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Letter Templates
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Letter Templates

Customers > Letters Suppliers > Letters
 Address Change  Address Change

« Transaction Email « Transaction Email

Letters a X
. ” <y 3
° P avme n-t Re m1in d ers | ew Ed R O s -

\ to Excel to Excel

5 S

urites Letters

Use these letters to correspond about important matters. Selecting records from the list screens will populate these letters with the relevant
information.

e (Chase Letters S —

Notify your suppliers to advise them of
changes to your business.

« Gift Aid Declaration (Chartties) Sereies

Transaction emails (email) trading documents via email instead of
printing them. This allows your
supplier to automatically proc
transactions to their Sage software.

Supplier Letter Template

s

Designed to be posted, advises your
supplier that you intend to start using
Sage Transaction e-Mail to send
Transaction emails (Letter) trading documents via email instead of
printing them. This allows your
supplier to automatically process
transactions to their Sage software.




Letter Templates

Create a new letter Help Centre Article

oar M
Please enter your text here

Letters ] x [

¥ i 2 & &= 8 . 3

New| Edit Delete Preview Print Export Report Data Email Filters Al :

to Excel to Excel '
Favourites Letters
Use these letters to correspond about important matters. Selecting records from the list screens will populate these letters with the relevant
information.
Name Description Last Run Filename -
Notify your customers of changes to
wr business address. Includes the
ress Change recipient’s company name, address
and contact name from the customer
record.
Send this gift ald declaration form to
donors to complete where your
company Is a charity. Once a gift aid
Gift Aid Dedlaration Letter declaration has been completed,
donations can be treated as gift aid
and tax on the donations can be
reclaimed.
Yours seeerely
Advise that a payment is overdue and
r diate payment. This
sices which are v Statomery & Compnter Mart

Itemised Chase Letter 1 (Reminder) - Balances based on customer




Creating a copy of aletter

To change the name of the letter: - To change the filename of the letter: -

* Report> Report Properties > change Report * File >Save As > add filename > Save
Name > 0K

4 Save As X
. 1+ « DemoData » Letters v V] Search Letters
Report Properties X
Organise v New folder =z v 9
“z| Documents & Name - Type °
Microsoft Teamns & 2023 Price Changes.letter Sage
=/ Pictures &> ADDRESS. letter Sage
3 &> Customer Letter Template.LETTER Sage
3 This PC
Eepottiene 2023 Price Changes I ) &> ICHASE.letter age
# 30 Objects ICHASE1_SAGEPAY.lett ge
Report Description | Notify your customers of changes to your business. Includes Do “ - e i
the recipient’s company name, address and contact name . & ICHASEZ letter Sage
from the customer record. <] Documents & ICHASE2_SAGEPAY.letter : 3 Sage
@ Downloads & ICHASE3, letter 09/06/2022 12:03 Sage
J’\ Music & ICHASE3_SAGEPAY.letter 0 0 03 age
| o= Dictures & ICHASETERMS .letter ge
E Videos &> ICHASETERMS2.letter ge
& ICHASETERMSS3. letter ge
Cancel = 05(C) 1Dl IFUACCY CARCNAV atbar @ ... B
. vl [€ >
File name: | 2023 Price Changes.letter v
" e
A Hide Folders Cancel




Editing body text

1. ACCOUNT_REF Header A X
Manually: -
NAME
« Click on text box > hit ENTER key on keyboard > chooress 2
delete existing text > type new text CADOREs 4
o
NAME
Copy/ Paste: - c o)
C_ADDRESS_3
« Select text from letter in Word (CTRL A for all) CHODRESS S
DATE

« Copy text from letter (CTRL C) Deat_CONTACT Nt

We're reaching out to advise you that there will be an increase of 5% on our product range with effect from 1 \
January 2023. This increase is a result of both high demand and limited stock availability.

® C.I.IC k O n teXt bOX > hlt E N TE R key O n keybO a rd > We as a business are committed to offering you the quality you expect and deserve, and have found a way to
o . minimise the price increase while still offering you the same quality of product and service.
delete existing text

Any orders placed before 24 December 2022 will be honoured at 2022 prices, and we encourage you to place any
orders before this date as we will be closing for the festive period from 4pm on 24 December until we reopen at
9am on 3 January 2023.

* Pa Ste n Co pled teXt - mUSt use CT RL v We greatly appreciate your continued support in this time of change. Please contact our team if you have any

questions or concerns regarding this price change.

J

Sose




Adding alogo

Add Image/Logo > draw box to size of logo > OK> browse to logo and select > Open

4 2023 PRICE CHANGES.LETTER - "2023 Price Changes" - Sage Report Designer - O X

File Edit View Toolbox Sections

Report Format Tools

Help

= B A ReR e NN ;
‘ A2  (None) ' T pe—t——r——— - = = = = =
‘ .¢ Pointer| *| Add Text \ Draw Line [ | Draw Box |-&] Add Image / Loge | Add Data Field
=2 [l is00 12001 3001 4001 150 3 : 90+ | 11001 | 11100 | 11201 | 11301 | 1140 Ed
= 1. ACCOUNT_REF Header g
2| z
== —i
3 NAME =
_? = C_ADDRESS_1 =
® C_ADDRESS_2
-;‘-T o C_ADDRESS_3
g C_ADDRESS_4
E C_ADDRESS_S
Telephone
= Email




Amending salutation

To show only the first name of the customer contact on the letter rather than their full name: -
* Double click on existing data field for CONTACT_NAME to open Expression Editor

» Click Clear and copy the following into window then click OK: -
Substring(SALES_LEDGER.CONTACT_NAME,0,IndexOf(SALES_LEDGER.CONTACT_NAME," "))

Expression Editor X

Expression Editor

Modify an expression

Substring( N NAME.0.IndexOf(
)]

~
~

v
v

25 November 2022
Letter now shows only first name in salutation.

Dear| Mike




Adding a web link

Web links can be added to either text box or data field R Do X
Drill down action |
» Select object > Properties Pane > Drill Down property Configure an action to happen when this element is clicked

When this element is clicked | Open a web page v

» Select “Open aweb page” from drop-down > paste r—
required web address into fixed web address field > OK @ otoafed web address

iht‘tps: //www sage .com/en-gb/sage-business-cloud/payroll/ 2utm_medium=

When previewing/emailing from Letters list (not Report Designer) click object to open web page

We greatly appreciate your continued support in this time of change. Please contact our team if you have any
questions or concerns regarding this price change.

l CLICK HERE FOR PRICE CHANGES l
SOSG




Reducing white space

Move objects at the end of the letter further up the page: -
 Draganddrop

» Select objects and use direction arrow keys on keyboard

Before After

We greatly appreciate your continued support in this time of change. Please contact our team if you have any

We greatly appreciate your continued support in this time of change. Please contact our team if you have any
questions or concerns regarding this price change.

questions or concerns regarding this price change.

CLICK HERE FOR PRICE CHANGES CLICK HERE FOR PRICE CHANGES

Yours sincerely

(- )

CompanyName

\. J

Yours sincerely

CompanyName



Favourites

Letters m] X
= = i B X g L
&) B B Gt B Filters All -
New  Edit Delete Preview Print Export Report Data  Email
. to Excel to Excel
Click the star to the left of any Fovourtes Lt
Use these letters to corespond aboutimportant matters. Selecting records from the list screens will populate these letters with the relevant information.
letter.... —_
Name Desaiption Last Run Filename e
Notify your customers of changes to your

business. Indudes the recipient's company

name, address and contact name from the 25/11/202212:11 2023 PRICE CHANGES
customer record.

Notify your customers of changes to your
Address Change business address. Indudes the recpient's
company name, address and contact name from
the customer record.

Letters

iR &S 8 5 55 XL

New Edit Delete Preview Print Export Report Data  Email

to Excel to Excel
ECCTT ] oo
— Add the documents that you use most often to Favourites to access and generate them quickly. Documents are added and removed by clicking the star icon. You can drag and drop

your favourites into any order you want. ....to Show it as a Favourite, for
€aSYy aCCess

Filters|All

DAMEr 25/11/202212:11 2023 PRICE CHANGES




Communication History

Each time a letter is either Printed or Emailed from Sage, you have the option of updating the
communication history in the customer record.

Staticnery & Computer Mart UK
Sage House

Banton Park Read

Nevrcaste Upon Tyne

NE7 7 LZ

Tel : 0191 555 3000
E Mail : nevibusinessadvice@sage.com

ABS Garages Ltd
Uniz 34

Holystone Ind Estate
Hebbum

Tyne & Wear

NE31 1VB

25 Movember 2022

Dear Mike

We're reachin mi
January 2023

We as a busk yto
minimise the

Anvy erders pl o Do you want to update the communication history? ace any
erders before 0 at
Samen 3 Jan

We greatly ag any
questions o {

Yes No

CLICK HERE FOR PRICE CHANGES

Yours sincerely

Tina Stewart
Office Manager
Staticnery & Computer Mart UK

Sose

Click Yes to record the sending of the letterin the
Communications tab in the Customer Record

& Customer Record - ABS Garages Ltd - a X
- - £-9 - = —
250 0N O0/0DBD B
* 0 O LO P(x) m _/ .=.§ ‘_.‘¥ “
Clear New New New Delete Skype Google Add Edit Delete Swap Clear Print Printlist Send to
form invoice order project Maps entry entry enftry Excel
Details
Defaults Account Status Open Outstanding 2533.31 Overdue 2533.31
Credit Control Credit Position Good Credit Limit 4000.00 Promised Payment 750.00
Bank
Show Communications From 01/01/1980 To 31/12/2099

Alerts

Date ¥ |Contact Type |Contact  |Subject | Balance |Outcome | Promised Payment|Follow-up  |Notes

11/2022 Letter, sent Mike Hall 2023 Price Changes 2533.31 Sent
Memo "
26/08/2019 Telephone, made debt chase 2533.31 Payment Promised 750.00 Notes have been m
Activity 12/08/2019 Letter, sent Mike Hall A4 Stat with Tear O... 2533.31 Sent Notes have been m
_— 12/08/2019 Letter, sent Mike Hall Payment Reminder ... 2533.31 Sent Notes have been m




Completed Letter — Before and After

tationery & Computer Mart UK Seaticnery & Computer Mart UK
Sage House Sage House
Benton Park Road Banton Park Road
Newcastie Upon Tyne Nevicaste Upon Tyne
NE7 7 L2 NE7 7 LZ
Te Tel : 0191 955 3000
€ Ma e com E Mail : newbusinessadvice@sage.com
ABS Garages Ltd
Unit 34
Holystone Ind Estate
Hebbum
Tyne & Wear Tyne & Wear
NE31 IVE NE31 1VB
4 November 2 25 November 2022
Dear Mike Hall Dear Mike

We're reaching out to ad
January 2023, This increa:

you that there will be an increase of 5% on cur product range with effect from 1
result of both high demand and kmited stock avalability

We as a business are committed to offering you the quality you expect and desarve, and have found a way to
minimise the price increase while soll offering you the same quality of product and service.

Any orders placed before 24 December 2022 w
orders before this date as vie will be closing
9am on 3 January 2023,

be honoured at 2022 prices, and we encourage you to place any
the festive pericd from 4pm on 24 December untl we reopen at

reatly appreciate your continued support in this time of change. Please contact our team if you have any

ins or concerns regarding this price change.

CLICK HERE FOR PRICE CHANGES

Yours sincerely

Tina St
Office Manager
Stationery & Computer Mart UK

Yours sr




Recap

« Download the layouts only backup from the Help
Centre Article, and restore into your Sage company

Further Support

 New Customer Letter template in Customers > Letters
and Supplier Letter template in Suppliers > Letters

« Save As—to avoid overwriting the original templates

« Copy and paste main body of letter from Word, or enter
manually in Report Designer

* When printing or emailing letters from Sage, select
Yes to the prompt to update the communications tab
in the customer / supplier record for traceability




