
 
 
 

 
Instructions for Using Transfer Letter Spreadsheet 

 
This spreadsheet will create letters to members of Headquarters Post to invite them to transfer 
to your local post. 
 
Step 1 – Enter your post information on the Input 
tab. 
If your Transfer Letter contains data in the data 
tab you may clear all the data by clicking the cell 
to the left of column A and above row 1 to select 
all the data then right click and select ‘Clear Data’. 
DO NOT USE DELETE. 
 
 
 
Step 2 – Login to Mylegion.org 

 Select “My Groups” 
 Select MEMBERS > Reports / Labels 
 Select Find Members in my Area 

 
 
 
 
 
Step 3 – Select Data 

 Click on Zip Codes 
 Select Zip Codes 
 Click on Last Paid Year 
 Select ALL 
 Click on View Report 

 
 
Step 4 - Download Data & Save 

 Click on the floppy disk down arrow 
 Select CSV option 
 Save the file 

 
 
 
 
 
 



 
 
 
 
Step 5 – Open the data (CSV) file 

 Open Excel 
 Above the Open Button  

change ALL Files (*.*) to Text Files 
1. Select CSV File and hit Open 

 
 
 
 

 Click Delimited 
 Click Next 
 Click Comma 
 Click Next 

 
 
 
 
 
 
 

 Leave column data set at General 
 Select Finish 
 
 
 
 
 
 
 
 
Step 6 – Copy & Paste the data 

 Click the cell to the left of column A and  
above row 1 to select all the data 

 Click on the copy button or Ctrl C to copy  
all the data 

 Click on the DATA tab in the Transfer Letter 
Spreadsheet 

 Click the cell to the left of column A and  
above row 1 

 Click on the Paste button or Ctrl V to paste 
the data 

 
 
 



 
 

Step 7 – Print the letter 
 Click on the Letter Tab 
 Enter the number of the row to print (1 is 1st person, 2 is 2nd person) 
 Click on the Print icon to print 

 


