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Write your letter

If you have not already done
sa, write your letter now.

To add recipient information
to your letter, click a location
in the document, and then
click one of the items below.
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d Electronic postage...
Bl More items...

‘When you have finished

writing your letter, click Next.

Then you can preview and
personalize each recipient's
letter.
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Preview your letters
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previewed here. To preview
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You can also change your
recipient list:
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click "Edit Individual Letters.”
This will open a new
document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

Merge
Dlﬁﬂ Print...

Ry Edit individual letters...
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