Important Information Regarding TSSA Additional Forms in storEDGE 

We have provided the most popular forms in a Word file to import into your storEDGE 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 storEDGE account is optional and for your convenience only. 

Once copied into storEDGE, 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 storEDGE

1. Login to your storEDGE account
2. Click on Corporate in the top right-hand corner
3. In the navigation bar on the left-hand side of the page click on the Settings icon
4. Click on the tab for Software Settings
5. Find the Documents section and click on Letters
6. In the top right-hand corner click on the Templates tab
7. Under Description click on Add new letter template
8. Name the new template in the description field
9. [bookmark: _GoBack]Click Upload and select 'Click here to browse'
10. Find the file for the desired form and click Open
11. Complete the field for Type
12. If the template is for an addendum under Triggered By select Move In 
13. If necessary, make formatting changes under the Editor tab but verify changes under the Preview tab
14. When leaving the page make sure to click on the Save button

For information on using storEDGE to print or send documents please reference the link below:
	https://storedge.zendesk.com/hc/en-us/sections/201865746-Documents-Communication.




 

