This chapter was previously M27-1, Part IV, Chapter 15.  It was redesignated as M21-1, Part VIII, Section II, Chapter 15 in April 2000 due to a reorganization.  The content of this chapter was not changed.
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CHAPTER 15.  THE G60 SCREENS:



MAINTAIN LETTERS



15.01  FBS LIBRARY OF LETTERS AND PARAGRAPHS



	FBS contains a library of letters and pattern paragraphs, including the $1,500 limitation letter and account call letters.  The $1,500 limitation letters are numbered 100-103, and copies of 100 and 103 appear in Appendix C.  Stations may add or delete paragraphs in the library and modify letters.  Letters 100-103 and the paragraphs used in those letters are not to be modified.  Use the G60 menu screen to maintain this library of letters.  Access the G60 selecting MAINTAIN LETTERS from the G40 screen.



15.02  ILLUSTRATION:  G60 SCREEN





G60                                              LETTER PROCESSING                           11/09/94



	    *	VIEW PARAGRAPHS	(ENTER 'X')



	***	VIEW PARAGRAPHS	(ENTER PARAGRAPH NUMBER)



	    *	CREATE NEW PARAGRAPH	(ENTER 'X')



	***	MODIFY EXISTING PARAGRAPH 	(ENTER PARAGRAPH NUMBER)



	***	DELETE PARAGRAPH	(ENTER PARAGRAPH NUMBER



	    *	VIEW LETTERS	(ENTER 'X')



	***	VIEW LETTERS	(ENTER LETTER NUMBER)



	***	MODIFY EXISTING LETTER	(ENTER LETTER NUMBER)



	***	GENERATE SAMPLE LETTER	(ENTER LETTER NUMBER)



	    *	DISPLAY SAMPLE LETTER	(ENTER 'F' OR 'S')



                                                                                                         NEXT SCREEN ***





	a.  The top line contains the screen number, name, and current date.
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	b.  The next ten lines list options and instructions for using each option.



	(1)  VIEW PARAGRAPHS.  The first two options permit you to view paragraphs already in the FBS library.  Choosing the first option produces a G62A screen which identifies paragraphs in the library by number.  Select a paragraph by entering X next to the number and pressing  RETURN.  Press RETURN again to see additional paragraphs in the library.  The first G62A screen is illustrated below:





G62A                                             VIEW PARAGRAPHS                             11/09/94



*	1	*	2	*	3	*	4	*	5	*	6	*	7	*	8	*	9	*	10

*	11	*	12	*	13	*	14	*	15	*	16	*	17	*	18	*	19	*	20

*	21	*	22	*	23	*	24	*	25	*	26	*	27	*	28	*	29	*	30

*	31	*	32	*	33	*	34	*	35	*	36	*	37	*	38	*	39	*	40

*	41	*	42	*	43	*	44	*	45	*	46	*	47	*	48	*	49	*	50

*	51	*	52	*	53	*	54	*	55	*	56	*	57	*	58	*	59	*	60

*	61	*	62	*	63	*	64	*	65	*	66	*	67	*	68	*	69	*	70

*	71	*	72	*	73	*	74	*	75	*	76	*	77	*	78	*	79	*	80

*	81	*	82	*	83	*	84	*	85	*	86	*	87	*	88	*	89*	90

*	91	*	92	*	93	*	94	*	95	*	96	*	97	*	98	*	99	*	127

                         PRESS ENTER TO PROCESS, OR PF16 TO QUIT





	After you make a selection from the G62A screen, a G62B screen will be displayed with the text of the paragraph selected.  You may go directly to the G62B screen by entering the paragraph number in the second VIEW PARAGRAPHS option on the G60 screen.  The G62B screen for paragraph 51 follows.  This paragraph was added to the FBS library by the local station.  Other stations may use 51 for other paragraphs.
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G62B                                  F&FE PARAGRAPH GENERATION                11/09/94



PARAGRAPH NUMBER :   51



01            If you are also required to file an account with the probate court, forms required

02   by the court should be used.  The original should be filed with the Clerk of the Court

03   in which you were appointed.  A certified copy of the accounting should be forwarded

04   to this office.

05

06

07

08

09

10

11

12

13

14

15

MSG                                                                                                NEXT SCREEN ***





	(2)  CREATE NEW PARAGRAPH.  This option permits you to create new paragraphs and add them to the FBS library.  When you select this option, a blank G61 screen appears.  Type the new paragraph on this screen.  Check the spacing because words at the end of a line divide if there is not enough space for all the letters.  Use the

PF 1 key to access a list of master record fields that may be used in paragraphs.  Assign an unused paragraph number from the G62A list.



	(3)  MODIFY EXISTING PARAGRAPH.  Select this option by entering the paragraph number on the G60 screen.  A G63 screen with the selected paragraph will appear.  Type the changes, and press RETURN.  Check the words at the end of lines for correct spacing and division.  If you do not wish to modify the displayed paragraph, press PF 16 to cancel.  Contact Veterans Assistance Service in Central Office before attempting to modify paragraphs 100-103.  



	(4)  DELETE PARAGRAPH.  Before you select this option, modify any letters in the library that use the paragraph.  To delete, enter the paragraph number on the G60 screen, and press RETURN.  A G64 screen with the selected paragraph will appear.  If this is the correct paragraph, press RETURN to delete.  To cancel and not delete the paragraph, press PF 16.
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	(5)  VIEW LETTERS.  The first option is a G65A screen which identifies the letters in the library by number.  Select a paragraph by entering X next to the number and pressing RETURN.  This screen is illustrated below:





G65A                                             VIEW PARAGRAPHS                             11/09/94



ENTER 'X' TO SELECT LETTER

*	1	*	2	*	3	*	4	*	5	*	6	*	7	*	8	*	9	*	10

*	11	*	12	*	13	*	14	*	15	*	16	*	17	*	18	*	19	*	20

*	21	*	22	*	23	*	24	*	25	*	26	*	27	*	28	*	29	*	30

*	31	*	33	*	34	*	35	*	36	*	37	*	38	*	39	*	40	*	42

*	43	*	44	*	45	*	46	*	47	*	48	*	49	*	50	*	51	*	52

*	53	*	54	*	55	*	56	*	57	*	58	*	60	*	61	*	62	*	63

*	90	*	91	*	100	*	101	*	102	*	103	*		*		*		*

*		*		*		*		*		*		*		*		*		*

*		*		*		*		*		*		*		*		*		*

*		*		*		*		*		*		*		*		*		*

                         PRESS ENTER TO PROCESS, OR PF16 TO QUIT





	After you select a paragraph the G65A screen, a G65B screen appears with the paragraph numbers used in the letter previously selected.  You may go access the G65B screen directly by entering the letter number in the second VIEW LETTERS field on the G60 screen.  A G65B screen for letter 31 follows.
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G65B                               F & FE LETTER DEFINITION                              11/09/94



LETTER NUMBER:    31



CONSISTING OF THE FOLLOWING PARAGRAPHS:



1ST	PARAGRAPH NUMBER:	   1

2ND	PARAGRAPH NUMBER:	   8

3RD	PARAGRAPH NUMBER:	   3

4TH	PARAGRAPH NUMBER:	 47

5TH	PARAGRAPH NUMBER:	   5

6TH	PARAGRAPH NUMBER:	   6

7TH	PARAGRAPH NUMBER:	901

8TH	PARAGRAPH NUMBER:	902

9TH	PARAGRAPH NUMBER:

10TH	PARAGRAPH NUMBER:

11TH	PARAGRAPH NUMBER:

12TH	PARAGRAPH NUMBER:

13TH	PARAGRAPH NUMBER:

LAST	PARAGRAPH NUMBER:





MSG

                                                                                                   NEXT SCREEN  ***





	(6)  MODIFY EXISTING LETTER.  Select this option by entering the paragraph number on the G60 screen.  A G67 screen with the selected letter will appear.  You may add or delete paragraphs or change their sequence.  After you press RETURN, the modified letter will replace the original letter in FBS.  If you do not wish to modify the displayed letter, press PF 16 to cancel.  Do not modify letters 100-103 without first contacting Veterans Assistance Service in Central Office.  A G67 screen for letter 31 follows
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G67B                               F & FE LETTER DEFINITION                              11/09/94



LETTER NUMBER:    31



CONSISTING OF THE FOLLOWING PARAGRAPHS:



1ST	PARAGRAPH NUMBER:	   1

2ND	PARAGRAPH NUMBER:	   8

3RD	PARAGRAPH NUMBER:	   3

4TH	PARAGRAPH NUMBER:	 47

5TH	PARAGRAPH NUMBER:	   5

6TH	PARAGRAPH NUMBER:	   9

7TH	PARAGRAPH NUMBER:	901

8TH	PARAGRAPH NUMBER:	902

9TH	PARAGRAPH NUMBER:

10TH	PARAGRAPH NUMBER:

11TH	PARAGRAPH NUMBER:

12TH	PARAGRAPH NUMBER:

13TH	PARAGRAPH NUMBER:

LAST	PARAGRAPH NUMBER:





MSG

                                                                                                   NEXT SCREEN  ***





	(7)  GENERATE SAMPLE LETTER.  Use this option to print any letter in the FBS library.  Type the letter number, and press RETURN.  Return to the G40 screen, and select  PRINT DAILY LETTERS AND PERSONAL OUTPUT (see M27-1, Part IV, Ch.16).



	(8)  DISPLAY SAMPLE LETTER  (ENTER 'F' OR 'S').  Use this option to view a letter.  Enter F to view the first page of the letter (or a letter with only one page).  Enter S to view the second page.  Press RETURN.
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