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1. When on the case screen you can see on the left hand side there is a sub-heading
entitled ‘document tasks’. Click Generate document underneath this. (Figure 1)
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2. You will see there are a number of standard letters already in here which we can
look into adding more if you send us example letters. Click on the letter you need to
generate and it will bring up a box which you can edit the content as you want.
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3. After you click the letter you need, it will bring up a box which you can edit the
content as you want. After you have entered all the detail in the letter don’t forget
to click the save icon, otherwise none of the information will save and it will just
revert back to the original.
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Dear Sir/Madam,

Insert your content here

Yours sinceraly

Harry Weightman
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4. You will see that you can then preview the letter to check it looks like it should. You
will see that you can preview it in CSV, HTML, PDF for blank paper and PDF for
letterhead paper. If you already have your letterhead saved somewhere or you print
on letterhead paper then chose ‘PDF for letterhead paper’.
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5. Once you have checked it looks as it should you can click ‘Finalise this letter’ in the
top left of the screen. When you finalise the letter you cannot edit again so double
check it is correct before doing so.
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6. Once again it will show you a box with the content you put in and will also have an
option to download the letter and print it once it opens in the new tab.
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Dear Sir/Madam,

Insert your content here

Yours sincerely

Harry Weightman
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7.
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When you download the letter it will appear in a small box at the bottom right hand
corner of the screen. Upon clicking it, it will take you to a new tab with your letter on
it. You can print this using the print button in the top right hand corner of the screen.
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Email: harryw@foundations.uk.com

Our Ref: CA-008171

23 February 2017

Dear Sir/Madam,
Insert your content here

Yours sincerely

Harry Weightman
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8.
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You can then navigate back to the case and look at the bottom of the screen. You

will see a sub-heading entitled ‘letters’; click that and you will be able to see all

letters on this case. If you click into one it will give you the option to download it

again.
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