How to Generate Letters from Salesforce 
1. Click on a case;
2. Click on “Generate Letters”;
3. Click on “drop down” in Search category;
4. Select a letter – by clicking on the square next to the Letter name;
5. Click on – “Next Step”;
6. Click on a selected document name (e.g. SD-1371);
7. Click on Generated Word document  - see bottom of the page;
8. Save document on you desktop, amend required sections;
9. [bookmark: _GoBack]Upload/Drug and drop completed Letter to the File section of the Case.
