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Overview 
A report letter is a report that has text added above or below the report and is created using the mail 
function on the report setup screen. 
 
Example- Modify Owner Unit Tenant List Report 
 

1. To create the report letter and add to report list, go to Reports, Owner Reports. 
2. Click <Manage Reports>. 

 
 
 
 
 
 
 
 
 
 

3. Select the Owner 
Unit Tenant List 
Report and click 
copy. 
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4. On the Report 
Information tab enter 
a name for the 
report. 
 
 
 
 
 
 
 

 

 

5. On the Page Layout tab 
clear the Title field 

 

 

 

 

 

 

6. On the Report Fields 
tab click Modify Driver 
Options. 
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7. Change: 
 Subtitle = none 
 Font Size= Large 

 

 

 

 

 

 

8. On the Column Fields tab 
unmark Rent Share and 
Percentage column.  

9. Highlight Unit and blank 
out the Column Label 
Override field. 

 

 

 

 

10. On the Group 
Fields tab highlight 
Owners and mark 
Hide Group 
Header. 
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11. On the Annotations tab, 
change Location to Start of 
Report. Enter your text. Then 
Save. 

 

 

 

 

 

 

 

 
To Run the report: Go to Reports, 
Owner Reports. 
 

1. Select the report from the report list and click Run Highlighted Report. 
 
 
 

 

 

 

 

 

 

 

 

 

2. Click Settings and change 

the Theme to Classic. Save. 
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3. Click Mail. 
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