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LETTERHEAD - ATTACH IMAGE IN LETTERHEAD
Dear users,
Greetings of the Day!
We have added the facility of adding image / logo in the letterhead.

You can now generate the letterhead as per your customization along with the image.

Steps to be followed:

Dashboard = Clients = Select Company = Compliance Manger
= Masters = Company Master

Dashboard = Masters = Company Master = Select Company and Click on Open Button
= Masters = Company Master

LETTER HEAD
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On the company master window scroll down and find the Letterhead as shown in the above image.

Click on customize your own letterhead option.

Now create a table using the table option as shown in the image.
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Table Properties
Table Properties || Advanced
Rows Width
1 100% - \
X When you click on table
Columns Height

5 W| option, this dialogue box will
open.

Headers Cell spacing
Nene 1 _ You have to enter the details
B;"der siz8 Cf" padding as shown in the image to get
desired results. /

Alignment
=not set=

Caption

Summary

Cancel

Image:

After clicking on the image icon following box will appear. From the upload option you have to select
the image that you wish to insert and then click on the “Send it to server” button.

Image Properties Image Properties

mage Info || Link || Upload | Advanced Image Info || Link || Upload || Advanced

Send it to the Server URL

Choose File | Mo file chosen hitp:/imcabucket 53 amazonaws.com/Attachments/U

Alternative Text
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Get the Compliance Dene Right Lorem ipsum
dolor sit amet, consecietuer adipiscing elit.
Maecenas feugiat consequat diam. Maecenas
HSpace metus. Vivamus diam purus, cursus a, commoedo
non, facilisis vitae, nulla. Aenean dictum lacinia
tortor. Nunc iaculis, nibh non iaculis aliguam, orci
VSpace felis evismod neque, sed ornare massa mauris sed
welit. Nulla pretium mi et risus. Fusce mi pede,

Send it to the Server

Border

Alignment
<notset> w

Cancel
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Go to the first tab “Image info” now and save the same. If you wish to make changes in the desired
results, you can change thw same using the facilities avaiable in the image info tab.

After completing the customization click on the update the same for saving the customized letterhead.
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