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Administrative  
 
Correspondence Maintenance (modify) 
 
 
 
The User Profile determines the level of SKIES training and access. Each User Profile 
requires a minimum of training prior to receiving access to SKIES. Training does not 
address or define User roles or responsibilities but does address levels of User access 
within SKIES.   
 
The Correspondence Profile allows access to the Administrative Menu, 
Correspondence option. The Correspondence Role requires Staff and Correspondence 
Profile training prior to receiving access to the Correspondence Role.    
 
The Correspondence Role may create and maintain correspondence templates in the 
User assigned office.  
 
This section describes the Administrative Menu > Correspondence option only. 
 
 
 
Start   SKIES Welcome Screen 
 
Step 1  On the Menu Bar, click > Administrative > Correspondence Maint. 
 

 

Click 

Click 

 
  The Correspondence Maintenance screen displays.  
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Group 

Type 

Title 

 
 
The Correspondence Type displays on the Tool Bar (default).  

 
 

The Correspondence Group displays on the Identification Bar (default).   
 
 
Step 2  Click to select a Type of Correspondence (other than default).  
 
 
Step 3  Click to select a Correspondence Group (other than default).  
 
 

The Type of Correspondence and Group Correspondence determines the 
Title of the Correspondence.  

 
 
Step 4  To view and/or maintain a Correspondence template, click to highlight the  
  Title of the template and double click in the Local Text data field. The  
  Template Text screen displays. 

     
- or -  

 
Click > SELECT button right of the Title data field. The Template Text  
screen displays. 
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Step 5 Modify the template by adding free form data and/or deleting free form 

data. Placeholder(s) may be deleted but can not be added. To delete a 
placeholder, highlight and press the Space Bar or the DELETE button on 
the keyboard.  

 
 
Step 6  Click > RETURN button > Save. 
 
 
Step 7  Click > Door to exit.  
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Administrative 
 
Correspondence Maintenance  (create) 
 
Start   SKIES Welcome Screen 
 
Step 1  On the Menu Bar, click > Administrative > Correspondence Maint. 
 

 

Click 

Click 

 
  The Correspondence Maintenance screen displays.  
 

 

Group

Type 
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The Correspondence Type displays on the Tool Bar (default).  
 

The Correspondence Group displays on the Identification Bar (default).   
 
 

Step 2  Click to select a Type of Correspondence (other than default).  
 
 
Step 3  Click to select a Correspondence Group (other than default).  

 
 
The Type of Correspondence and Group Correspondence determines the 
Title of the Correspondence.   

 
 
Step 4  To create a Correspondence template, click to highlight a line or click on  
  a line and click > Plus (+) icon to add a line. Enter the Title of the  
  template using free form text. 
 

 

SELECT button

Enter the Title of the template 

 
 
Step 4  Click > SELECT button right of the new template title. The Template Text  
  screen displays. 

     
- or -  

 
Double click in the Template Text data field. The Template Text screen  
displays. 
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Type 

GroupTemplate Title 

RETURN button

PLACEHOLDER button 

 
 
Step 5  Click > PLACEHOLDER button. The Placeholder over-lay screen  
  displays.  

 
 
   
 
 
 
 
 
 
 

 
 
 
 
 

RETURN button

Scroll Bar

 
Use the Scroll Bar for a complete list of placeholders. Click > Button(s) in  
the Select column left of the placeholder to select the placeholder (see  
description to the left). Use free form text for the body  of the template.  
Use punctuation, grammar, and spaces as needed.  
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Step 6  Click > RETURN button. Edit the template, when necessary. Click >  
  Save.  
 

 

Template 

   
Step 7  Click > Door to exit.  
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