Copy and Paste Letters in Bulk
Do you often write the same letters with just a few keywords changed?

Do you use the same keywords for a few different letters?

This document can perform these tasks for you quickly.

1. Create a reference document with unique keywords for the substitution parts .e.g. John , Smith etc. Change words to suit your document.
2. Put the unique keywords in the left column of the table

3. Put the replacement words in the right column of the table

4. Have the reference document location listed below
5. Have a new document name for the letter with the substitute words

6. Press the Copy and Paste Button
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10 First Ave



	[image: image9.wmf]

<city>


	[image: image10.wmf]

MyTown
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QLD
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30-Jun-2011
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Reference Document Location
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Copy-and-Paste-Reference-20.doc


Local directory filename
New Document with Substitute Words
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New-Copy-Paste-Document-20.doc


Local directory filename
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