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Step 1 — Creating the Standard Letter

e Launch Tax Platform and click the correspondence tab
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e Once this is selected you need to click the Standard Letter option on the right hand corner of the
screen

e Click Add new Letter and enter a date, subject and an author and then click onto OK and this will
display a word document screen
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e On the top left hand corner there is a drop down menu where you can insert fields to be completed
with relevant information from the client’s main details or tax calculation
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e Enter the letter as you wish, inserting fields that are relevant so you can access the clients tax figures
from the calculation

e Once the letter is complete close the screen, either on the X or clicking File>exit and you will be
prompted to save the changes of the letter

e This will then display on the standard letters screen as a saved letter
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Step 2 — Mail Merge

e once the standard letter has been completed if you click the first icon on the toolbar, mail merge, this
displays the send standard letter window

@ PTP Tax Platform 5,114
File Applications Window Help

’%ﬂ@,‘:’fﬁa Fy == Bl Luginga.

Cl

Demol - Mr A Black

| pciient | ciient 1ain Detaiis | Cient Tax Returns | Correspongence | client Notes |

ouble click on client to view retum

emola M1 & Black
emoZ W white
emo3 Demonstiation Partnership
smod Mi A West 23/07/2010 Client Letter
estolient test client
For Tawvear [2008/2010 =]  thoeded o [l <] Auve ! [active cients onle =]
% Select clients to be mailed based on event dates I Include D on't Aot Far Clients
7 Select clients to be mailed manually
- Select clients to be mailed based on event
~ Displ Search
Client types 1l Client types - Clientcd | [ Check 1] =1 =2 |
Active/aichive [Active clents orly ¥ ™ Cheok 2 =1 | = | s
Fes Eatrer A - Client Mg | — cpeck af = =77
P &l ~] | Retresh|
e UTR Nul Selsct the Fee Earner [&iFes Eamers |
Select clients to be mailed Frinter
{ Select clients to be mailed 0 Clients selected for maiing [ “Adatisvm1iCanon_ton v
I~ Update event | o with [ Brint

¥ Print Standard Letter I Print Address Labels
[ Frint 2 Request for 200820710 tax information sheet shawing summary of last years information =cacel

Mot logged in CAPS [WUM [TNS [29/07/2010 [ 09:54

e this lists all standard letters already created

e there are two ways of mail merging, one is based on Event Dates, the second is based on selecting
the clients manually

Based on Event Dates

e Highlight the relevant letter, leave the option of “select clients to be mailed based on event dates”
selected, tick check 1 and from the drop down menu select which event you wish to use for the
criteria, then select from the second drop down menu whether you wish the date to be before or after
a specific date, and then enter the date (N.B. if you wish to send a letter to clients that haven’t got a
date against a specific event, then you select the event, select “date is equal to” and then leave the
date box blank as this will then report all clients that don’t have a date against a particular event)
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e then you select print and it will display a screen showing how many clients are going to be mail
merged
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e click yes and the letters will be printed and any fields inserted in the standard letter screen will be
populated with the information for each client

Based on Selecting Clients Manually

e Highlight the relevant letter and then choose the option of “select clients to be mailed manually”

e Click “select clients to be mailed”
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e this then displays a screen showing all clients with a tax return for the tax year you have installed
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e you then have the option to “set flag on all clients for the selected fee earner” or you can select each
client individually by ticking the mail box to the left of the client code

e Once all the clients have been selected when you close the window it will then display how many
clients have been selected for mailing and you then click print. Again all the fields that have been
included will be populated with the entries relevant to each client
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