of a post (based on a specified a Zip Code) are listed here. These are members
the post can try and get to transfer to their post. This will include all 1982AD and 1982MN
members.

21



X @ mylegonorgPersonifykbusine X 4 v - a X

s-Zip-Listing 2w 0O ° %

B veiningcomm@mniagionerg X | M Inbox (31) - idvorakS6@gmais

&« C & mylegionorg/Perso

™ Cmai @R VouTube BF Meps B TainmgCommites., & hitps/procialpers. @ -PemcofyWeblo. M Linds Gmad
S=AMERICAN Linda Dvorak
LEGION

MEMBERSHIP SUBSCRIPTIONS FIND HELP SHOP CONTACT

FIND MEMBERS IN MY AREA - ZIP LISTING

Find Members in My Arez - Zip Listing
Zip Codes35067

View Report

Last Paid Year; 2024 2023 2022

L o0 . X i 3 - i
g 4 > D @ D3ge Width v N Fing | Next

Enter the Zip Code you are interested in (you can select more than one), and Last Year Paid, then
View Report. This report gives you name, address, email, phone number. Contact these members
and see if they would like to transfer. To Print the report, Select the little disk and choose the
format you wish the report to (I prefer Excel). The report will download to your computer.

Project Stay Active-This is a report that will give you members that have recently moved into
your area. They are already Legion members from another post.

B8 varningcomm@mnlegionorg X | M Inbox {24} - ldvorak36@gmaite: X @ mylegionorg/PersonifEbusine: X 4 v E-2 a X

& - C @ mylegionorg/Pe

P4 Cmai @B YouTuoe BR Maps [ TranngCommittee.. & https//predtalpers. () - Perscnify Weblo.. M4 Linda Grail

==AMERICAN Linda Dvorak
LEGION MY ACCOUNT
MEMBERSHIP SUBSCRIPTIONS FIND HELP CONTACT
H P R
PROJECT STAY ACTIVE

Find members that have recently moved into your area, and connect with them to see if they would fike to transfer to your post.

Zipcode! 56057 v| Distance 10 vl

1 of1 .
< > > O Page Width v v find | Next

Project Stay Active

Select the zip code you want to look up and the distance away from the zip code.
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Global Member Search

In this section you are able to find members that are not in your post but wish to transfer to
your post. There are two options: Search by Member ID and Search by Name and Post Number.

@ https//mylegion org/PersonifyEr X =+ o - X

ws/Group-Profile/Global-Member-Search/Search-By-ID v @

<« C @& mylegion.org/PersonifyEbusiness/My-"

i Apps M Gmal [@ MNeServices @ American Legion Of.. @ Southern Glazer's Reading list

Thank you for your patience as we complete our migration
Please review known issues and their status.

Linda Dvoral
LEGION.ORG

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

Home > My Views > Group Profile > Global Member Search > Search By ID

GLOBAL MEMBER SEARCH BY ID

[ View Report

85 _TAL-Reports Post.xlsx A @ _TAL-Reporis Post..pdf A Showall | X

H P Type here to search =] o) @ 85°F Cloudy ~ (7 @ dx fzz';:;
Search by Member ID- After the ID is entered and you select View Report you will get the
individuals Name, Location (Sate/Zip Code) Type of Membership (Individual, PUFL, etc) Last
Transaction, Last Year Paid

@ https/mylegionerg/PersonitEl X 4 o - x
< C @ mylegion.org/PersonifyEbusiness/My-Views/Group-Profile/Global-Member-Search/Search-By-Last-Name * @ :
# Apps M Gmail [ MNeServices @ American Legion Of.. @ Southern Glazer's.. Reading list

Thank you for your patience as we complete our migration
Please review known issues and their status.

Linda Dvorak
LEGION.ORG

MY ACCOUNT

MEMBERSHIP SUBSCRIPTIONS GIVE RESOURCES SHOP CONTACT

Home > My Views > Group Profile > Global Member Search > Search By Last Name

GLOBAL MEMBER SEARCH BY LAST NAME AND POST NUMBER

Last First Post Number (ex. AZ0001 —
Name Name AKGUOT) [ view Report |

B TAL-Reports Post.xlsx A | @ _TAL-Reports Post.pdf A Showall X

H R Type here to search i o &b 85°F AQIT6
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Search by Last Name and Post Number — You will need Last name and First Name and Post
Number (ex MNO0O1), select View Report, you will get the individuals Name, Location (Sate/Zip
Code) Type of Membership (Individual, PUFL, etc) Last Transaction, Last Year Paid

Group Information

The Group Information is self-explanatory

Materials

The Materials area is self-explanatory

Mail Merge (Labels)

To do a Mail Merge to produce mailing labels you will need a spreadsheet (excel) with the info
you want to merge (name, address, City, State & Zip Code). Save the Spreadsheet to a known
location.

Open a Word document, click on Mailings, Start Mail Merge and select Labels. Select the labels
you are using, once selected the labels will come up on your screen.

PAGE20F2 OWORDS [F &3

Click on “Select Recipients” then “Use and Existing List” and locate the Excel Spreadsheet with
the information you want on the labels. You will get a pop-up window asking what page of the
spreadsheet you want to use. If you only have one sheet in your spreadsheet, just click ok. If
you have more than one sheet, make sure you select the correct sheet.
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REVIEW  VIEW  DEVELOPER b Linda Dvorak

PAGE3OF3 OWORDS (2 %3

-l © Type here to search

Select the “Insert Merge Field”, select the first name on your label and enter a space, select
Insert Merge Field again, then the last name and click on the enter button, your curser will go
to the second line, select Insert Merge Field again, and add the street address and enter. On the
third line you will again select Insert Merge Field and the City, then space, select Insert Merge
Field and then State, then again select Insert Merge Field space and lastly the Zip Code.

EBHS O&-

HOME

DEVELOPER  DESIGN  LAYOUT

K4 AL AN EN

aNext Record» «Next Record»

NextReco . «Next Records «Next Record»

aNext Reco s aNext Record» Next Record»
aNext Records aNext Record» Next Record»
aNext Records aNext Record» «Next Record»
aNext Records aNext Record» «Next Record»
aNext Record» aNext Record» «Next Record»

MGE1OF1 SBWORDS (B &3

P Type here to search o Mm@ & % ()OS e o @ 93F Weatheralert ~ @

Once this is complete select “Update Labels” all your labels should populate with the merged
info. Select “Preview Results” to see that your labels are formatted correctly.

25



B HS 6&8- Docurent - Word

Bl o msw ooy pacelavour e MALNGS = REVEW  VIEW  DEVELO) DESGN  LAYOUT
. 3 - (3 Rules - 4 41 » M Y
, 3 K JNEN
2 Match Fields 7 Find Recipient
Envelopes Labels  Start Mail Greeting Insert Merge Preview Finish &
Merge - Re e Fieid- [BUpdatelabels pey (% Checkfor Errors Merge -
. ite & nsert F Re nish
. ¥ 1 T . e . .

aFirstNamen «LastNamen
wAddress»

aCity» «ST» «ZIP»

aNext RecordneFirstNamen
alastNames

wAddressn
aCity» «STw aZIP»

aNext RecordweFirstNames
alastNamen

wAddress»
aCity» STw «ZIP»

Next RecordnFirstName»
alastNamen

aAddressn
aCity» «STa «ZIP»

«Next RecordaFirstNamen
alastNamen

wAddress»
«City» «ST» «ZIP»

«Next RecordpaFirstNamen
alastNamen

aAddress»
aCity» WST» «ZIP»
aNext RecordmaFirstNames

BGE10F1  29WORDS [R &

P Type here to search

«Next RecordweFirstNames
wlastNamen

wAddress»
City» aST» «2IPw

«Next Recordw«FirstNames
LastNamen

«Address»
City» aST» «ZIP»

“Next Recordw«FirstNamen
LastNamen

wAddress»
#Cltyw aST» #ZIPw

«Next RecordwaFirstNamen
LastNamen

wAddress»
«Clty» aST» «ZIP»

«Next RecordwaFirstNamen
LastNamen

wAddress»
«City» aST» «ZIP»

«Next Recordw«FirstNamen
LastNamen

«Address»
«City» oST» «2IP»

«Next RecordwaFirstNamen

«Next RecordnaFirstNamen
alastNamen

wAddress»
«City» «ST» aZIP»

«Next RecordnaFirstNames
alastNamen

«Addressn
City» 4ST» aZIP»

«Next RecordnaFirstNames
alastNamen

wAddressn
«City» «ST» aZIP»

«Next RecordnaFirstNamen
«lastNamen

waddressn
«City» «STo «ZIP»

«Next RecordnaFirstNames
alastNamen

wAddress»
«City» «ST aZIP»

«Next RecordnaFirstNames
aLastNamen

wAddress»
«City» «ST» oZIP»

aNext RecordnsFirstNamen

You can then select “Preview Results” to view the first page to make sure the formatting is

correct.

“Finish and Merge” is the last step. Select “Print Documents”, select “all” from the pop-up
window. Make sure you have the label loaded in the printer.

EHS O&-
FILE HOME  INSERT  DESIGN  PAGE LAYOUT

=B B 2 B BB

Envelopes Labels Start Mail  Select Edit Highlight ~ Address Greeting Insert Merge

Document1 - Werd

REFERENCES

MAILNGS  REVIEW  VIEW

35 Rules - @

3 Match Fields

Previ

Merge~ Recipients - RecipientList Merge Fields Block  Line Ficld- % UpdateLabels  Resys

Create Start Mail Merge Write & Insert Fields

L ﬁg 1

Preview Results

2 kR 3

DEVELOPER

L
[0 Find Recipient

TABLE TOOLS
DESIGN  LAYOUT

i [ ] D_)

Finish &

[ Check for Errors i

By EditIndividual Documents.
3 Ca Print Documents..

B Send Email Messages.

«FirstNamen «LastName»
«Address»
«City» «ST» «ZIP»

«Next Record»«FirstName»
«LastName»

«Address»

«City» «ST» «ZIP»

«Next Record» «FirstName»
«LastName»

“«Address»

«Cityn «ST» «ZIP»

«Next Record«FirstName»
«LastName»

«Address»
«City» «ST» «ZIP»

«Next Record»«FirstName»
«LastName»

«Address»

«City» «ST» «ZIP»

«Next Record» «FirstName»
«LastName»

“«Address»

«Cityn «ST» «ZIP»

«Next Record«FirstName»
«LastName»

«Address»
«City» «ST» «ZIP»

«Next Record»«FirstName»
«LastName»

«Address»

«City» «ST» «ZIP»

«Next Record» «FirstName»
«LastName»

“«Address»

«Cityn «ST» «ZIP»

«Next Record«FirstName»
«LastName»

«Address»
«City» «ST» «ZIP»

«Next Record»«FirstName»
«LastName»

«Address»

«City» «ST» «ZIP»

«Next Record» «FirstName»
«LastName»

“«Address»

«Cityn «ST» «ZIP»

«Next Record«FirstName»
«LastName»

«Address»
«City» «ST» «ZIP»

«Next Record»«FirstName»
«LastName»

«Address»

«City» «ST» «ZIP»

«Next Record» «FirstName»
«LastName»

“«Address»

«Cityn «ST» «ZIP»

«Next Record«FirstName»
«LastName»

«Address»
«City» «ST» «ZIP»

«Next Record»«FirstName»
«LastName»

«Address»

«City» «ST» «ZIP»

«Next Record» «FirstName»
«LastName»

“«Address»

«Cityn «ST» «ZIP»

«Next Record«FirstName»

PAGE10F1 208WORDS [

£ Type here to search

«Next Record»«FirstName»

«Next Record» «FirstName»

? B - x
& Linda Dvorak -

B B

@ s4F AQi113
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Envelopes Labels

ca

Seart s

sace Lavout
& L7

Sdect [
Reciplents - Recipien

Highignt
Mecge Felds

EFERENG

Addres: Greeting insest Merge
Block L Fieid

UNGS | REVIEW  view

3 Rules =

24 Match Fik

5 % Updste Labels

aFirstNamen aLastiames
<addresso

«Citys oST» <24

«Next RecordsuFirstamen
atasthiamen

eaddresse

Gty xSTo c21P»

aNext RecordswFirstNamen
alastn;

«addresss
aCitys aSTh «2IPs

Check for Emors

DEvELOPER
@ M4l
N | find et

Prevew %)
R
T

aNext RecordxFirstNames

atastNames
wAddress»

“Citys asTe a2ipe

Merge to Printer

Pt recorss

@
O Cungnt recora

Orom

Cancat

«Citys aSTo a21P»

Next RocordweFirstNames
“Lasthames

«addresse
«Citys aSTo a2IP»

Next
aLastNames “LsstNames “LastNames
«ndresss «nddresse «Addressx

aCitys «STw 2P

“Cltys 4STo <21P%

aNext
atastNames “tastNames
«Addresss «nddresse

aCityn «STo «2P®

aCityn aSTo a2iP%

aNext
atastNamy “astNames
«Address wAddresse

aCityn xST» «2P3 «Cityn aSTo a21Pn

anext

anext

“Citys aST» 2P

Next RecordreFirstNames
*LastNames

«Addresss
*City» aSTo aZIP»

Next RecordrsFirstNames
“tastNames

addresss
«Citys asTo aziP»

«Next RecordweFirstNames
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