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Letter 
Letter function allows user to generate letter in certain format or template instead of need to 

re-write the letter every time. 

 

Create New Letter Format 

1. To create new letter format, click Letter on sidebar menu, click letter format then click 

“Add”. 

 
 

2. Insert the title of the letter, and scroll down to design the letter content. User can 

choose the placeholder reference and insert it into the letter content. After done design, 

click “Submit” to save the template. 

  



 

Example of letter content design: 

 
 

Generate Letter  

1. To generate letter, click on “Letter”, “Letter Format” and “Generate letter”. 

 
 

2. Fill up the information and click “Submit”. The letter will be automatically open (need to 

enable the browser pop-out setting).  



 
**Notes: The content here will show and ask to filled is based on the placeholder that 

used to design the letter format. 

 
 

View Generate Letter  

1. To view generated letter, click “Letter” then “Letter Generated”. Click “View PDF” to view 

the letter. To delete the letter, click on the dustbin icon at Action column. To edit letter, 

click on pen icon, and click submit after done edit. 



 

Export Letter Generated 

1. To export record, click on “Choose Export Column”, “Export” and select the preferred file 

format. 

 



 

 


