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Editing a Form Letter

WinSales Version: 3.x, 4.x

Revised: 1/25/00

To modify an existing form letter open Microsoft Word independent of WinSales (when you merge from WinSales, MS Word opens your form letters as Read Only documents).

In MS Word select File + Open and navigate to the location of your form letters.  Choose the document you wish to make changes to and select Open.

In Word you may make changes to the text of the document or add merge fields from your WINSALES.HDR.  For more information about adding fields to the WINSALES.HDR see SUP003.DOC.

Once you have made your changes in MS Word select File + Save and exit MS Word.  Test the merge from within WinSales to be sure everything is merging properly.
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