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I/ FSC Manager

Ve rtafo re Single Letters

Single letters are form letters created with Microsoft Word that will allow the user to merge data from FSC
Manager into a pre-set Microsoft Word document. This letter will print for one individual. The pre-set
letters created should be standardized letters that do not require modification each time they are printed.
Single Letters can not be emailed.

This chapter will provide information on setting up and using Single Letters, envelopes and labels.
Single Letters

How to Print a Single Letter

1. Click on the Client Letters (Single Letters) button on the Client screen.
2. Highlight the letter and click Print.

r_f!' Single Letters

[~ File Read Only

All policies-Cancellation per customer request. doc
All paliciez-Cormercial Clairm Survey. dac

All policiez-nitial claim leter doc

Client Envelope - FirstMame First. Doz

Client Ervelope - Full ame. doc

Client Label - First Mame First. Doc

Client Label - Full Mame.Doc

Figure 1: Single Letters Screen
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If prompted, select a policy and click OK.

4. A preview of the data that will merge with the letter will appear. Feel free to modify the data at this
time. The changes made in this screen will only affect the letter. Click OK to send the letter to the
printer.

r

[y Merge Data Yiew - All policies-Cancellation per customer request

Field Name Merge Data{Modifiable)

ClientHef
FolicyR et

PolicyNumber 1111111
C5R |
LastM ame |.6.I:|raham
FirstName  [wiliam
Streetdddr |
Strestdddi2 | 2895 5 Wright Ave
City |ﬁ'«llentnwn
State |.-’-‘-.Z
Zip |86506
Salutation |Bill & Sandy
PalicyT ype |F'er Haome App.

CompanyM ame | Safeco

¢ ak x Cancel

5. The Tranlog Recorder will open. Select Save to record the contents of the letter to the Tranlog or
Cancel to discard the Tranlog. It is recommended that all correspondence with a customer be saved
to the Tranlog.
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r

Tran Log Recorder le

B

Categony Tran Date and Time Minutes  Policy Number Jger D

Marketing | | | |

Tranzactional Memao

Printed - A4l1l policies-Cancellation per customer redquest

February 14, Z002

Milliam Abraham
2895 5 Wright Awe
Allentown, AZ 86508

Paper to file? i
 Yes& No ¥ | 3@

Cancel Save

[ Fallow Up

How to Print an Envelope
FSC Manager prints a standard size 10 envelope from Microsoft Word.

1.

In the Single Letters area, highlight an envelope and click Print.
Note: Client Envelope -FirstName First.doc is for personal lines clients and Client Envelope -

FullName.doc is for commercial clients.
The client name and address will preview. Edit the information if necessary.

Click OK to send the envelope to the printer. The envelope will pull from the manual feed tray.

Page 4
© Vertafore | 26550 W. Mondovi Street | Eleva, WI | 54758



Vertafore

FSC Manager
Single Letters

[y Insurance Agency
123 Main Street

P.O. Box 26

Jirn Falls, Wl 54748

Peyton Smith
123 Walnut St
Eleva, Wl 54738

The envelopes print with a return address on them. The agency may modify the envelope document to
remove the return address if they use pre-printed envelopes. Use the Modify button. Click OK until

Microsoft Word opens. Remove the return address. Close and save the document.

How to Print Labels from the Manager

The Manager uses Avery 5160 size labels.

1.

In the Single Letters area, highlight the label and click Print.

Note: Client Label - FirstName First.doc is for personal lines clients and Client Label -

FullName.doc is for commercial clients.

The client name and address will preview. Edit the information if necessary.

Select the print position for the individual label. The labels page has three labels across and ten
labels down. Count from left to right and top to bottom. Enter the label number in the box.

./' ok, ‘ x Cancel ‘

=1k

Merge Data at Label #1 >
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4. Click OK. The labels need to be placed in the manual feed tray.

How to Create a New Single Letter Template

1. Inthe Single Letters area, click the green plus.

2. Give the letter a Title.

FSC Manager
Single Letters

3. Select the tables containing the information that will be inserted on the document.

a. This is done by selecting Clients (client name, address, phone number, etc) or Clients
and GenApplnfo (client name, address, phone number, and general policy information) in
Tables Available.

b. To add additional tables, select a table name in the Tables Available drop down.
Highlight a table name and click the Add Table to Selected button. Other common tables
used in letters include:

SubAgencylList — agency name and address

CompanylList — carrier name and address
Producers — producer name and address

=
® New Single Letters

Setup Title |W'E|Cl:ume Letter

Tablez Selected Diizplay Links|

Add to Link| Figlds in Table s Add Field

=3 Remove Field | Fields Selected Format |

Clients
Gendpplnfo

() AddTable [== Remove Tabie|

Tables Available
] Clients and General App Infa LJ

AlternateB illing ~
BuzinezsT ppelookup R
ClaimzPayments

Clients *

ComparwPlanz

Contactinfo

E mployers

F armily

Gentpplifo =

Generalbgencies
Generalbgencies_CompanyLizt
LeadlLockup

PhoneMurnbers v

TP A

ComparyLizt CompanyCode(]
CarnparyLizt Companyt arme(]
CompanyList. Strestaddi(]
CormparwLizt. M ailingsddi)
CornparyLizt, City(]

CormparyLizt, State()
ComparwLizt. Zip(]

ComparwyLizt. Phonetumber)
ComparwLizt Fastumber(]
ComparyLizt Agencyl D[]
CarnparyLizt D et ewCormm()
CarnparyLizt DR sl Cormm(]
CormparwLizt, DefE ndorzeCormnl)
CormparyLizt. Motezkema) *
CornparyLizt. Statusg(l]
ComparwLizt. B atingCompanyCode(]
ComparwyLizt. Uploadduthorized()
ComparwLizt Emaildddi(]
ComparyLizt DO T Mumber)
CarnparyLizt EmergencyPhonet umber)
Carnparylizt wehSite(]

©]o

(D 0k | ) Cancel |

4. Select the individual fields from the table that will be used in the letter.
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® New Single Letters

Highlight the table name in Tables Selected.
Highlight a field in Fields in Table.
Click the Add Fields to Selected button.

Setup Title |W'e|come Letter

Tables Selected

Dizplay Linkz

A. Highlight a
Table

Add Table | = Renove Table|
Tables Available
Cliertz and General App Info

=l
AlternateBiling A~
BuzinezzTypeloakup 3
ClairmzPayrments

Clients *

CarnparyLizt

CompanyPlans

Contactnfo

Ermployers

Family

Gendpplfo *

Generalbgencies
Generalbgencies_CompanyList
LeadLookup

Phoneurmbers

| 0 Mgty e

Audd to Link] Fields in T able

) Add Field

— Remove FiE|d| Fields Selected  Format |

FSC Manager
Single Letters

Repeat the process until all fields needed are listed in the Fields Selected on the right.

3

Clients. ClientRef(1001118)

Clientz. SubdgencyRef(1]

Clientz. Fulld ame[Durham, Denise]
Clientz. LaztM ame(D urtham)

Clientz First ame(0 enize]

Clientz MiddleM ame(]

e

C. Click Add Fields to
Selected

Clignts " aarsAtClmentd dd[]
Clierts vearsdtPresadd()
Clientz. Prevéddress1()
Clientz. Prevaddress2)
Clients. PresCity()

Cliertz. PrevStatef)
Clientz. PrevZipl)

Clietitz. Prefix(]

Clietitz. Suffis(]
Cliertz. S alutationl)
Cliertz. Contact()

Cliettz. Status(a)
Clentz. T ag(]

l©|o

@ 1]:8 ‘ e Cancel I

5. Click OKto proceed. The user may be prompted to select a policy if the GenApplnfo table is used in
the Fields Selected. Highlight a policy and click on OK.

6. Atthe Merge Data View, click OK to proceed to the next step of setting up the letter in Word.
7. Set up the letter in Microsoft Word.

a. The words “Press INSERT MERGE FIELD button when merge field desired” is instructing
the user what to do next. Delete these words, so they will not print on the document.

Insert the merge fields. Place the cursor where the merge field will display. Click on the

Insert Merge Field button . Highlight a field on the list and click Insert. Multiple fields

can be inserted. Once this box is closed, the user will have to place spaces and
punctuation between the fields on the document.
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Insert Merge Field

Insert:
() Address Fields

stMarmne
FirstMarme
StreetAddrl
Streetiddrz
ity
Skate
Zip
Salutation
ClientRef
5k
ser_Marme

T —

3

(%) Database Fields

Makch Fields. ..

Insert D[ Cancel

FSC Manager
Single Letters

It is recommended that the user insert the date rather than typing it. Go to Insert->Date
and Time. Select a date format and check mark Update automatically. This means that
the letter will use the current date on the computer each time it is printed.

Type the body of the letter.
Adjust margins as needed.

Spell check the document.
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#5ubd gencyNames
wStreetAddrs
ahatling & ddrs
wCity 1y, «Btate 1n «Zip ln
#PhoneMumbery
«Emailaddes

September 10, 2007

gFirstiames ¢LastNames
StreetAddrls
wBtreetAddras

wCitys, « Statern «Zips

Drear «Salutations,

Welcome and thank you for choosmg My Insurance Agency to service all of vou msurance needs.
Don't forget My Insurance Agency is also a provider of waluahle financial needs from estate
planning to asset management. If vou have any need for these services we love to assist you in this
area as well. Please feel free to call the office or stop by anytime Monday — Friday 3am — Spm,
except holidays. Thanlks agam and we look forward to hearmng from you

f. To view how the merged information will look in the letter, click the View Merged Data
button on the Microsoft Word toolbar. (It is to the right of Insert Word Field and will have
ABC on it.)

g. Close Microsoft Word and save the changes when prompted.

11. To print the letter, highlight the document on the Single Letters list and click Print. Click OK at the
View Merged Data and the letter will be sent to the printer using the client’s information.

In the Single Letters area, highlight the letter and click the Modify button .

2. This will open the screen that allows users to add or remove items from the Fields Selected area. For
more detailed information, review the instructions for creating a new Single Letter Template. Click
OK to proceed.

At the View Merge Data screen, click OK.

When Microsoft Word opens, the user may edit the text, insert or remove merge fields, change
margins, etc. Close Microsoft Word and save the changes when prompted.
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Read Only Option

Users can set a Single Letter to read-only, this will disable the Modify function until the user removes the
check from the Read Only option, see below.

& Single Letters
Filz Help

# SingleLetters (" Form Feportz ¢ Client Proposals ¢ Master Propckals [ File Flead Only

All policies-Binder Letter to additional interests. doc
All policies-Cancellation per customer request. doc
All policiez-Commerzial Claim Survey. doc
i nitial claim lett--===
Client Ervvelope - FirstM a8 @13 31811
Client Ervvelope - Fullka
Client Label - First Mame .
Client Label - Eull Marne. 0 9P Are you sure you wank READ OMLY OFF on file
"all policies-Initial claim letter, doc"?

mnl

Figure 10: Read Only

To set the Read Only option the user must put a check in the File Read Only check box. To remove the
read-only setting, the user must highlight the letter to remove the read-only option from and click the File
Read Only check box, this will pop up the warning above. If the user selects yes the letter will no longer
be read-only and will be able to be modified.

Obtaining Support

If you have any questions about this training, please contact FSC Customer Support. Thank you and
enjoy using FSC Manager!

West Coast Customer Support: 800-433-2550
Midwest Customer Support: 800-401-2895
Email: fscmanagersupport@fscsolutions.com

Last Updated 08/09/2011
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