
Intelligent Letter Writer 

 

Being able to use the information within InterAcct’s Client/Prospect database 
to quickly create a personalised letter to one (or more) of those names is 
often more efficient than using a separate Word Processor.  
 

InterAcct’s Letter Writer can be used to – 

 selectively send one of your 
standard form letters to a 
Contact Name 

 send to a selected group of 
businesses, and contact 
names within those 
companies 

 Create (covering) letters in 
relation to a job to any job 
related Party including 
Variation to Contract letters 

 Minimal keystrokes required 
 The system will also update 

the Contact History register 
to keep a log of who got 
what letter, on what date 

 No need to address labels as 
letters are formatted to fit 
into window faced 
envelopes
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The Secret is out… 

 

When I receive a new sales enquiry for the InterAcct system, what I 
typically do is... 
 

1.  Input the normal Business Card details into the Database – 

 Updates my "Hot Prospect" list  

 Define the Lead Origin for Post Promotional Analysis purposes  

 Automatically updates Quick Searches on First Name, Surname, 
Business Name, Phone Number, EMail Address, etc. 

2.  Enter the Contact History, and next Follow Up Date - 

 updates my Follow Up Diary  

 updates my Key Performance Analysis - sales activities 

3.  Print one of my standard Letters with only minimal keystrokes – 

 For example, "Please see attached our Cost Estimate..."  

 Letters can also be emailed, if required 

4.   Create an initial Cost Estimate (Quotation) -  

 Print as well as Email the Cost Estimate  

 Updates  my Quotations Register  

 Updates my various Daily Key Performance Analysis  (KPI's) 

The whole process only takes me a matter of minutes.   
 
The personalised covering letter fits neatly into an A4 window faced 
envelope, along with the Cost Estimate. 
  

It is very time efficient to create a professional response 
to an enquiry. 
  



One-Off Letter Set Up 



 


