
This tutorial shows you how to create a letter in the Sales 
Correspondence application.





To begin, select the ‘Create the Message’ tab as pictured here.



Then select ‘Printed Document’ to create a letter.



You may create your own template by selecting ‘Create New Template’ or create a 
letter based on a variety of template language already created. 

First choose a category that best fits the message of your intended letter.

Second, choose a sub-category that helps you even further.



Then you may preview a particular template, or build a letter 
from a specific template by selecting the ‘Build Document’ icon 

as shown above.



A set of replacement fields will then appear.



These replacement fields correspond to the template that you have 
selected. For example, if you write your company name into the 
‘Company Name’ replacement field, it will automatically appear in 
your letter once you are finished.



Once you have finished completing the replacement fields, you 
may click ‘Next’ to continue.



You are also able to add a contact as well as their information to the letter 
by selecting a contact, and choosing what specific information you would 

like to include by selecting from the ‘Data Base’ and including that 
information in the replacement fields.



After you have selected which contacts information you want to populate in 
the previous replacement fields selected, you may click ‘Next’ to continue.



Next, you may upload your logo by first selecting ‘Choose File’.



Then find the file that your logo is saved as.



Once you have selected your file, click the upload button and you will have the 
choice to have them appear as a header and footer as displayed above. 

Your letter draft will also appear on this window, and you may edit it by selecting 
the ‘Edit Template’ button.



After selecting the ‘Edit Template’ button this screen will then 
appear. Here you are able to add and edit any information that 

you would like to appear in the letter. Once you have completed 
editing, you may select ‘Save’ to continue.



After editing your letter, you may click ‘Print’ to view the letter in PDF form.



You are now able to save and print the document.
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