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Adding a New Claim Letter
Most claim letters have similar Header, Footer, Reference, and Author blocks.  Some of these areas contain special logic specific to each customers.  Because of this it is advisable to copy an existing letter as the foundation for creating a new letter.

1. Review existing letters to determine the best source to copy to the new letter.

2. Go into the letter maintenance screen (Tables\Business Defined\Letter Maintenance).

3. Select the existing source letter, highlight it and click the New Button.  This creates a new item in the letter grid and sets the focus to it.

4. The focus is already on the new letters so Click the Edit button and change the details to reflect your new letter as appropriate.

5. Click Save to save your changes.

6. In the letter grid, double click on the row for your new letter.  This should open the new letter template.
7. Edit the text for your new letter as appropriate.

Adding a Form (merge) Field in Claim Letters

The ELCMS Claim Letter feature uses MSWord Form Fields to merge data from the claim system.  Adding addition merge fields to existing claims is done through the letter maintenance screen (Tables\Business Defined\Letter Maintenance).

1. In the letter grid, double click on the row for the letter you want to modify.  This should open the selected letter template.

2. Place the curser at the point you want the new field to start.

3. Click the Form Fields button in the Toolbar (for Office 2007 and beyond, first select the Add-Ins tab to show the Form Fields button).

4. Select the field to be added from the list in the popup.  Double click on the item from the list, or highlight and click the Insert button.
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