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July 4, 2004
 MACROBUTTON  DoFieldClick [Recipient Name]
 MACROBUTTON  DoFieldClick [Street Address]
 MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear Template Customer:

The envelope attached to this letterhead is formatted for standard Size 10 (4 1/8” x 9 ½”) envelopes.

Before printing your envelope and letter, be sure to check that the envelope you want to print on is loaded in your printer. To see how to place the envelope in the printer tray, on the Tools menu, point to Letters and Mailings, click Envelopes and Labels, and then click the Envelopes tab. Insert the envelope in the printer as shown in the Feed box. Do not use the Envelopes and Labels dialog box to edit your return address or the recipient’s address. Instead, use the following instructions to edit that text.
The name and return address on the envelope and letterhead are in the header. To add your name and address to the envelope or letterhead, on the View menu click Header and Footer, and then enter your information. 
You can customize this letterhead by replacing the image of the U.S. flag with your own logo or insignia. To replace the image of the U.S. flag, open the header and footer and click the image. On the Insert menu, point to Picture, and then click From File. Go to the location where your logo is stored, select it, and then click Insert.  To replace the image on the envelope, click it and then follow the instructions above. 

When you are done using these instructions, delete this text and replace it with the text of your letter. 
Sincerely,
The Microsoft Office Online Templates Team
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