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Adding A New Letter To List When Setting Up Action Plans
WinSales Version: All
Revision Date: 12/4/02
Support Document: sup199
Problem: When creating a new Action Plan step with a form letter merge field how do I get the new letter (Word document) that should be linked to this step in the drop down list associated with the form letter field.

Solution: To add to the drop down list of a form letter merge field you must log into the WINSALES ADMINISTRATOR and select the ACTIVITY type you are working with and click ELEMENTS, then select the from letter field and click DETAILS and on the DEFINE A FIELD window select the button next to HAS VALID RESPONSE LIST which will open the DEVINE VALID RESPONSES window where the drop down list associated with the form letter field can be modified. Add the letter name to this list (be sure to include the .doc extension when adding the letter name to the list or WINSALES will not be able to merge this document!)
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