This letter is an explanation about the Microsoft Word document (SR-100.dot).   The document, SR-150.dot, is a Word template that may take up to a full minute to open (due to the nature of the document), and once opened, you will be asked for the following information via dialog boxes:
· Company Name

· Contact Person

· Job Name

· Purchase Order #

· Shipping Date

· Arrival Date

· Sending address to use
· Preferred Carrier (UPS, FedEx, or USPS)

· Carrier account number to use (a valid FedEx, UPS, or USPS account number)

· The reference number you would like used for each package (it is most common to use your PO #)

· Shipping priority (Next Day AM, Next Day, 2nd Day, or Ground)

· Any additional notes you may want to add

You cannot edit any text in this document except for the information that you have supplied through the prompts.  If you need to change any of your data, put your mouse over the text area that contains your data and right-click.  You will then see a pop-up menu from which you can select Update Field.

Saving Your Data

Once you have filled out all of the requested data, you can mail this document directly while in MS Word: 

· Click on File
· Select Send To
· Then click on Mail Recipient
· Send all Requests for Distribution List Processing to it@SterlingFinishing.com

The file will automatically be saved for emailing and will be automatically sent via email if your email program is currently running.  If your email program is closed, the next time you open it, your document will be sent.
If you cannot email through Word, click on the save icon on the toolbar (the diskette).  Once saved you can manually email this document the same way you would any other attachment.

If you have any questions please contact Jon Lomas at ext 235 or at it@SterlingFinishing.com
Thank you,

Sterling Finishing, Inc.

