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Tip & Trick - The Letter Writing Assistant

Brought to you by CriticalEdge Group

Did you know that Dynamics GP comes with a tool for writing form letters, along with a collection of
Word-based templates? The Letter Writing Assistant (LWA) can help you write letters to your
vendors, customers or employees.

There are numerous ways to access the LWA, but we’ll demonstrate one of the simplest ways. Let’s
say you want to send out requests for W-9s to a subset of your vendors.

Go to the vendor card. Under ‘Write Letters’, there are 2 choices — you can maintain a letter, i.e. edit
a template, or prepare letters. Let's prepare a letter.
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As you can see, there are a number of options for
selecting recipients of the letter. The most useful is
generally the SmartList Selection.
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Prepare a Yendor Letter
Use thiz window to determine which vendors will receive a letter
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vendor folder, such as one you might have created to
identify vendors with a missing tax ID.
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You can select from a set of vendor related
Dynamics GP supplied templates, or by selecting
‘Letter Maintenance’ from the vendor card
window to create your own.

Letter Templates
Use thiz window to zelect the template pou would like to use.
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Yendors to Receive a Letter
The following list of vendors is based on the criteria that you selected on the previous

pages.
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Completing the Letter

Writing Assistant
_ _ You can supply credentials that will be remembered
Pleaze enter the name and title pou want ta print at the bottorm of
each letter. on your Computer.
Mame | GF User
Title Accounts Payable

Phone | (203) 555-5555 Ext. 0000
Fax (203) 66E-6666 Ext. 0000
E-Mail | juser@gp.com|

To create the letters, choose Finish.
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The result is a Word document mail merge with a letter to each of your selected vendors!

Form Letters1 [Compatibilite Mode] - Microsoft Word

:rences kailings Rewigwn i e Acrobat

er Crocument Map : ) -l one Page .—_El ‘j i !
VL (3 Two Pages T

dlines Thumbnails 13 Swnch
Foom  100% Mews  Arrange  Split
ssage Bar =] Page Width || window &l Reset

ShowHide Zoom Windon

Fabrikam, Inc.
4277 West Oak Parkowray
Chiragn, IL 60801-4277

(3121 436-2671 Ext. 0000

411252017

Bergeron Conmmmications Sol
Francine M. Gergero:

876 12 Londondive.

Montreal PQ HEY 8G5

Dear Francine M. Gergeron,

Enclosed please find a W-9 form foryon to fill out and retom tous. We will need this
domument comgpleted and signed before we can process your nvoice.

Letus knowr if you have any questions.

Simcerely,

GF User

Aecounts Payable

(203) 555-5555 Ext.0000
(203) é66-6666 Ext. 0000
Jser@gp com

Enclose

For more Tips and Tricks, please check out our ‘Resources’ page on our website:
www.CriticalEdgeGroup.com




