
Starting Point Series



Documents & 
Correspondence



Today’s Topics

• The Document Workspace
• Interacting with Documents
• Creating Folders

• Correspondence Templates
• Creating Mass Emails
• Correspondence Assistant

• Letters, Labels



Document Storage



Interacting with Documents



Adding/Uploading Documents



Adding/Uploading Documents



Drag & Drop Files



Global Folders & Sub-folders

For subfolders, simply list 
the name of the parent 
folder, add a backslash, 

and then the name of the 
subfolder.



CRM Correspondence Editor Paste Function is Different



Step 1

Navigate to the 
Record Workspace.

Step 2

Use the Quick or 
Advanced Search 
to select the group 
of records you 
want to correspond 
with.

Step 3

Select the type of 
correspondence 
you want to use.

Step 4

Go to your System 
Alerts to either 
print out your letter 
or confirm that 
your email sent 
without issue.

Correspondence Process



Sending Email from CRM w/ Exchange



Sending Email from CRM w/ Microsoft 365



Sending Email from CRM



Thank You for 
watching

Questions can be addressed to 

crmtraining@advisorengine.com


