
To change letterhead: 

Open HDIS and go to Maintenance > General Profile > General 

Make sure Use HDIS Letterhead is check marked and to preview an 

example click the Print Test button. 

 

 



 

To change the actual letterhead, open up File Explorer 

 

Navigate to: C:\HDIS\Graphics\Header.jpg 

Look for Header.jpg 

 

 

 

 

 

 

 

 

 

 



If you have a new letterhead to add, rename that file to Header.jpg and add it to 

the graphics folder. 

 

Once added here, navigate to the Graphics folder in HDIS on the network. 

For example, the network path might be “M:\HDIS\Graphics” 

Copy and paste Header.jpg here. 

For other users to have the updated letterhead they must run their local HDIS 

update, which can be found in: C:\HDIS\upghdis.exe 

 

 

 

 

 

 

 



How to add Field names in Letters: 

In Sewage, open Maintenance > Field Names 

Select the section you will be using to view field names.  

 

 

For Sewage O/M Charges you can open Household Sewage Treatment Systems 

Charge File 



 

 

 

 

 

 

 

 

For the main Sewage Field Names open Field Names > Household Sewage 

Treatment Systems. Everything underneath Field Name can be used in letters. 

Make sure to add * in front and after a field name when entering this in a letter. 



 

 

To edit Sewage O/M Letters go to Maintenance > O/M Household Sewage 

Treatment Systems Letters/Invoices: 

 

Select the letter you want to edit and add in the field names. 

The sections highlighted below are the field names used. 

Example: 



 


