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From the Fax Coversheets table, you can add, change or delete coversheets. You also have the
ability to sort the information by the Sender, Recipient of the fax, or the person to whose Attention
you made the fax. From this screen you can also print out a coversheet (it will let you preview it first
though). The Close button is used to close the Fax Coversheets Table window. The Help button is

used to popup screen specific help information.
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This screen allows you to scroll through all the Fax Coversheets that you have sent. You can perform various functions by click on one of the following buttons
that you will find on the screen.
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Click this button to add a new Fax Coversheet to the database.

Click this button to modify or change the highlighted Fax Coversheset.

Click this button to delete the highlighted Fax Coversheet. Once it has been deleted it CAN MOT be recovered or undeleted.

Across the bottom between the Inset/Change/Delete buttons there is a Print Coversheet button.  Clicking this button will print out a coversheet
for the currently highlighted Fax Coversheet. Make sure you have your company letterhead in the printer before you click this button otherwise
it will print out on blank paper instead.

Click this button to close the Browse window, this does NOT exit the program though.
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Click this button to wiew specific help on the window you are on.

Help

At the top of the window you will notice that there are "Sort By" tabs. If you click thern, they will sort the Fax Coversheets by Sender, Recipient and Attention Line
respectively.

Sort By Sender |Sort By Recipient I Sort By Attention Line I LI

When you click on the HELP button, it will popup a help screen specific to the window you are on.
This will explain what the various buttons and tabs do on that particular window.
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When you press either the Insert or Change button the Update screen will appear. This screen has a
field for the date of the fax, who the recipient will be (this will popup a list of companies for you to
select from), who the fax is from (this will popup a list of senders for you to select from), and you
have a field for the number of pages you will be faxing in total.
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When you click on the Message tab at the top of the window, the Message field will appear. This is
where you will enter the message you want to appear on your coversheet.

Click the OK button to save your coversheet, or click CANCEL to abort the entry. Click HELP for
screen specific help information.
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Fax Coversheet Page 1

Date Of Fax: April 26, 2001

Recipient: Al GWA, Calculator Users
Attention: YWielfare Administrator
Fax Number: { -000-0001

From: Al borrison

Fax Mumber: (519)-679-6918

Message

This is the body of the message that will appear on the covershest.

Thanks,
Alan
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When you click on the Print Coversheet button it will popup a preview screen which will show you
what your Fax Coversheet will look like. If you are satisfied with the look of the coversheet, you can
click the Printer button at the top-left edge of the window to print out the Fax Coversheet (make sure
you put your company letterhead in first if you are using letterheads).
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M.C.5.5. - Income Maintenance Branch - HD (416)-325-5266 Heather Douglas
M.C.5.5. - Info. Syztems Branch (416)-730-6654 Mr. Sandy Peszione
M.C.5.5. - Infarmation Systems (416)-325-5266 Eudine Francoiz
M.C.5.5. - Kenora [307)-458-2493 Rory Mehillan
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t.C.5.5. - Operational Palicy Uit (416)-325-5266 John Stapleton, Manager
M.C.5.5. - Policy Analyziz & Implementation [RH] [416)-326-977F7 Richard Haddad, Techhol
M.C.5.5. - Sioux Lookout [B07)-737-2363 Edith Frazer, Super.|ncome
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From the Companies table, you can add, change or delete information about the companies that you
send faxes to. The Close button is used to close the Companies Table window. The Help button is
used to popup screen specific help information.

Company Information Update Screen
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When you press either the Insert or Change button the Update screen will appear. This screen has a
field for the name of the company, the company’s fax number, and to whom’s attention the fax should
be.



Senders Table Screen
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From the Senders table, you can add, change or delete information about the people in your
company that send faxes. This will tell the recipient of the fax who sent it and what your fax number
is. The Close button is used to close the Senders Table window. The Help button is used to popup
screen specific help information.

Senders Information Update Screen
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When you press either the Insert or Change button the Update screen will appear. This screen has a
field for the name of the person sending the fax and your fax number.
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When you click on the Reports menu and select List Of Companies, it will generate this preview
screen. This will show you what the report will look like when it prints out. It lists the company name,
fax number and attention information. You have the ability to display multiple pages on screen, zoom
in and out, etc.

List Of Senders Report Preview Screen
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When you click on the Reports menu and select List Of Senders, it will generate this preview screen.
This will show you what the report will look like when it prints out. It lists the name of the sender and
your fax number. You have the ability to display multiple pages on screen, zoom in and out, etc.

For more information contact:

A.D. Morrison & Associates Ltd.
25 Baseline Road West, Suite 11
London, Ontario

N6J 1V1

Phone: 519-679-2403

Fax: 519-679-6918

E-Mail: al@admorrison.com
Website: http://www.admorrison.com




