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For this sample, we’ll locate and print a letter for Test Smith. 
 

1. Use Quick Search to locate the participant by name or social security number.  
 

 
 
 
 
  

2. Click the button View TEST SMITH’s Dashboard to open the dashboard.   
  
 
 
 
 
 
 

ETO Letters – How to Find and Print 
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3. View the left sidebar to see in what Collections Test has participated. We want to follow up the REA dated 6/4/2016. 
In the sidebar, you’ll find that the participant was active in Auburn during this time period. Note: if the location is not listed, determine 
the office by viewing the event under Basic Services section of the dashboard. 
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4. At the center top of the screen, find the WorkSource locations search box. Click the drop down arrow then scroll to find and select  
Worksource Affiliate Auburn. 
   

 

 

 
 You must be in the office that generated the letter or where the REA was scheduled. 
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5. Change Quick Search from Participant to REA Follow-Up, then click Search. 
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6. The matching REA Follow-Up lists display. Click on the list you wish to view. 

 
 
 

7. Click the Follow-Up Letters icon 
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8. The appointment letter list displays. The list isn’t in order.  
 
     Use the find feature on the left sidebar to locate the person you need.          
 
                    Note the print and find icons at the top of the screen to print the list or locate text in the list.            
                                                                                                       Click the English link (or Spanish when applicable) to open Test Smith’s letter. 
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9. View or 
click the 

print icon to 
print the 

letter 

Use Find to 
search for 
text within 
the letter. 


