
 

Quick Reference Guide 

CREATING A MARKETING CAMPAIGN IN POINT®

 
Point users can now market and grow business right from Point with a few clicks of the mouse.  New tools allow Point users to create custom letters, 
newsletters, promotional emails, and mailing labels instantly using Point data. It’s easy to build, merge, e-mail, or print beautiful media-rich documents 
certain to impress your clients – all from within Point! 
 
(Microsoft Word®

 2000 or later is required. Microsoft Outlook®
 2000 or later is required to send E-Mail campaigns.) 

 

Set up a Report & 
Marketing 
Template 

Run Your 
Marketing Report 

In the Reports & Marketing Template 
screen you can set up your Mail 
Merge Marketing Documents using 
the “Use Result for Mail Merge 
Marketing Documents” option at the 
bottom of the screen.  
 
You can link as many documents as 
you would like within one report 
template by adding any combination 
of Letter, Label, or E-Mail campaigns. 

When clicking “Add Link” or “Edit Link” 
another screen will appear that 
enables you to setup Custom Letters, 
Mailing Labels, and Email templates. 
 
In this screen you set up fields that will 
appear in your Mailing Labels as well 
as the Letters or E-Mails you would 
mail merge to the report data. 

Save Your Report

 Click the “Reports & Marketing” 
tab. The Reports & Marketing 
screen will appear. Two radio 
button options will appear: 
Reports and Marketing  

 Click the “Marketing” radio button 
 Select the data folders and file 

types (Borrower, Prospect, or 
both) you want the data pulled 
from 

 From the Template dropdown, 
select a Calyx Marketing Report 
or a custom one that you created 

 You can use any of the Status or 
any other filters to narrow your 
dataset 

 Click the “Generate” button 
 The generated Report will 

appear

From here, you can modify the Report 
by deleting any files that you don’t 
want to appear in the list.   
 
 Click the Mail Merge Document 

you want to run from the list in 
the bottom left corner of the 
window 

 Click the “Generate” button 
 The Mail Merge document you 

selected will appear 

Once the report is generated, click 
File > Save As and give the file a 
name. You can save the file anywhere 
on your computer. A file will be 
created called “<filename.prv> with 
whatever file name you chose.  
 
Once the file is saved, you can open 
this file and the same Report screen 
will appear with all of your loan files 
and Mail Merge documents attached.  
 
You can continue your modifying your 
list and printing your documents right 
where you left off. 


