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



This tutorial will show you how to:

Create a sales letter from a variety of templates.

Add your own logo & a contact to that letter.

And how to export and print the letter when finished.
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Download our tips

20 Tips on E-mail Etiquette
Check List for eMail Construction
Check List for Business Letters
Commaon Mistakes

Helpful Resources

Links to Useful Sites

Articles on Effective Sales and
Marketing
Browse Templates

HTML Shells

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

Please select the type of new message.
1.With "PRINTED DOCUMENT trpe selected, vou will he able to print the generated message as POF file.
2.With "ELECTROMIC DOCUMENT type selected, you will be able to email the generated message.

_J PRINTED DOCUMENT

Then select ‘Printed Document’ to create a letter.
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Legend
! Create New Template ) ) 3
#~-Preview & -Build Document &9 -Delete

1. TEXT TEMPLATE

viewy 3 list of available termplates by selecting a Document categary andfar sub-category.

’ Change in Operating Hours
Appointments - Setting ! Fallow
Contracts Digcontinue Product or Service
Fulfillment
Industry Specific Examples '
Prablem Resolution
Froposals f Orders
Solicitation § Existing Customer
Solicitation F Prospecting

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.
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1. TEXT TEMPLATE
wieww 3 list of available termplates by selecting a Document category andior sub-category.
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Sample Name
Charmge in Product Mame

[
Appointments - Setting § Follow ,4’1/{
Contracts Ligeantnue Product or Serice >~
Fulfillment S - - J
Industry Specific Examples
Froblem Resolution
Proposals f Orders
Solicitation f Existing Customer
Solicitation f Prospecting
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Then you may preview a particular template, or build a letter
from a specific template by selecting the ‘Build Document’ icon
as shown above.
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Template Name: Test Sales Document PP ———

Please enter data for all the replacement fields defined in your selected template.

Replacement Fields Data Description

@ Enter Data OFrom
Compary Mame ranually Database Marme of the Comparsy to be

| | r —

e

® Enter Data O From S itwill i the lattarhead tact
Manual Database ree ress as itwill appear in the letterhead or contac
Company Street Address | ¥ | informatian.
@ Enter Data OFram City M it il inthe letterhead tact
_ Marual Datahase ity Marme as it will appear in the lefterhead or contac
Compary ity | ¥ | information,
@Enter Data L2 el State N itwill in the Ietterhead or contact
Manual Database ate Mame as itwill appear in the letterhead ar contac
Company State | ¥ | infarmation.
@ Enter Data OFram Zin Cod it il inthe letterhead tact
_ Marual Datahase ip Code as itwill appear inthe letterhead or contac
Cormpany Zip | ¥ | informatian,
® Enter Data OFrom _
I Manually Database Date spelled outas it shauld appear atthe top ofthe

correspondence, .. May 15, 2008,

Back to Document List

A set of replacement fields will then appear.



Template Name:Request for Clarification of Start Time

- -
[[173_Company Mame]]
. . Template Name: Test Sales Documant m
1174 _Company Streat Address]] Plaata sie data far ol i faplaceimnent Bakis dofimed b you 5 okcted el
[[177_Company City]]. [[178_Company State l."I’rl:"nih...:: [[179_Company Postal Code]] Fiephac cive i Fiedls [iata Description
Ll & Ent i F
|[180_D t Date|] e a -
[1180_Document Date|| o = S i -
[[181_Addressee Farmal Mame ]] -
[[182_aAddressee Company Nama]] T T Manualhy Diat abiass 1wl Aper in P ledecte riacl
|1183_Addressee Strast Address]] -
[[184_Addressee City]], [[185_Addressee State or Province]] [[186_Addresses Postal Code]] Ay S ! :
I - - 1 L
Draar [[1%7_Mame by Which you Call Customar or Prospect]] .
| appreciate hearing from you this mermning about the proposed time tables. | realize there was some s =i e : fermat
confusion from our and a5 to whan production is actually schadulad to begin, Qur production schadula
allows for transition of the production line bebween customers. The timeline between customers varies @ Enter Data 2 Fraor
based on the time needed to gather resources for production mpsany 2 Manually Data - -

Az of right nowe, the tima it will takes to prepare for production depends on when you accept and sign tha
contract. Accepling the contract immediately can assure that another order does not delay the start of
wour production, Based on our prasent production schedule, wa estimate that 3 finish date will be
approximately [[216_Duration of Production Schedule]] from the time the contract is signed and in our L

Back to Document List Sava A5 New Template @ Buiki Documant from this Template m

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.
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Template Name: Test Sales Document Clear Entry Data

Please enter data for all the replacement fields defined in your selected template.

Replacement Fields Data Description
@ Enter Data OFram

Compary Marne tanually Database Marre of the Compary to be included in the docurment.
|Widget Inc. |
@ Enter Data OFram o )

Company Street Address Manually Database Street Address as itwill appear in the letterhead or contact

information.

[1234 Tree st |

@ Enter Data OFrom City N it will in the letterhead tact
_ Matal Database ity Mame as itwill appear in the letterhead or contac
Campany City ¥ information.
|Da||as |
@ Enter Data OFrom State M it will in the letterhead tact
Marusl Database ate Mame as itwill appear in the letterhead or contac
Campany State ¥ information.
|Te><as |
® Enter Data OFrom Zin Cod it will in the letterhead tact
_ Marusl Database ip Code as itwill appear in the letterhead or contar
Cornpany Zip ¥ information,
[76019 |
®@Enter Data OFram )
Doeument Date Marually Database Date spelled out as it should appear at the top of the

carrespondence, e.g. May 15, 2008,
[march 17, 2010 |

Back to Document List

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

Contacts Groups

Available Contact Groups Selected Contact Groups

Group Mame 1
Group Mare 2

|Group Mame 3
S /

& & F ¥

Additional Contacts

Available Contacts

Contz
Contact Type: |-All Contact Types— v oo icted Contacts

Beverly, Hills A Beverly, Hills

Beverly, Harse b
Beverly, Uncle D
4
|

Boh, hobab
hab, finacchio
hrad, bucher
Chad , Smith
Chad, Delta

m

After you have selected which contacts information you want to populate in
the previous replacement fields selected, you may click ‘Next’ to continue.
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Click the "Print"” button abowve. A PDF document will be created. if you have selected contact data to use to
awto-fill your document, then a single PDF will begcreated with a page break hetween each comtact recoril.

Upload Header Image: | Choose File
[ = - - = . —
Header Image on 1st page Header Image on following pages

Image Image
Not Available Not Available

Print Preview
Widget World, Inc.
3340 Peachtree Road

Dallas, Texas 76019

Next, you may upload your logo by first selecting ‘Choose File’.
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Then find the file that your logo is saved as.
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Click the "Print™ button above. A PDF document will be created. if yvou have selected contact data to use to
auto-fill your document, then a single PDF will be created with a page break between eachgtontact record.

Upload Header Image: | Choose File | Mo file chosen Upload ‘
Header Image on 1st page Header Image on following pages @ ‘ - - -

Widget Inc. Widget Inc. ‘ ‘

Print Preview
Widget World, Inc.
3340 Peachtree Road
Dallas, Texas 76019

March 10, 2010

Announcement to our Sales Team:

We have just been informed by our Legal council that the original name Widget One
that we had wanted has already been trademarked by a competitor. Because this
name has already been taken, we will change the name of the line to Widget Seven.
We have been assured that this name is still available, and we are working on the
trademark right nows.

This change does present a challenge for our initial marketing campaign. We have
already shot most of our new commercials using the Widget One name. We intend to
have our agency worl the new name Widget Seven into the existing commercials. We
are still trving to figure out how much this will cft, and exactly how long it will take.

K

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.
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[[173_Company Name]]
[[174_Company Street Address]]
[[177_Company City]], [[L78_Company State or Province]] [[179_Company Postal
Code]]
[[180_Document Date]]
Announcement to our Sales Team:
We have just been informed by our Legal I_Dri ginal
Product Wame]] that we had wanted has alre setitor.
Because this name has already been taken, we il 'change the name or mewine to
[[223_MNew Product Name]]. We have been assurad that this name is still available,
and e are working on the tri demark right now. v
| Save ] [ Cancel ]

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.



Dashboard Create the Message Manage Campaigns Track

Click the "Print” button above. A PDF document will be created. f you have selected contact data to use to
auto-fill your document, then a single PDF will be created with a page break between each contact record.

Upload Header Image: | Choose File | pja file chosen Upload
Heailer Image on 1st page Header Image on following pages

Widget Inc. Widget Inc.

Print Preview

Widget World, Inc.
3340 Peachtree Road
Dallas, Texas 76019

March 10, 2010

Announcement to our Sales Team:

We have just been informed by our Legal council that the original name Widget One
that we had wanted has already been trademarked by a competitor. Because this
name has already been taken, we will change the name of the line to Widget Seven.
We have been assured that this name is still available, and we are working on the
trademark right now.

This change does present a challenge for our initial marketing campaign. We have
already shot most of our new commercials using the Widget One name. We intend to
have our agency work the new name Widget Seven into the existing commercials., We
are still trying to figure out how much this will cost, and exactly hewelong it will take. o,

After editing your letter, you may click ‘Print’ to view the letter in PDF form.
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Widget Inc.
Widget World, Inc.
3340 Peachtree Road
Dallas, Texas 76019
March 10, 2010

Announcement to our Sales Team: |

We have just been informed by our Legal council that the original name Widget

Onethat we had wanted has already been trademarked by a competitor.

Because this name has already been taken, we wil change the name of the

line to Widget Seven. We have been assured that this name is still available,

and we are working on the trademark right now.

This change does present a challenge for our initial marketing campaign. We

have already shot most of our new commercials using the Widget Onename.

We intend to have our agency work the new name Widget Seveninto the

existing commercials. We are still trying to figure out how much this will cost,

and exactly how long it will take. Our objective is to have the marketing

campaign ready on or about March 17, 2010. | need you to please inform your 3

You are now able to save and print the document.
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