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Creating a Form Letter Template

Market: Federal/State/Local, House, Senate

1. Navigate to Library = New - Form Letter Template.

New

Form Letter
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.

Add Form Letter

New Form Letter Name ‘New Form Letter Template Example

Type ‘ Format

Directory Templates

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

-
Add Form Letter

New Form Letter Name  New Form Letter Template Example

Type Format
Directory

Templates

Select Format to use:

Filter:

A

Congress of the United States

THouse of Wepresentatives
Washington, DE 20515

Make
Default

@ Email view
() Printed view

MAIL DATE_ON_LETTER_FOR_PRINTING MERGE

Dear enewsletter.salutation_for merging.merge,

Content Begins Here

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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[ T—
Form Letter Template Detail
Name: New Form Letter Template Example Draft ~  Parent ID:101616 & o
Created By: Jonathan
Type: Form Letter Template 2 Printed View Assignable Kilgore
N Version #1 of 1
View Size: 1kb

Issues: +
Add to Message y Created Date: 1/17/2024
Attach ts:
achments Revised Date: 1/17/2024
Directory: None
Assigned To: Jonathan Kilgore

Track Change: Manual
Report Duplicates: Yes

Ty }éf Discussion
Congress of the Tnited States
ouse of Representatives
Wlashington, DE 20515 Add Discussion message.
-

MAIL.DATE ON LETTER FOR PRINTING.MERGE

Dear enewsletter.salutation_for merging.merge,
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bontent Begins Here

/" Design <> HTML

Sincerely,

MAIL.AIDE FULLNAME.MERGE
MAIL.AIDE PREFERREDADDRESS TITLE.MERGE

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.

General Fill-Ins / References (0) “ Messages (0) Log (1)

Email Format

Type: m Print Format Mobile Setting off

(/] Edit Email Format

Congress of the United States
THouse of Representatives
Washington, DE 20515

MAIL.DATE_ON_LETTER_FOR_PRINTING.MERGE

Dear enewsletter.salutation_for merging.merge,
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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 i 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.
&

IQ Image

Image Manager

Search Sort Initial Export Date (most recent first) | ¥

v

[ Insert caption with image Alignment None

.z 28
Al :
flag_picture_-_Copy.jpg
Approved
6/14/2023
~~~~~ 24 kb
. e .
9. Click Save when edits are complete
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MAIL.DATE ON_LETTER_FOR_PRINTING.MERGE
Dear gnewsletter.salutation for_merging.merge,
[[$SSLetterText$$$]]
Sincerely,
Representative John Qu(\nud =)

B -

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.

DTdrl TOTTIT LEUET TEMPIAdiE = IWEW TOTTT LEWET TEIMPIdiE CX4ITpie Vo I
General Fill-Ins / References (0) “ Messages (0) Log (5)

Print Format

Type:

Mail.date_on_letter for printing.merge

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.

General Fill-Ins / References (0) Format Messages (0) Log (2)
Form Letter Template Detail
Name: New Form Letter Template Example Draft Parent ID: 101616 & it
a Created By: Jonathan
Type: Form Letter Template Printed View Kilgore
Issues: ﬂ_ Version #1of L
: + Draft Size: 1kb
Inactive
Add to Message Created Date: 1/17/2024
Attachments:
Request fpprovel Revised Date: 1/17/2024
1] Denied Approval Directory: None
Assigned To: Jonathan Kilgore
’ - Track Change: Manual
Ieldos Report Duplicates: Yes
Discussion
MAILDATE ON LETTER FOR PRINTING MERGE
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