
GENERATING LETTER 
TEMPLATES



Letterheads allow you to...

Generate documents

Automatically personalise documents

Send documents to students and IRCs

... directly in the system



Walk the walk: New letterhead

1. 
CREATE

2. 
CUSTOMISE

3. 
EDIT

4.

FORMAT

5. 
GENERATE

ONCE!



Let’s create a Letterhead!





Customise your letterhead

1

2



1. Letterhead Name

Option 1 Option 2

Unnamed
EAMT 

Acceptance 
letter

Bad choice!



2. Header & Footer

You can upload custom images (JPG, GIF, PNG)

Ideal dimensions: 1600 pixels (w) x 400 
pixels (h). Minimum height: 300 pixels. 

You might need to edit the image file before 
uploading!





Edit the content



Edit the content

Insert the relevant text

Locate the case-specific data 
(name, date, study period)

Replace that data with 
content markers



Content markers ABC

Elements using data already in the system

Recogniseable by % % symbols

LIST available in EASY

https://docs.google.com/document/d/1GHB9Mza-stZXD9_cU7xYaDXMjqzzs2WXcdgEOiZG2QU/edit


NB! Use the right content markers 
without typos!

Dear Hanneleen Pihlak,

Your application has been 
accepted for Student 
Mobility at the Estonian 
Academy of Music and 
Theatre for Fall semester 
2018/19 

Dear %applicant-Name,

Your application has been 
accepted for Student 
Mobility at the Estonian 
Academy of Music and 
Theatre for %aplication-
academicTerm%.



Format the letterhead



Formatting options

h1
<p>
p<.
p>.

„Link“ *bold* _Italic_



Preview in PDF





Let’s generate a letter!



Click on Attachments



Generate – edit – Save and generate



The personalised letter is generated



Now just cc home institution IRC...



... and send out!



Hogwarts is reconsidering their 
communication system...


