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Do you happen to notice that when you complete your merge in Transaction Wizard or Correspondence Wizard 
that your template no longer contains the original formatting since you upgraded to Word 2007?  This is due to 
the fact that the new default setting is Calibri; and each new document will be treated as such, regardless of 
your template. 
 
 
 
 
 
 
Edit your Letter Template in 
System Setup.  Select the 
tab titled “Home”.   
 
On the far right, expand the 
Change Styles box.   
 
Select Manage Styles (this 
is the far little box on the 
bottom. 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now, simply select the radio 
button titled “New 
documents based on this 
template”. 
 
OK and Save
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