
Tutorial 
 
Objective: Creating a Mailing that Excludes People Without Addresses 
 
 
Scenario:  You would like to create a mailing list for people that have 
addresses.  You will create a list using a Filter that excludes the people that 
do not have mailing addresses. 
 
Step 1:  Click the People/Listing tab. Click the Clear filter icon.  Click on  
“Filter By”.   (Fig. A) 
 
 

 
Fig. A 
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Step 2:  The Find Field Name popup appears.  Click twice to select “City” or 
simply highlight it and click the Pink Checkmark.  (Fig. B) 
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Step 3:  “{City}” now appears as your filter.  Type “not blank” in the filter 
line.   Click on the Set Filter icon.  (Fig. C) 
 
 

 
Fig. C 
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Step 4:  Your Listing now contains only People that have Addresses.  Click the 
Reports tab.  (Fig. D) 
 
 

 
Fig. D 
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Step 5:  Click Letter 1 to highlight.  Click Test Filter. (Note: The name of your 
filter appears in this location.)  Click the Microsoft Word icon.  Your mailing 
will now include only those People that have Addresses.  (Fig. E) 
 

 
Fig. E 

 
 
 
 
 


