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 Click the ‘Letter 1’ box 
to print Action 1 

 
 Click the ‘Letter 2’ box 

to print Action 2 
 

 The date will be 
automatically generated. 
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 Make sure ‘View 
Document’ is selected 

 
 Click ‘Print Letter’ 
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• Type in your ‘Salutation’ 
 

 Click ‘Ok’ 
 

 This is will bring the letter into 
Word. 

 
 If Word does not appear, look in 

the top left corner and Click on 
the Word Icon. 
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