Personalize Your Letters & Postcards
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The shop management software includes Followup Letters & Postcards that shop should take advantage of.
This means that the template letters should be adjusted and personalized before sending them out. We
encourage shops to create new letters as well. The sample below shows how to access the setup area to
make changes or create new entries.

. Click on Setup

. Go to Standard Descriptions

. Select Followup tab

. Select Letters or Postcards

. Edit the shop name references

. Edit the shop signature

. Click OK to save changes to the document

. Click on Done to leave Standard Descriptions
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