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How to Use The Letters Library® 

Finding What You Want 
There are three ways to locate information in The Letters Library®.  Choose the method that best 
suits your needs. 

1. If you’re looking for current letters, or if you want to see what other Gorilla offices are 
using now, select a featured item from the Letters Library homepage. 

When you click the item’s name, you’re taken directly to its specific page, where additional 
information is noted. 

2. Use the BROWSE THE LIBRARY option to find items in a specific category. 
The Letters Library is separated into categories—articles, attachments, master letter templates, 
regular letters, postcards, scripts, and seminar materials such as invitations and questionnaires.  
Browsing the Library will help you locate the information you need. 

The documents in the Library have been categorized by “function” or use.  The list of categories 
is as follows: 
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You can see the documents in each category by clicking the “+” sign next to each category 
heading.  Some categories will open directly to individual documents.  Others have been divided 
even further into subcategories: 

As mentioned above, clicking the “+” sign continues to open the “tree.”  You may need to 

navigate down two or three levels to get to the actual documents you want to browse. 

NOTE:  Become familiar with the way individual letters are named in the Library.  This 
information will be helpful to you in locating other letters, as described in option three. 

3. Another way to locate information in the Library is to use the SEARCH THE LIBRARY 

tool to find specific documents or document types. 
When using this option, you can include or exclude letters, articles and attachments.  You can 
mark your firm’s name to ensure you get versions approved by your compliance department, or 
you can leave BGM marked and see if your compliance department has reviewed the piece.  
You can also limit your search to items that have been featured as Letters of the Week or 
include our most popular pieces. 

After making your choices—or using the defaults—you can enter a word or phrase in search for: 

Unlike some search engines, this one does NOT look for each word separately.  Think of all the 
information in the field as having invisible quotation marks around it. 

If you want to find multiple words in a single document, simply add the word and between the 
terms (e.g. IRA and tax).  You can also use or to do multiple searches simultaneously (e.g. 
Canadian or foreign).  Using or is NOT recommended for combined searches of more common 
words, however, since the results generated can be extensive (e.g. retire or work).

These are 
subcategories of 
the “Attachments” 
category. 

These are 
actual letter 
names. 
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The engine will return a match if it finds your word or phrase in one or more of these places: 

• Letter name—e.g. Concept-Investing-Adequate Characterization 

• Letter description—noted on the specific page for a particular letter—e.g. “An enthusiastic 
letter suitable to use with Clients and/or Prospects.”  (You could search for an enthusiastic 
letter and get this result.) 

• Letter text—The engine will search the entire text of the letter; however, it will not 
generally search for hidden text or text that may appear as a “headline.”  (Some headlines 
have been created with text art functions/programs and are therefore not searchable.) 

As mentioned previously, all letters in the Library use a specific pattern in their naming.  By 
observing the way letters are named in the Library, you can learn to easily locate the material 
you want.  For example, if you’re looking for concept letters, typing Concept- (including the 
hyphen) in search for will show all of the “Concept” letters. 

When you click an item name in the search results list, you will be taken to that item’s specific 
information page. 

Downloading What You Find 
Once you have located the letters you want to use, the next step is to download them from the 
Library and prepare them to be installed in Gorilla®. 

You can view and/or print the basic “BGM-approved” version.  Firm-approved versions are usually 
quite similar and sometimes identical to the BGM version—except their footers include firm-
specific compliance approval codes. 

NOTE:  If your firm has approved a specific letter you want to use, you should always download 
that approved version instead of the BGM version. 
You can read letter reviews written by other Gorilla users to see what they thought of a letter, how 
they used it and the results they had with it.  You can also post your own reviews for others to see. 

When you locate a letter you want, click the add this letter to my download list link. 

Be sure you get the correct letter to match the software version you’re using (1.x or 2.x).  Then you 
can continue looking for additional letters or continue to the next step.  If you ever find that you’ve 
added the wrong version of a letter, or you decide you don’t really want a particular letter, move 
your mouse over the MY DOWNLOAD LIST bar on the left side of the screen.  When it scrolls out, 
click the X in the rem. (remove) column for the incorrect or unwanted item and it will be deleted. 

When you’re ready to download your letters, go to the MY DOWNLOAD LIST panel, click the 
download now link and start the downloading process.  Follow the instructions on the screen. 

Download instructions for both Gorilla 1.x and Gorilla 2.x letters are also available on the Library 
homepage in the “Frequently Asked Questions About Letters” box at the bottom of the page. 


