
Important Information Regarding TSSA Additional Forms

All forms have been created in RTF (rich text) format which is similar to Word. Tags/merge fields have been added where it is appropriate to pull information from the SiteLink system. 
File Installation Instructions:
1. Save document files to Desktop
2. Login to SiteLink Web Edition
3. Click on Setup then Form Setup Icon
4. Under ‘Letter’ click on Add, then ‘Add RTF Form’
5. A blank page will appear, click on File at the top of the page
6. Select Import and locate the file on your desktop
7. Select file name and click Open
8. Once the form appears on the screen, click on the Save icon at the top of the page
9. A box will pop up for the form to be named
10. Click OK
11. Repeat process for each form
Instructions for Generating a Form:
1. Select Company from the left-hand menu, then under the Re-Print section click on the Forms icon
2. On the left highlight the desired form, next check/ highlight the desired Tenant
3. Click on ‘Filled Documents’, the document will pop up and any tags included on the form will fill with appropriate information
4. The form can then be updated or information added by typing in the document. This will edit the form only for this tenant.
5. When editing is complete use the buttons at the top to print or email the form as an attachment
[bookmark: _GoBack]*eSign Options:
If a specific tenant signature tag is used on the selected document, then a pink ‘eSign Options’ button will appear. To use this option you must have eSign enabled within SiteLink. Unfortunately, the eSign option does not allow for the form to be updated/ changed before sending. If you need to type into the document to customize, you will not be able to collect an eSignature.

