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Select “Communicate” from the top row.

Choose Create/Send.
Select a category, i.e. General Mailings.
Choose “new email or document template” from the left side of screen.

Provide name.
Select Envelopes from Newsletters, Events, Documents or Envelopes at the top of screen.
Select #10 envelope.

Delete contents of return address box; select “update.”

Click on the right side of the “name” field area.

Select the little yellow paper icon, second from right on second row at top.

Under category, choose “user defined fields-persona.”

Choose “company” in the field line.

Click “insert,” the “company” field will show up next to the name.

Place the curser in front of the “company” box and enter to place it on the next line.  Be sure the “company” box is lined up with the other boxes.  If it is not, delete the space accordingly.

Using the gray “quick formatting” button at the top of the page, select your choice of font and size, and update.
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