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Welcome Letter Creation
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Welcome Letter Creation

To create just one letter:

1. Go to the SharePoint intranet site:  
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12/8/05 3365
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Joe Waggoner

49 GEARY ST STE MEZZ
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12/3/05 3363





2. To find the WelcomeActivated.doc letter look under:

Documents > Billing Procedures > WelcomeActivated.doc
3. Click on the document link to open it in MS Word and enter password as the password to gain full access to the letter.  
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4. Choose File > Save As and save the letter in the My Documents folder on your hard drive.  Close the SharePoint version of the letter and open the letter in the My Documents folder on your hard drive.  The WelcomeActivated.doc letter is meant to be a reusable template.
5. In Platypus, go to the Order-Installed que and double click on the customer to bring up the installation ticket.
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6. The information needed to fill out the WelcomeActivated.doc letter is in the ticket.
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Welcome/Activation Letter

Here is your account information:

a) Account Name: Customer – (Copy & Paste) Have the mouse “I” cursor in front of the name, hold down the left mouse button and drag the cursor across the name to select it, right click to bring up the menu to copy the name, and then paste it into the letter.
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b) Account Number: General Info tab - Customer ID: Type customer number into letter.

c) Date of Install: Notes tab - Find the install date and type into letter.

d) Billing Cycle:  Use the install date.
This is how the WelcomeActivated.doc letter should look with the information entered.

Here is your account information:

Account Name: Sunrise Mechanical Incorporated
Account Number: 3407
Date of Install: 12-27-05

Billing Cycle: 12-27-05

7. Get Phoenix Internet letterhead paper and envelopes in the copy room.

8. Load the letterhead paper face down into Tray 2 of the HP printer and close tray.

9. In MS Word, go to File > Print > All (Default) > OK to print the letter.
10. Sign the letter as personalized way to say “Thanks for Your Business”.
11. Go back to the Platypus ticket and click on “Launch” in the upper right hand corner.
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12. Go to the Addresses tab, make sure “Billing” is the address type selected, and click on Copy.
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13. Go to MS Word and click on Tools > Letters & Mailing > Envelopes & Labels.
14. Right click in the “Delivery Address” field and choose Paste.  Put a hyphen between the 5th and 6th numbers of the zip code, and then click the “Add to Document” button.
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When prompted by the printer, insert an envelope n your printer's manual feeder.





15. Open Tray 1 on the printer, adjust guides as necessary, and put the Phoenix Internet envelope in face up and logo in upper left hand corner.
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16. Go back to MS Word and click on File > Print > Current Page > OK to print address.

17. Put WelcomeActivated.doc letter in envelope, seal it, stamp it, and put it in out basket.
18. Close the WelcomeActivated.doc letter and choose “No” when asked to save it. (Template)

19. In the Platypus ticket under Notes, indicate the letter was sent: “Sent Welcome Letter”
20. Close the Platypus customer form and the customer ticket.

This method works well for creating both single and multiple letters:

1. Go to Start > Run > and type notepad in the Open field and click on OK to open Notepad.

2. Save this Notepad document as Customer Address Place Holder where the WelcomeActivated.doc letter is kept.

3. Open the WelcomeActivated.doc letter in the My Documents folder on your hard drive.
4. Click Edit on the menu, choose Select All, and click on the Copy icon on the toolbar.
a) Holding down Ctrl-a on the keyboard will also select all.

b) Holding down Ctrl-c on the keyboard will also create a copy.

5. Left click on a location at the very bottom of the page so the blinking cursor is in the lower left hand corner of the page.
6. Click Insert on the menu, choose Break (Page Break), and OK.  There are now 2 pages.
7. [image: image13.png]PHOENIXINTERNET



To create a 3rd page, push F4 on the keyboard to repeat the page break function.
8. Left click anywhere in the second page and click on the Paste icon on the toolbar. A 2nd copy of the WelcomeActivated.doc letter is created.  Do the same thing for the 3rd page.
a) Holding down Ctrl-v on the keyboard will also paste a copy.

9. In Platypus, go to the Order-Installed que, double click on the customer to bring up the ticket.
10. Click on “Launch” in the upper right  hand corner of the ticket.
11. On the Customer form, go to the Addresses tab, make sure “Billing” is the address type selected, and click on Copy.

12. Go to the open Notepad document and paste in the address information.

13. Under the address information, type in the install date and account number found in the customer ticket.
14. Chose File > Save or Ctrl-S to periodically save information.
15. Repeat the process for the other two customers.

16. This method can be used repeatedly when multiple Welcome letters need to be created.
17. Letters can be printed one after the other normally. Envelopes will need the address changed for each customer.  Just copy and paste the address for each customer from Notepad into the “Delivery Address” field of MS Word’s Envelopes creation feature.
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