Letter templates for mailmerge

Setting up your own letter template

Open the letter template

· Find the main contactLINK folder

If you have any problem with this give us a call as we keep a record of this information for each of our clients.

· Right click ‘General Letter.dot’

· Choose Open

Set the Header and/or Footer to appear just on the first page of every letter

· File menu, Page Setup...

· Choose ‘Layout tab’

· Tick ‘Different first page’

· Click on ‘OK’

Insert a logo and/or text

· View menu, Header and Footer

· Type your text and format it accordingly

If you want a picture/logo:

· Insert your picture/logo and resize it as required

Any text following the picture will line up at the bottom of the picture …
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To make it line up alongside the picture …
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· Right-click the picture

· Choose ‘Format Picture...’

· Choose ‘Layout tab’

· Choose ‘Square’

· Click on ‘OK’

TIP: in Word, text does not wrap round a picture in headers or footers in the same way as it normally does. So, if you want the logo on the left and text on the right or centred, use the tab key or centre align or right align to do this.

To make sure that the text of your letter starts BELOW your header

Do NOT adjust the top margin. If you do, long letters of two or more pages will have a large top margin on ALL their pages.

Instead, simply insert enough ‘Returns’ below any text and or logo within the header.

This leaves the margins for the document untouched, so that any 2nd and subsequent pages have a regular small margin.

Swapping between the header and footer

When you are editing the Header or Footer you will see the toolbar below.
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 to quickly switch between the header and footer 

TIP: remember that to edit the Header or Footer use View menu, Header and Footer
Word 2000:
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Word 2003:
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If you want a different Header or Footer to appear on subsequent pages

For example, you might want page numbers to print at the bottom of each page.

To do this we need to temporarily make the document 2 pages long, set the Header and Footer and then put it back to just one page long.

Make the document two pages long

· Go to the end of the document [Ctrl+End]

· Insert menu, Break

· Choose ‘Page Break’

· Click on ‘OK’

· TIP Ctrl+Return is the keyboard shortcut to add a page break

Set the Header and Footer

· View menu, Header and Footer

· Fill in your page 2 header and footer (and of course this will appear on pages 3, 4 etc)

· Click ‘Close’ on the Header and Footer toolbar

Reset the document to one page long

· Press backspace to get rid of the Page Break you inserted earlier

