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Printing Your Letters 
Using Mail Print in Lariat 

 
Any letters that are added in Lariat, whether in bulk or one at a time, wait in the Mail Print area until 
they get printed in large groupings. This process is important because it gives you one large PDF file that 
you print in your office for doing in-house letter campaigns. Generating the letters in Mail Print also lets 
Lariat know which letters have actually been printed. This guide walks you through the basics of using 
this important tool. 

 
1. Go to Admin > Mail Print > Lariat. You will see a list of pending letters, which means they have not yet been 

printed. The letters are grouped together by the name of the letter. For example, in the screenshot below you 
can see that of the 58 pending letters 27 of them are Dun1 letters: 

2.  

 
 
3. Select which letters you want to print. Check the box next to the letter name to print it. You can select more 

than one letter group at a time. 
 

4. Click Print. This starts a job in the Lariat job queue. 
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NOTE—the letters are not printing from your printer yet. “Print” here simply means that  Lariat is generating a PDF 
file. It will show 100% when the letters are finished generating and then you can print the PDF file from the Mail 
Print screen. 
 
5. Return to Admin > Mail Print > Lariat. Once the letters have reach 100% they are ready to be printed. Go 

back to the Mail Print screen to print them.  
 
There’s a list at the bottom of the screen that shows the last 10 print jobs. These are the PDF files that have 
been generated and are waiting to be printed. The most recent job will be first.  

 
 
6. Click the underlined date to open the PDF file.  

 
All of the letters are generated into one PDF file. In the example pictured above, the PDF document was 3 
pages long—one page per letter.  

 
7. Print from your browser to print the letters.  

 
 

Or, click print > save as PDF to save the file and print it later. 
 

 

Still have questions? Contact us at support@lariat.co  

or call 877.268.6667. 
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