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We have provided the most popular forms in a TXT file to import into your WebSelfStorage account. The forms in their original format, along with all official TSSA forms, can still be found on the TSSA website (txssa.org). Importing the provided forms into your WebSelfStorage account is optional and for your convenience only. 
The TXT file provides the content of the forms in an HTML format. Once copied into WebSelfStorage, some forms may require slight editing to fix formatting.  You may edit these forms for aesthetic purposes, but it is highly recommended you keep them as close to the original as possible.  Changing the content/text of the forms will make them invalid – limit changes only to the aesthetics. 
How to add a TSSA form to WebSelfStorage
1. Login to your WebSelfStorage account
2. Click on Organization > Templates
3. Click on Add
4. In the Description field add a name for the form
5. Find the toolbar of the document and click on < > (located next to the print icon)
6. A blank box will appear
7. Open the provided txt file which includes the source code for the TSSA form
8. Select all the document text (Control or Command A)
9. Copy the selected text (Control or Command C)
10. Paste the code into the source code box within WebSelfStorage (Control or Command V)
11. Click the OK button
12. The form will render below the toolbar
13. Slight formatting changes can be made but we ask that the form remain as close to the original as possible 
14. Click Save at the bottom of the page
You will need to complete these steps for each form you want to add.

Instructions for Generating a Form:
1. Login to your WebSelfStorage account
2. Make sure you are on the Dashboard page
3. Under Common Tasks click on Letters
4. At the top of the page click on Print Custom Letters
5. In the Letter dropdown select the desired template
6. Complete the three remaining dropdown fields
7. Specify who will be receiving the letter
8. At the bottom of the page click Create Letters
 
