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Creating a Form Letter Template 

 

Market: Federal/State/Local, House, Senate  

 

1. Navigate to Library → New → Form Letter Template.  

  
 

2. Enter the title for your new Form Letter Template.  Confirm that Type is set to Format.  

Select the library directory location to store the Form Letter Template.  

 
 

3. Select a previously created Form Letter Template to start with and click Add.   

  
 

4. Click Edit Content to open the content editor. What you type here will be placeholder text for 
the eventual Form Letters created using this template.  
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5. Click Save. 

6. Click the Format tab at the top, then click Edit Email Format to add in your letter head, 

signature, and any other text that you want to be part of the template. 
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7. To add in the letter head and/or signature images, click where you want the images to go and 

then click the  icon.  

8. If you’re image is already available, click on the image to add it. If it is not available, click on 

New Image in the top right hand corner to upload your image from your computer. 

 

9. Click Save when edits are complete 

 

10.  Note that you can make similar changes for how the template will look if it were printed by 

clicking on the Print Format button next to Type.  

 
11.  Click back to the General Tab. 
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12.  Change the Status of the Form Letter Template from Draft to Approved. Once the Form 

Letter Template is approved, you will be able to create new Form Letters using this template.  

 
 

 

  


