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AutoRIF Letters

Letters

To assist you in producing RIF Notices from AutoRIF, document templates have been created for each of the letters that you can generate.  You can modify these letter templates to reflect both your agency and the specific RIF that you are processing.

In AutoRIF, the Letters function is performed outside of the AutoRIF application.

Letters installation is performed manually by you at either the DOS prompt or in Windows’ File Manager.

Letters selection and creation is performed in Microsoft Word Version 2.0 or Version 6.0. 

Document Templates

To help you with the Letter feature the following document templates are provided to print RIF Notices.  These files are located on AutoRIF Installation Disk #2 under the subdirectory arltr20 or arltr60, representing Microsoft Word Version 2.0 or 6.0.

Template File Name�

Description�����cancel.doc�Cancellation of Previous Notice��rifctlg.doc�Change to Lower Grade Notice��rifctlgb.doc�Change to Lower Grade-Better Offer-Notice��rifctlgc.doc�Change to Lower Grade-Change Offer-Notice��rifencl.doc�Enclosures for all Notices��rifreas.doc�RIF Reassignment Notice (Different Comp Level)��rifreasb.doc�RIF Reassignment-Better Offer-Notice��rifreasc.doc�RIF Reassignment-Change Offer-Notice��rifrnr.doc�Non-RIF Reassignment Notice (Same Comp Level)��rifsep.doc�Separation Notice��Microsoft Word Requirements

For Microsoft Word to correctly generate these RIF letters, the following must occur.

Macro Template		In addition to the document templates described above, a Microsoft Word macro rifltr.dot is also provided, one for Word Version 2.0 and another for Version 6.0.  To use this macro, you must have Microsoft Word 2.0 or Microsoft Word 6.0.  If you are using Microsoft Word 6.0, you will have to have the ODBC  (dBase IV) component installed (see your Microsoft Word manuals for more information).  You will copy this macro to your PC as described below under Copy Macro Template.

RIF Database Files		You must also be able to access the AutoRIF action.dbf, action.dbt, and the action.mdx files of the RIF for which you want to print notices.  These files are located in the AutoRIF subdirectory for the RIF (the subdirectory you identified when you created the RIF—see the AutoRIF documentation for creating a New RIF).

Exit AutoRIF		You must exit AutoRIF before generating and printing the RIF letters in Microsoft Word so that these AutoRIF database files will be available to Microsoft Word.

Individual Letters		An individual letter will be created for each record in the AutoRIF database files.

�Installing AutoRIF Letters

The installation of the AutoRIF Letters function occurs outside of the AutoRIF application.  These steps can be accomplished either at the DOS prompt or in Windows’ File Manager.  The examples shown here are for DOS.

1. Create Directory

	arletter	Create a directory named arletter under the root directory of your PC.  Follow these DOS commands or use Windows’ File Manager.

c:	(or d: if on your d: drive)	select c drive

cd \		change to root dir

md arletter	make new directory

cd arletter	change to new dir



2. Copy Letter Templates	Copy the document templates listed above from the AutoRIF Installation Disk #2 to the arletter directory.  These are located in individual subdirectories on disk # 2 named arltr20 and arltr60.  Follow these DOS commands to copy from the a: to the c: drive.

	Word 2.0 	copy a:\arltr20\*.* c:\arletter

	Word 6.0	copy a:\arltr60\*.* c:\arletter

	3. Copy Macro Template	Copy the macro template rifltr.dot described above from the AutoRIF Installation Disk #2 to the default Word template directory.  The default Word template directory may be different on your PC, but is usually \winword\template.  Follow these DOS commands to copy from the a: to the c: drive.

	Word 2.0	copy a:\arltr20\rifltr.dot c:\winword\template

	Word 6.0	copy a:\arltr60\rifltr.dot c:\winword\template

Using AutoRIF Letters

The Letter templates are initially set up to be generic for any agency and RIF action.  To make them specific for your agency and RIF, copy them to another subdirectory and make the necessary changes in the templates.  This preserves the original set of templates for another RIF.

1. Create RIF

Subdirectory		Before using the document templates, you should copy them to a subdirectory under the arletter directory.  A different directory should be created for each RIF for which you will print notices.

	Example	If you have two RIFs on your PC stored in two sub-directories, \autorif\orga and \autorif\orgb, you would create two subdirectories, \arletter\orga and \arletter\orgb.  Follow these DOS commands to create directories or use Windows’ File Manager.

cd \arletter	change to subdir

md orga	make new directory

md orgb	make new directory



2. Copy Document

Templates		Copy the document templates to the subdirectory just created.  Follow these DOS commands or use Windows’ File Manager.

copy \arletter\*.* \arletter\orga

copy \arletter\*.* \arletter\orgb

3. Change Document

Templates		After copying the document templates, you must make changes to them that are particular to your organization and the RIF you are processing. To make changes to the templates, follow these steps.

Run Microsoft Word 2.0 or 6.0.

Open the files you need to edit (rifctlg.doc, rifreas.doc, etc.) from the arletter RIF subdirectory you created.

Change the appropriate areas.  These are usually surrounded by parentheses and are all capital letters.  Do not change the MERGEFIELD fields that are within «...» in the document; these are the areas in which data from your RIF will be printed.

Add your agency’s signature block to each of the documents.

Close all documents when you have finished making all changes.

4. Open Macro Template	Now select File | New from the Word menu.  A list of document templates will be displayed.

Figure � SEQ Figure \* ARABIC \r 55 �55�:  Word Template Dialog Box ltrtempl



�

Select Rifltr  from the list of templates shown.  If Rifltr is not on the list, you did not install the rifltr.dot file into the correct Word template directory (usually winword\template).  You must determine the correct directory and copy rifltr.dot into that directory.  See your Word documentation on templates.  The RIF Notice dialog box will be displayed.

RIF Notice Dialog for Microsoft Word 2.0

The following fields in the dialog box allow you to specify the options to print RIF Notices.

	Letter Type List Box	Select the RIF letter that you want to print.

	Letter Directory

	Edit Box	Enter the directory where the document templates are stored.  This will be the RIF subdirectory under the arletter directory (e.g. \arletter\orga).

	RIF Action

	Database File	Enter the name of the AutoRIF database file for the specific RIF that should be used.  This file will be located in the RIF subdirectory under the autorif directory (e.g., \autorif\orga\action.dbf).  You must enter the directory and the file name.  The file name will always be action.dbf.

	Select File Button	Select the name of the database file to use from a list of available action.dbf files.   A Find File dialog will be displayed with a list of action.dbf files.  Select the file to use and press the Close button.

	Iteration to Print	Enter the RIF Iteration for which you want to print notices. Although you can print notices for any iteration, you will usually print the current iteration.  See the AutoRIF documentation for more information on iterations.

	Output To	Select the location where notices will be output, either to the printer or to a Word document file.

	Printer	Output to printer.

	File	Output to Word document file.

	Print Setup	Change the current printer setup.

	OK Button	Press this button to print notices using the option entered. You will return to this dialog box to enable you to select another letter.

	Done Button	Press this button to quit printing notices.

	Cancel Button	Press this button to cancel printing notices.

	Help	Press this button to display the Help window.

RIF Notice Dialog for Microsoft Word 6.0

The RIF Notice Dialog Box shown below will be displayed after selecting Rifltr from the template dialog box.

Figure � SEQ Figure \* ARABIC �56�:  RIF Notice Dialog Box rifltrs

�

The following fields in the dialog box allow you to specify the options to print RIF Notices.

	Letter Type	Select the RIF letter that you want to print.

	Letter Directory	Select the directory where the document templates are stored.  This will be the RIF subdirectory under the arletter directory (e.g. \arletter\orga).

	RIF Subdirectory	Select the subdirectory for the RIF for which you want to print letters.  The subdirectories of AutoRIF will be displayed.

	Iteration to Print	Enter the RIF Iteration for which you want to print notices.  Although you can print notices for any iteration, you will usually print the current iteration.  For more information on iterations, see Chapter 7.

	Output To	Select the location where notices will be output, either to the printer or to a Word document file.

	Printer	Output to printer.

	File	Output to Microsoft Word document file.

	OK Button	Press this button to print notices using the option entered.  You will return to this dialog box to enable you to select another letter.

	Done Button	Press this button to quit printing notices.

	Cancel Button	Press this button to cancel printing notices.

	Note	The following letters are printed one at a time:  Better Offer, Change in Offer, and Cancel notices.  If you select one of these letters, you will have to enter the SSN of the person for which you want to print a notice.

Print to File		You will almost always want to print the notices to a file.  If you output the notices to a file, the file will be opened in Word and you will be able to view and make changes to the notices before printing them.
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