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Office Manager 3.0

Single-User Freeware Copy

Introduction:

The office management is from the simplest and the most
important operations which could be fundamental in the
success or the failure of any enterprise, thus the speed and
the accuracy in reaching the registered information; like
the phone numbers, the addresses and the balances of the
different companies, the time table and the appointments
and addresses of the international fairs. And due to the
manager large responsibilities and to the huge secretarial
duties in our enterprises today came the Office Manager
Software to make things easier.

Software Options:

1. Phone Book

2. Multi-user Version

3. Time Table Managing System
4. Automatic Mailing Lists

The “User Warranty” enclosed with the Original Copy
contains its relative License Agreement.

The single-user copy of this Software is available for
Freeware distribution for all BazarSoft users. It is equiped
only with the Phone Book option. The other options are
additional valuable options and can be licensed when
needed.

For more informations please call us..

Bazarsoft..
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End-User Warranty

Thank you for purchasing “Office Manager’
software version 3.0.

You made an “ excellent ” investment , therefore, the
software publisher , would like to draw your attention to
the following rights and characteristics:

1- The warranty of the publisher is that this program is
free of any technical or scientific default while
preparing it and also that your copy is free of any
default during fabrication.So if you discover
anything wrong in the program or any default of the
fabrication (on the condition that the default is not
due to wrong using or exposing the copy to chocks
or heat or moisture....) you have the right, within a
month of the date of purchase , providing that you
signed the warranty upon your purchase :

A) Either you tell immediately the publisher, so we
correct the default and prepare an available
copy and deliver it to you.

B) Or you send back the copy and you will get back
your money immediately knowing that the
compensation includes only changing the copy
or giving back the money and does not include
any other injuries such as loosing information or
diminution of gains or any other injuries.

2- The publisher will keep your name and address so
that he will contact you when any improvement will
occur on the program so that your copy can be
upgraded if you wish, and the publisher will fix the
upgrade price according to his cost of production
and development. Also you may agree with the
publisher on an annual contract at a fixed price to
upgrade your copy, which includes every
improvement the publisher will make on the “Office
Manager”.

3- In case of injury of your copy of “Office Manager” to
any reason (except the reasons in paragraph1) the
publisher can restore or compensate the copy
against additional price for maintenance or change.

We advise you to preserve your copy by using it on

a special computer free of any virus and not
exposed to any strange program that might hurt
your information and programs.

4- Regarding the rights of the company: Purchasing
the program does not give you any rights on the
technologic and cultural rights of the program which
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remains the rights of the company and so: 1 JWhg. A7, 3 oy A
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Phone Book

Phone calls:

In spite of their simplicity, phone calls may need a lot of
time and may cause some delay in the office daily tasks,
especially in case of busy lines and large quantities of
phone calls.

The “Office Manager” software gives you the opportunity
to make quick and efficient phone calls; you don’t have to
look for the phone number, nor you need to dial it, you just
have to press the key “dial” while you are in the card of the
person you need to call. The computer will then connect
you with the needed line.

Installing the software:

Installing the program is a very simple operation. Put the
CD in the CD juke box. Wait util you see on the screen a
group of options. Click with the mouse on the option
“Install Office Manager 3.0”, then you’ll see the following
figure:
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Enter the file name, Ex: OMANAGER in the Hard, then
enter your name and your company’s name. Select your
program location on “Desktop” and/or in “Program” menu
ad/or in “Start” menu.

Click with the mouse on “Install”.
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Select Bazar Phone Directory Data file:

The first thing you have to do after installing the software is
to select Bazar Phone Directory Data file. Click the Open
order from the File menu, enter the file name and click ok.

Note: You cannot select Bazar Phone Directory Data file if
you are in the card, you have to escape first from the card
window, and this by clicking on the first bottom from the
right side of the Card toolbar, and then you click on the File
menu.
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Note:

For more information concerning the descriptions of the
buttons, there are some hints that appear whenever the
mouse is over the buttons. The hints appear also in the left
corner of the Task bar at the bottom of the screen.

After entering the software, you will see the following
screen:
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The screen consists of the following items:

= Menu bar at the top of the screen
=  Main Program Toolbar

=  Card Toolbar

= A field for the card number

= A field for the person’s name and his company’s
name, and a field for his account balance

= A field for the quick search on the left side of the
screen

. The card

=  Task Bar at the bottom of the screen

The following are details descriptions of these items.

The Menu bar:

The menu bar contains five menus as follows:

File menu:
Open: It is used to open a new file.
Close: It is used to close a file.

Escape: It is used to end all operations with the Office
Manager.

Cards menu:

Cards: It is used to enter the cards.

Table: See in the Tables Part P 13

Setup: See in the Phone Book System Setup Part P15.

Import/Export:

You may need to import or to export any data files to Excel
Format Files. The Phone Book Software allows you to do so,
provided that the data is sorted as in the figure hereunder.
After you click on the “Import Data” or “Export Data” order,
you get the hereunder figure, you click on the “Import Data”
or “Export Data” and so you can enter the Excel File name
from (or to) which you want to Import or Export data.
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Export Data
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The Software allows you to impart £ export
Diata Files to Excel Format Files, sorted as
follaws ;

0a 07 & 0% 04 03 R m

‘ Export Data ool i |
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Rebuild:

The Software builds some Index files Which are assistant
files for the addresses cards. These files help to quickly
search for a specific name or company’s name.

While working, the software may need to rebuild and do
some maintenance to these files, and usually, the software
asks us to do this task by clicking on this order.

Tasks menu:
This option is not licensed in the Single-User Freeware
Copy.

Correspondence menu:
This option is not licensed in the Single-User Freeware

Copy.

About: This will display information about the Software

Main Program Toolbar:

It contains, as shown in the figure below, several command
buttons, knowing that these same commands could be
reached from the Menu Bar.

ﬁ-|-‘|%||

Card Toolbar:

It contains, as shown in the figure below, several
command buttons.

mﬁplﬂm

Import Data X

[ ST iy e o hoslae ol

ol Sl pleall sancl ol il Balll gy
Gl shead] 5680 51 b o JuoST iy clidy
epha LS 00

The Saftware allawes pau ta impart / expart
Data Files to Excel Format Files, sorted as
follaws :

08 07 06 05 04 03 e m

Import Data el cda |

R VLRI

Slalo Lagen gLl Sllad Sie e Dilako s Uil geoli ol posis
ERES PN JOPTOE N | E WTY PR P U TN R WARWE g S
3o 45y g

£1y>1g Olaledl s il 3ale] I geoli ! gl 08 od! U5
1o e il dogoall o pLAN! geoli Wl Lo udlay Baleg (gt dleaal!

£

B9

s Jbe¥ Jaus Ay

I
o

LS edl Jgloild &y i1 Weudl S has yo e Al o0

2ol ol A5y
LSl Jgloild Ay 1 Weudl S s yo e Al o0

oUWl Sloglhao d>gd o ) 0¥ 100 pusiins : Joo

(el b ol ;’.’:‘5:9' o

O lake JGI1 AT 3 s 5 Lo grailindl (e A gnnn yoniaitg
RUI Ve S APy Jagﬁg&;g&d‘ lgusti pleadl poili geailandl oo

1Al el Q‘sayl oy o

:gwlﬂ'gpr@W|w&MM5

a|e|s) x| o8]

And it can do several commands (starting from the right to
the left side):

Escape: It is used to end all operations withthe cards
window (Esc)

Issue a new record: It is used to create a new card (F7)
Modify data: It is used to do some Corrections in the data
already entered into the card (F6). This same key is also
used to save the data entered (F10).

Ll I ool 30 o dine) BT plgadl (5585 (o9

SBUadl g (0 DN poiSiung DbV

Bugus Bl Hlaol pustiug 18 Bl o]

JaY 850 dde AL zUaod! 100 posti ilgtai> of Bllad! fsoss
Dgldl pos 40 ade BN Jl> (g dllad! (e DMl o
Y lgrogy Blad! Laioy (ST (OMpuaid! s Laiony




Delete displayed card: It is used to delete the displayed
card.

Phone dialing: It is used to dial the phone number of the
person whose card is actually displayed (F4).

Cards Listing: It is used to view the table of Cards (F5).
Print Current Page.

Move to the last record (End)
Move to the next record.

Search a specific record.

Move to the previous record.
Move to the first record (Home)

After the field of the card number, the field of the person’s
name and his company’s name, and the field of his account
balance, comes the field of the quick search on the left side
of the screen.

The quick search field:
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This field is used to quickly search for a card, and this by
entering the name of the person or his company’s name in
the quick search field for the name or the company, or by
entering only the first name or the first or two or three first
letters of the persons name or his company’s name.

Then a list of all the names or the company’s names starting
with the name or the letters you entered, will appear on the
left side of the screen.

Click on the one you are searching for, and the concerned
card will appear in the card field.

You also have the possibility to use the “exclusively from
the beginning” property; Point to it and click, and the
search will start by checking the beginning of the names
entered in the name and the company fields in the cards.

But if you cancelled this property by double clicking, the
search will be then done not exclusively from the beginning
of the names, that is a word can be a name a middle-name
or a prename, it will, in all cases, appear in the list of the
names respective to the quick search data.
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The card field:

Wl >
. - . " 4 o 4500
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Position il ol City/Country ol sl
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Name page: 1 A

It contains the initial data concerned with the person
whose card is displayed, as his name, his company’s name,
his work, title, country and city. It also contains his phone,
fax and mobile numbers.

In order to enter data to a new card, you have first to open
a new card by clicking on the second button from the right
side of the Card Toolbar, which is “Issue a new record”,
the respective card number will appear in the card number
field and the card color will change which shows that you
are in the entering or modifying status. Open the first page
“name page” by clicking on it and start entering data.
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to enter the different titles. Click on the button “Modify
Data” on the left upside of the screen which is the same as
in the Card toolbar, click on the first line and enter “Mr.”
For example, then click on the second line and enter
another title and so on. Knowing that the title list can fit
100 titles.

There is also at the top of the page the possibility to
quickly search for a number (or a name) of a specific title
by entering its name (or number) in the field of the quick
search for a specific number (or name), then you click
Enter and the title will be in the title field in the card.

You can also enter or modify a title from the arrows up or
down directly on the card, or by entering the title number
directly in the title field on the card, without need to enter
the title list.
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All that goes for the title goes too for the domains: Business,
Activity, Products, Area and Classification, which are on the
first second and third pages of the card.

As for the “City/Country” field, you click on it and you’ll
see the following screen:
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you enter the different countries in the country list as you
did in the title list, but while you are in each country you
enter its code number and its different cities with their
respective code numbers, then you click on the country and
the city of the person whose card is displayed, and the
country and the city and their code numbers will appear on
the card.

You can click on the button ﬂ for display or hide Details..

Information page: It contains additional information about
the person whose card is displayed, thus his activity, the
products he is concerned with, the area through which he
works, his classification and some other extra fields for extra
phone numbers, E-mail and Web Page.

Address page: It contains information about the office and
home address, it also contains in the bottom, for added
security, the possibility to deny the card for 2" and for 3™
categories, knowing that the card will be denied completely
with its four pages, if it was denied. You can also deny a
group of cards for some employees, and another group of
cards for some other employees. For example: The sales
department employees have relation only with the customers
who purchased some products, and so they have access only
to their cards, whereas the service department employees
have relation only with the service customers, and so they
have access only to their cards.
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Phaone B 1 il
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Remarks page: It contains a field to add any other remarks
to the card. It also contains the possibility to show the
financial account and the balance account of the person
whose card is displayed, and this of course in case you were
working with the BazarSoft software. You can also see the
last debit operation and the last credit operation.

Visit Card page: It consists the possibility of scanning as
Graphic Files of BMP,ICD,EMF,WMF,JPG formats, the
visit card, and then loading it into this page, considering that
the proportions should be 5/9 and a physical dimensions of
5*%9cm would be ideal.

Mame podl | Info Slepies | Address oleiedl  Remarks Slaie | vt Card

Specific Card Remarks Al sl Dilldaly

Financial £/C | | () el A
I— Ey Y
Last Credit Op. &6l ddee &0 Last Debit Op.  dgse dakes A7
Task bar:

It contains information about the data index and about the
mouse location on the screen.

Name pedl | Info Sloslee  Address slosedl | Remarks olade | Visit Card

Office | oluie
Address I bl
City/Courtry sl Sl PO Box I R
. |
ZipCode I Q;‘jl
Hame I &l e
Address I
Jimadl
Home I I ol
Phone e
sl il pe dSUs )l cee [T Deried for 2nd Category
AL eyl oo E3Usl wes [ Denied for 3rd Category

ST DlasYo ] BLoY i youiidy 13U Mol doxiuo
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b2 89 ghosd o5 13] bl LU3g Bl Lo o9
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ST il Sl oo 40| piaiig 105" S judl Ao
S o I ol Aoy (@] any o)™ g 3l
sl A 3955 of e BMP,ICD,EMF,WMF,JPG &bike
e 850 DLl 5955 O Jiaiy /0 (Sglud 23Lad

Name sl | Info Sloghee | Address glaial | Remarks lliady Visit Card |

E:Mlml

File Path Mame ; I

il Scanmier Sueleal Aol oy Lol sy [Visit Card]) by pasll Sy o oS
s ot 655 5 e BMP, 100 EMF, WMF, JPG e b sl
a0 Ol a8 51 g 4/ 0 g skt 5 el

Wigit Cards scaned ag Graphics Files of BMP, IC0O, EMF, WHF, JPG formats,
can be loaded into this page. taking in conzideration that Image Propartion
should be 5/ 9 and a physical dimensions of 5 & 3 cm would be ideal
[RZYP0
(st 8,11 aBgn ey Dloghrall ywygd (o Dloght cponiaiiy
AL
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Tables

You may need to do a table or a report of all your agents in
a specific country or city, with their phone numbers and
faxes, you may also need their balance accounts, or any
other information stated in the card. You can prepare and
print any kind of these reports by clicking on the item
“Table” from the Cards Menu in the Menu Bar. This order
is used to make a list of all the Person’s names already
registered in the Cards.

After clicking on “Table” :

Jj'd.?:."

of oy (B cliMos s lowly )5 of sl I iz 0B
Buco )l U 0B gl (nailus Vg nadiled pL3,T amo (dicpro Ao
] BBl D 5950 2Lo] Dlagheo A4 gf L paililu
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e8! b o Al Aoy (3 g ol I S
s Low¥1 qoom Jgior sLSY pudiicns mo¥1 10 o] O L
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you’ll see at the top of the screen the “Table Toolbar”,
which consists of the following (from the left to the right
side):

Setup: to set up the report

Font: to modify the report font (F3)

You can change the font, style, size, effects, color and
script of the report. Then click “OK”.

ady " Jguodly olsl Dilga¥l by b AL s 6 (555
(ool (F el (p0) BIWIT plgad!
2RI o g2

(F3) 01 Aol poeiued| L5l fyouesd 2 dasill

Ul ! ol (Cdgdl! g, B Aol s s i

"OK" yof (e 1 of (oglllg
Font: Font style:
IM |FIeguIar
m
Arial Alkernative Ialic
B Avial Alternative S_l,lmI:u:_I Eold
T Arial Black Bold Italic
% Arial Marmow
Batang
B Book Antiqua LI
r— Effect — Sample
™ Strikeout
[ Urderline et il
LColar:
I- Black - I Script:
IWesteln ;I
Load: to load the report (F4) (F4) g a1 oo Bale 1 uoes

Card: to display the card (F7)
Print: to print the report (F8)
Preview: to preview the report before printing

Close: to close the report
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Two pages will appear on the screen as follows :

e Report page: It contains a report with all the names
entered into the cards.

e Options page: With this page you can create special
reports, according to the country, city, title, business,
activity, products, area, the classification of the client,
etc... or according to a special name or company
name. The report can be listed in an alphabetical order
according to the name or to the company name, or it
can be listed according to the account or to the
account balance. The report can state all the account
balances or it can state only the debit accounts.
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s Al s low¥l uocw bole 100,35 ladg 1 A0l dmio @
DBl b

RolB| SUey Bowiall 008 MW oo 1O dmio o
ol Jlomo s il Aol MYl > ol 15
> ol FI g P L o Aol cAelad! (L
Gooel Lo 2800 052 28 B 350 vl 51 oo ol
DLl i 150 0392 08 91 A1 ol g1 ol o
Booyl @ Il (e W ol deoy e o
Agued! 8o VI sy W 9T DL

(& =)

Preview  Cloze &
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gl s Lot [
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sl e i 2l [

; Spec. Country  Soeme il ga 8 Ll e Lol g0 [V
sl 05 bl - Lecs Ab L SLS 5l e [~
digpall § 2Bl b [~ il i1 S slgli] ¥

Tile il Specific Mame g pet]

Busi I Jlsme " m q
HEness el J Specific Company Badey i85 40

Ackivity | bl

Products | <l Specific Account
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Clasz | il i’ I sbeld) T Display Tag Sign

Ll lisall /s Lsits [ Only Tagged Recs

Setup the report: You can setup printing the reports by
three pages:

o Settings page: Through this page you can set the
margins and the row height, you can also choose
whether you want to print horizontal or vertical
borders, page numbers, the date and the time, and
whether you want a landscape printing. Then you
click on “save”.

e Header Page: Through this page, you can set the
reports header, and their justification on top of the
page, to the center or to the left. Then you click on
“save”.

o[ Logo Page: Through this page, you can insert the
Company Logo (provided that it is 3cm height in
BMP Format), on top of each report, you can also
justificate the Logo on top of the page, in the center
or to the left. Then click on “Save”.
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Phone Book System Setup Sl s ool p Ol g

After entering the program and after selecting the Bazar Hele (N o Dloghao alo o g geali Il Jog>o

Phone Directory Data file, You have to setup the software ey LA (DBl I DBLT S!S sadl Lds oV
before starting to enter the data to the cards, and this through ) ’ N T T
two pages: towRie S po B g - ol !

o[ ] Basics page: Through this page you can select whether Bl waos bl @M g tObwled Amio
you want to dial numbers through the modem, the T ) ) )
outside calls dial numbers, if there are any, the local area bl o8y wus (alggdl pB,1 Ll magodl plasin!
calls dial numbers and the international calls dial
numbers. You can also select the location and area codes
according to the country and the city. You can also > s10Il j90,9 Adgo Wi <oy LS L adgu
select the key headers “ Title, Business, Activity, -,
Products, Area and Classification”, and select the items Olowd s lal gdaidy ol Cwg Ao
of each key according to your company. At last, you can Aibiad! (BUo¥! (LU (ol Jlomo (il " esland!
also select the Quick Search possibility within the name . B )
field or the Company’s name field. Then you click on Ol e sy zlae 5 agy wosdiy amadly

Save” or F10. oyl ! A1) agiros Lyl iy ol il oS8y
ol e A o A i el ol @l i o
.F10 1 "t2>"

VLY 89 By il VLY o wiorg of (o7
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Fhone Book System Setup

Basics Skl | Data Security Glesleal fel |

5 gl 51 llod s el il
™ Dial Numbers through Madem

For Outside Calls Dial Mumber :
230 calls iz s L] Ll

For Local &rea Calls Dial Mumber :
IU 5l ) e il LSS

For International Calls Dial Mumnber ©
| ] PO I ETIRN A SR Y B

K.ey Headers Btiliadl Sl
| Titls | il
I Business I chodl Jlzms
| Aetivity | Ll
| Praducts I el
|.&rea | ol
| Class I ERCSEL]

Location and Area Codes eladll aeya &5 sell
A g e

TP |

City/Country

Quick Search gl el

<F10> Save Lis |

<Ezc>Quit -,ume.-'Ell

Data Security page: Through this page you can select
three Passwords whereas this Software Users are divided
into three Security Degrees, while only the “first degree”
User is allowed to Edit Current “Data Security”
information. There are two additional pages:

e[| Data Input page: Through this page you can select to

restrict the Data File to this Software Copy. You can
also select whether the Data Export is allowed to the 2"
and the 3" categories, whether the records adding is
allowed for the 2™ and the 3" categories, and whether
the records modification is allowed for the 2™ and the
3" categories.

Phone Book Syzstem Setup
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¥ da ) Sl BiLa L mlewll [T Becords Adding is Allawed for 2nd Degres
¥yl BBl H s mleddl [T Becords Adding is Allowed for 3rd Degres
¥ eyl Sl3 Ul Lok =Ll [T Records Modification Allowed for 2nd Degree
¥ e yall SlSUsoll Lot mlawdl [T Records Modification Allowed for 3id Degree

W Wi gl @US cpog 1 Ologhradl ol dxio o
O (I gl ot iy Eu> g Dol
b JgY1 oyl pustiund grow v Ikl Ol ya
oo Slang 108 Dloghaad! (yol mud runig dxlllacy
towdlol

Ly, wosd o @S g 1OULIT JBo] Axieo e
(5] Lowd a9 iy Lo (Tguos Aseudd! oigy Dloglaod!
151 Lodg ToV Ayl Zgomo Sloghtall poai Ol
O 131 Lowdg T3 ¥ oyl &g SBLad! Lol Lol
XYY A Al g SBUR s

Phorie Book System Setup bl bl ol py Ol g

Basics olwlai  Data Security &leshell ool |

Software Users are Passwords ol Sl ety et
divided into 3 "Security . il ya ¥ ol el il
Degrees”, while the 13t Degree Ve QM S G
“First Degree" User is u | iyl sl
O i o e gD Yiey %8 Fodlin, o
Curent "Data Secuiity” | 314 Degree I § danya ol ped ity
infarmation .. : 138 &g shaell

Diata Input SLLl gl Accounts Slaleall |

Accounts Data Directary I g Aalangll i

¥ e yold Sl iy T iadllne Lol [~ Accounts Balance Access Allowed to 2nd Degree

1 e yal) Sllsall i:'u;‘l il 2= L] I Accounts Balance Access Allowed to 3rd Degree
¥ ol Shluedl ol pb8 dadlogm Zhewdl [ Accounts Statements Access Allowed to 2nd Degree
1 pall Sllssdl Sl S il mlesd [T Accounts Statements Aocess Allowed to 3rd Degree

Accessing Only Branches % Ll i e Lnitd 23l

of Financial 4/C : +apdladl Sl

<Esc Quit el |

<Ese Duit i |

e[| Accounts page: Through this page you can select the

Accounts Data Directory, and select whether the
Accounts Balance Access are allowed to the 2" and
the 3™ categories, and whether the Accounts
Statements Access are allowed to the 2™ and 3™
categories, and select whether the Accessing was only
to Branches of Financial A/C. Then click on “Save” or
F10.
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	Phone calls:
	In spite of their simplicity, phone  calls may need a lot of time and may cause some delay in the office daily tasks, especially in case of busy lines and large quantities of phone calls.
	Installing the software:
	The cards
	Note:
	After entering the software, you will see the following screen:
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