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Adding Text to the Correspondence Log using the Attachment Function 
 

PD²'s Correspondence Log function is an excellent place to record or store 
correspondence about discussions/negotiations.  Please note however, that the log is 
limited to 256 characters (2 ½ lines) of narrative, so be brief. The log should be used to 
record the subject of the correspondence, sender, date received. etc.  Actual 
correspondence should be attached via the "Attachment Module" and stored in a 
properly labeled electronic folder (Section 2.6.1: AF CONOPS) 
 
For additional explanation on how to attach correspondence to the Correspondence Log 
using the Attachment module, see below. 
 
1. What is a PD² Attachment?  The PD² Attachment is the icon which you create, by 

selecting: 
• Utilities>Document Import; or,  
• Procurement>Attachment>New.   
The only difference between these two menu options, is that when you select 
Procurement>Attachment>New, you must highlight a PD² document first.  The first 
menu option (Utilities>Document Import) allows you to create a standalone 
Attachment.  When you select Utilities>Document Import, the Template and 
Template Type fields are inactive.  
 
So, if you are not going to attach the Attachment to a document in PD², select 
Utilities>Document Import.  When the Import Attachment window opens, enter all 
relevant information and click [OK].   
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If you are going to attach the Attachment to a document in PD², click on the document 
to highlight, and from the menu bar, select Procurement>Attachment>New.  When the 
Create Attachment window opens, select a template and template type in the Template 
and Template Type fields. 

 

Adding Text to the Correspondence Log 2  
 

AMS Proprietary – Not for Disclosure Outside the Government 



Once you enter all relevant information in the Create Attachment or Import 
Attachment window, click [OK].  MICROSOFT Word will open on your desktop.  
• Type in the text of the correspondence you attempted to enter in the Comments field 

of the Correspondence Log Detail Screen.   If the correspondence or text of the 
item, which you are attempting to insert in the Comments field, is saved on a 
network directory, select Insert>File from the menu bar in MICROSOFT Word, and 
search for the file.  Once you locate the file, highlight it and click [OK] and the file 
will be saved as your attachment.  Once you save and close the file, created in 
MICROSOFT Word, the Attachment icon will appear on your desktop.  

 

• To access the text of the Attachment, double-click on the desktop icon.  The text of 
the attachment will open in MICROSOFT Word. 
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2. Inserting the Attachment in the Correspondence Log. 
• In the Correspondence Log Detail Screen window, click [Add]. 

 
•  In the Select Form window, search for your user ID, in the Document Category 

field. 
 
When you select your user ID, an icon representing your desktop will display in the 
Select Form window. 
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• The [>] button, in the Select Form window, displays next to folders and cabinets, 

which contain folders and documents. Click on the [>] arrow button and search 
through the cabinets and folders, listed below your desktop, for the Attachment you 
created in Step 1. Highlight it and click the [OK] button. 

 
• When you click [OK], the Attachment that you selected will display in the Submitted 

Items panel of the Correspondence Log Detail Screen window.  To add more 
Attachments or items to the Submitted Items panel, click the [Add] button and repeat 
steps outlined in step 2 (above).  If you do not have the Attachment created, repeat 
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instructions in step 1 (above).  Note: You cannot access the text of the Attachment 
from the Submitted Items panel.  To open the text of the Attachment, you must exit 
the Correspondence Log, and double-click on the Attachment icon on your 
desktop. 
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