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Letter Manager

Letter Manager is used for printing out multiple letters at a time, for example: You can activate a letter by
clicking onto Job Letter Template within Work Manager.

| Cammmunications Administration
e Click onto the Communications Administration Template Configuration. .,

e Click onto Letter Manager

Letter Manager...

Document Groups...

Daka g
The Letter Manager window will appear
Menu Bar
[lLetter Manager =lOlx|
icl | S /
Close. Clear P
Group: [{Pleass Select} =l /
Prafession Types: | {Please Select] =]
=] Punrepot .
suwevie | Click onto the arrows and
(" MewLeliers | Processed Letters
(B3 Letter Manager Process letters
e dle e Select a Group
Wiew Letter
e Select a Profession Types
s s

The Group drop down list will have a list of Groups to

el | > |
choose from Cloze | Clear \
=

. Group: FF Job Management Letters A

e Click onto the Group arrow . Driving eence etters l

Pl Thsiss: FF Certification Letters

i) Elval §F' Jdob Management Letters
Fire Safety Premizges Documentz and [mages

Hudrant & Scheme Letters

e Double Click onto the Group

[ts)/Letter Manager

c%e éiar Profession Types are the letters that are within that
\ Grou
Group: I FF Job Management Letters \;I p
Profession Types: Fire Safety - Jobs _'I
— {Please Select) -

e Click onto the Profession Types Arrow

e Select a Profession Types

|
Only Jobs with the same template can be printed together
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If there is only one ‘Profession Type’ in the list the system will default to that type otherwise there will be a

list to choose from Both Groups and Profession Types need to be set up by an engineer as they correspond
to parts of the system where the letters functionality has been added.

e Click onto the ‘Run Report’ button

As you can see all ‘Letters’ that are
linked to the Group and Profession
Types, will appear under the ‘New
Letter’ Tab in the ‘Letter Manager’

window below. As shown.

Fur repart

(i Letter Manager

Mew Letters Processed Letters

=10l %]
C&B E?éar
Graup: I FP Job Management Letters d
Profession Types: IFire Safety - Jobs d \
£y | Find Prerize File Mumber... equal to... ;P Run report

Add query line

=

@- Letter Manager

| Process letters

Template

Fire Safely Inspectio FFS/00039

Premise File Mumbg Premise Station Con

e Click onto the Process Letters button Frocess letters |

Framlinghar fire stat| Sophtlogic Lid

Premize Station Ma| Premize Name Premise Address Get data
Fire Safety Inspectiof FFS/00025 Framlinghar fire stat| Testing Y and for Mil 45 Mottidge Road d —_—
[f's lets Create a Leq FFS/00033 Frarnlinghan fire stat| 3 ophtlogic Ltd 57-67 Fore Street Wiew Letter
Di's Testing Letter]  FFS/00033 FFS i i et

5767 Fore Street

When you process a letter you will get a dialog box appear ‘Process 1 Letter’ message pop up on the window.
If you select Yes, the record will go into the ‘Processed Letters’ tab.

e Click onto the Yes button

\‘:)'- Process 1 letter?
-
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A ‘Print Letters’ window will appear with your letter

Print letters il

Template name Printes
Di's lets Create a Letter

Di's Testing Letter]
Job Sheet Inspection Type FUL
Letter Template Test

To Print the letter, firstly you need to select a printer

Printer | Process? I Options | | 0K
= [eliin., o

Client/SOPHT-diane . mc-lwakpa# [Microsoft OFfice Document Image Writer
Samsung Colour LaserJet Main Office
Microsoft ¥PS Docurnent Writer
Microsoft OFfice Document Image Writer
Main Office: HP Metwork Printer
HP Cfficelet Colour Printer

e Click onto the ‘Printer’ arrow button

You may have a selection of Printer(s) to choose from —

depending on your system —

e Click onto the chosen printer

Frinter

As you can see the printer is now displayed in the Printer column ﬁ- Samsuna Colour Lazeret Main Of

To process the letter

Process?

e Click into the Process box — a tick will appear in the box ™

Under the Options column

e Click onto the Options arrow button i R
Wigw

Save

As you can see, you have three options.

View — this lets you preview the letter before printing
Print — this allows you to print the letter

Save — this allows you to save the letter

Print letters

Template name Mo of copies Printer Procesz? |  Opliong | | QK

Di's lets Create a Letter 1 Samsuna Colour Laser)et Main Ofl I LI Pririt d el

Di's Testing Letterl 1 O LI i E——
Job Sheet Ingpection Tepe FLIL 1 I ;I Wiew

Letter Template Test 1 - LI Wiew

e Click onto the ‘Print’ arrow button

e Click onto the OK button
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The letter will appear in code — as shown -

L

O nE e ae |

Name of Premises:
L’z Testing Chib
Agpomitmend 10 Mo HOAO03E

Oecupiers Contaet Details:

Harne: Diane MeGowvern
Address: 57-67 Fore Street
Ipswnch

Suffolk

Post code IP1 1FH

Td: 01473 123456
Visiting D

Blatiom Bemne Sulfolk Hedquarters
Station Code: HQ

Instructor:

Date: 0902 2007
Tune 120

-nm-:r:l||

Pk

T T PN S S

O N

R RO R SR AR Ry

[Mame of Premises:
[FEREIODS LETTER, DATA preméss_name]
Appointment 1D Mo: [FTREICES LETTER DATA premise_file o]

Ocenpives Contact Details:

Hame:
Address:
Fust code
To

Visiting Details:

Stativn Marne. [FEREIQBS LETTER DATAprmmse_sllon_trame]
i OBSLETTERDATA premise _staleon_sods]

Bl s FERE)

ATAma aloced e

Cate  [FEREIOBS LETTER.DATAoh ikie]
Tine [FRREIORS LETTER DATAI0Y_time]

Premuses Bask Level: (FPREJOBS

“@om|t

B, DAT & oremze nigk]

The coding will then start to change to text — as

shown

Another dialog box will appear asking if the ‘letter is Correct’

15 the letter comect?

=]

The Letter will disappear and you will go back to

the ‘Letter Manager’ window.

Click onto the ‘Processed Letter’ tab

Click onto ‘Run Report’

Notice the letter you have just ‘Processed’ has now
moved from the ‘New Letters’ tab window to the

‘Processed Letters’ window.

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

[EJlLetter Manager

Click onto the Yes button

Close | Clear

|FPJob Management Letters

| Fire Safety - Jobs

Group:

El
El

Pratession Types:

| Find Premise File Number equal to =] Punepot
d query line
&
Mew Letters | Processed Letters
| B Letter Manager Fiocess letters
Template Fiemise File Numbd_Premise Station Co|_Fremise Station Na|_Fremise Name FoeD
08022007  |Di's Testing Letter] |FF5/00030 FF5 Framlingham fire: stat test
13022007  |Di's lets Create a Lef pDILT Di's Location Testing Di's Might Club Wiew Letter
13022007  |Di's lets Create a Lef pILT Di's Location Testing Di's Might Club
03032007  |Fire Safiety Inspectio| FF5./00001 FFS Frarnlinghan fire stat| O skam
03032007  |Di's lets Create a LefWw/D /00001 WD Macton Station The: Grinning Rat
09032007  |Di's Testing Letter] WD /00001 WD Nacton Station The Grinning Riat
13082007  |Di's lets Create a Let DI LT/00001 /0006 (DILT Di's Location Testing Di's Sweet Shop
13082007 |Di's lets Create a Let DI LT/0000M /0006 (DILT Di's Location Testing Di's Sweet Shop
17102007 |Job Sheet Inspectiof FFS /00030 FFS Framlingham fire stat|test
17102007 |Job Sheet Inspectiof FFS /00030 FFS Framiingham fire stat|test
18102007 | Test Letterl FFS5/00047 FFS Framlingham fire stat| testing
18102007  |Letter 33 FF5/40 FFS Frarnlinghan fire stat] Test File Number
18102007 |Letter 33 FF5/40 FFS Frarnlinghan fire stat] Test File Number
18102007  |Job Shest Inspection FF5/40 FFS Frarnlinghann fire stat] Test File Number
18102007  |Job Shest Inspection FFS./00050 FFS Framlingham fire: stat| ereruwenser
13112007 |Job Sheet Inspection DI LT/00001/0001 |DILT Di's Location Testing Di's Restaurant
13112007 |Di's lets Create a Let DI LT/00001/0001 (DILT Di's Location Testing Di's Restaurant
KIl
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To setup or Amend Letters go to - Communication Administration - Template Configuration — Fire

Safety — Jobs Letters (page93)

How to Check Your Letter

A record may also appear in the Document and Images sub option of a record card. E.g. if you print a job

sheet template for an inspection and visit, a record will be added to the ‘Documents and Images’ sub option

of the Premises record card, same functionality occurs if you successfully Print a Letter then a record will

appear in the ‘Documents and Images’ sub option in the Personnel Record Card. If you select No, or you

don’t process a letter i.e at the time of doing a Letter, the record will stay in the ‘New Letters’ tab.

e Click onto Fire Safety

e Click onto FP Premises Record Card

The FP Premises Record Card will appear

In the Sub-menu

e Click onto ‘Documents and Images

e Click onto the Show button

e Click onto the letter

e Click onto the Revise button

The Document Register window will open

FP premises records [l
Help &IS FPRC  WAND  Propogate
Mame and address: File no: - DI LT/00001/0001 Find Nest Back
Di's Restaurant Statior:  DILT
57/67 Fare Stieet d SLM: L Insert. Multi-occ... Edit...
Ipswich FSEC: L .
Suffak VD Code: OR Auchive. Print... Search.
Sec use
ﬂ D HOG Hold | Unuse no... | Batch |
Qner: ot specified ments and Iman Hide
Contact P (1473147822 Drop Dowhit Test
Post code: P4 1L Base date. False Alank Add
District; Sulfolk County Frequency: + Fie tracker Nates.
P Lastingg: Fire Safety Audit and Data Gath
Folow up: f DM Lirk...
FU date: 1ee Home Fire Safety Check A
St Fiet AFP_iT 2347 Home Safely Check

Un-5pecified Certification Status

Bocked out to Officer Rief: Di's Dfficer Control, F

Inspection calender
+ Inspections and visits

*\

Document Register
Help
Status: 5

Diocument group:
Document file name:

Original path;

Document extension:

Document application:

Mame:

Motes:

Fird Docurmert... |

I Fire Safety Premises Documents and Images d

|J0b Sheet Inzpection Tepe FUL_125333 1.doc

Information about the letter will appear

SWSOPHT_1450URCE.

PHARDS A zershControlhS DURCEN150924docs\) ob Sheet Inspection

Type FUL_125333_1.doc

.doc

IJoh Sheet Inspection Tupe FUL

e Click onto the OK button

0K

Cancel |

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

™ Ine arch
@- Documents and Images Reyise.
Date Created | Document Group Document Name File Type: i,
13112007 |FF Job Management Letters [Job Sheet Inspection Type FUL  [Word Document & | ———
13112007 |FP Job Management Letters Dis lets Create a Letter "w/ord Document View
Dpen..
-

K1l ]
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Another way to check if the letter is coming up in the ‘Print Letter’ options, go to...

Within the FP Premises Record Card
[ ]

Click onto the Inspections and Visits sub-option

The Inspections and Visits window will appear

=T
Help GIS  FPRC WAND  Propogate
Name and address: File no: DI LT/00001/0006 Find. Mext Back
) Di's Sweet Shop Station:  DILT ) )
In the Job Summary window 57/67 Fore Stiset Else oL L=t At i
Ipswich FSEC: L Archive Frint Search
Sulflk, W0 Code: MRE ~ = —
Sec use
CI k t th J b LI 0K HOC: Hold Unuse no... | Balch
° ICK onto the Jo Owner: Mot specifisd + File tracker =
3 Contact Contact not speciied Fite: Safety Audit and Data Gath
e Click onto the Job Sheet Template button Post code: P4 1L Base date: Free Home Fire Safely Check R 299
Dlslncl.. Suffolk County F[E\JI:JEHD}' Home Safety Check Noss...
FP Officer: Last insp: Inspection calender —
Follow up: - DM Link..
FU date: 5 al 5
In the Sub-menu Site Ref: aFpmasa | |+ Jth management
icenses
Un-Specified Certification Status Baiceunlicence =l
3 . . L. s Booked out to Officer Ael: Mcgavemn D I reaich
e Click onto ‘Inspections and Visits '
|@- Inspections and visits ‘ Rewise. . |
° C“Ck onto the ShOW buttOl"I Started Finished pe| Insp Hr Admin Hrs TraveIHr Coding lelce . “wiatch Bemave.
REI 0 [1] 0 L Megovern D DiS Re Wiew...
e Click and highlight the Job
e Click onto the Revise button
Lell _>l_I
The Inspections and Visits window will appear
Help
I— Print Results Cancel oK I .
File: DI LT/00001/0006 | | In the -]Ob Summary WlndOW
Stated | Finish date: | | |nspection type:
Allocate te: [Mcooverm D =l € 11 Miscellaneous inspection =
12 Mon Inspection Wik
IeE2sm 13 Unspecified Inspesion Type
m 3 € 14 Fullirnspection J
Caihig e jv nits = 15 Re-inspection
Persannel type: Hours 0.00 @l 18FD|‘.DW-UD \nsnecl\on. ) ° Click OntO the Job
 FP specialist staff member  itendess 0.00 € 17 During pertarmance inspection
{+" Dperational staff member Travel: 0.00 el ‘“|” i e
Admin Results... | Delete results | Followiug... |
Inspecton notes —~ e Click onto the Job Sheet Template button
-
Job summary Start new job |
Job no. Created | DueDate isit Allocated to Jlob |FS0 Admin | Tra ] . Updat ioh
07 0 Mcgovern D [ g | Leeteen | Jaob zheet template
Bemave job
Print job sheet
Set puner
L« » Job sheet template
Print Letters box will open
(] C“Ck OntO yOUF Template Letter Template name No of copies Printer |F‘|ocess7 Options | Ok
Di's lets Create a Latten 1=l = | rlview = T
e Click into the Process box Dis Teting Leter 1=l L | view
Joh Sheet Inspection Typ\FLIL 1= |7 view
° C|ICk OK Fire Safety Inspection.Job Shest 1 ;I LI Yiew
[l

The rest of this process is the same as above.
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Communication Administration

This document sets out how to use the SOPHTLOGIC template facility.

possible to set up Microsoft Word Templates to use in conjunction with the SOPHTLOGIC system to enable

the user to automatically produce a Word documents containing data held in the MIS database.

e Go into Global Navigator

e Click onto the Communication Administration

Set Up Fire Safety - Job Letters

e Click onto Template Configuration

e Click onto Fire Safety Job Letters folder

The Template configuration window will appear

[BF Fire Safety - Jobs Letters Add
HName File Ext | Defaull | Defaul Printer

Dis Testing Letterl dot i

Job Sheet Inspection Type FLIL dot |View

Fire Salely Inspection Job Sheet do Ve

Dunplisate
Hemove,
Aimend,

Tage

o sy o

The Template Register window will open

e Click onto the Template Button

Template...

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

armmunications Sdrministrati

Communications Administration

Template Configuration. ..

Letter Manager...

Docurnent Groups, ..

[Data b

[Menu Bar

Any information that have previously been entered will

appear in the main window.

You can use the existing templates or create your own

e Click onto the Add button

Add...

Template Register

Help

In various parts of the system, it is

Status: g

I FP Job Management Letters d

Document group;

Document file name: |

Original path:

Docurment application:

Document extenzsion: I
|
|

M ame:
Deefault printer: I Please select printer _'I
Default process options: % Wiew ¢ Print ¢ Save (" Save and Close
Motes: -
1 =
Template... | Import Template. .. Field Selector... QK Cancel |
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A Template Name box will appear

Template Mame

Fleaze Specify The Mame of The Template:

e Enter the Name of your Template Letter

| Di's Let's Create a Letter]
0k, I

e Click onto the OK button

Cancel |

MS Word will open a blank page
Types out the outline of your letter leaving
blanks were you want the Fields to be

entered.

Once you have typed out your letter

Do not close this window — to minimise it

e Click onto the ;I in the top

right hand corner

To Enter the Fields

Go back to the Template Register window

IO Di's lets Create a Letter - Microsoft Word i =l

File Edit Wew Insert Format Tools Table Window Help AdobePDF  Acrobat Comments Typsaquestiunfurrj -
QEsver. B3OS G0 VE 4 RB I D 53@ @] 1w 4.2
Normal - TmesMNewRoman - 12 - | B 7 U .7 = = @EI = ma 7] I 56 .
lz‘qllI2I3\4!5\6\7!8\9\10!11\12!13!14!15_-

Name of Premises:

Appointment [0 Ho

Occupiers Contact Details:

Mame:
Address
Post code
Tel

Visiting Dretails:

Station HMame:
Station Code

(IR XN IS RN IES S CRVAES [ KR AR IR NE SN B B - S B -SRI S B - RS N

Instructor:
Date:
Tine:
Premises Risk Level:| x
[}
z
= la =@ 4 3
Draw~ ¢ | Autoshapes N\ W U [0 O & o 2 @] (& | & - A-EEFQJE
Page 1 Sec 1 i Ak Ln Cal REC TRE EXT OWR English {U.K A

e Click onto the PharoS button in the Start toolbar at the button of your screen

(%) DIANE, MCGOVERMESoM, .,

The Word screen will disappear to the Start Toolbar at the bottom of your screen

/ /

i 5tart| | @ O] (@ | | 5] mbox - Microsoft Outlock | @) DIANE.MCGOVERN@Sop. . |J|EI_] Di's lets Create a Lett...

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE
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As you can see the link to your Template has been

entered in the ‘Original Path’ box

The Name of the Template you are creating has been

entered into the ‘Document File Name’ and ‘Name’ box

e Click onto the Field Selector button

Eield Selector...

The ‘Template Field Selector’ box will open

Template Field Selector

€ Premises, Inspections and Jobs =]
€ Fire Satety Audit and Data Gathering
€ Free Home Fire Safety Check Request Fom

N

Close

A list of Field Sectors will appear

e The sub-menus will appear

e Double Click onto the Fields that are to be

inserted into your Template Letter

e Repeat until letter is completed

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

Template Register

Help

Open =

d
<7

Status:

Document group: I FP Job Management Letters

Document file name: I Di's lets Create a Letter.dot

Original path: WWSOPHT_18SOURCE.
PHARDS U sershContral\SOURCENF21E\docshDi's lets Create a
Letter.dot

Document extension: .dot

/
4

Diocument application: I

M ame: I Di's lets Create a Letter
Diefault printer: I Pleaze select printer _'I
Default process options:  (+ Wigw {~ Frint ¢ Save (" Save and Close
Motes: N
-
Template. .. Impart Template... I Field Selector. .. | QK Cancel |

e Double Click onto the ﬂ icon

Template Field Selector

vV v VTV VYV VYV VYTV VYYVYYVYYW

B

Premize File Mumber

Fremize Station Code

Fremize Station Mame

Fremise MName

Fremize Address

Premise Postoode

Fremize Site R eference
Premize District

Fremize Home Office Code
Fremize Home Office Code Mame
Prermize Primary use

Premize Secondan, Use
Fremize Rizk

Fremize Motes

Inspection Contact Mame
Inzpection Contact Cormm Prefis
Inspection Contact Mumber
Ingpection Contact Mates

Inspection Contact Address
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The word screen will appear each time a

-]

Name of Premises:

[FEREJORS LETTER DATA premise,name]
Appointment ID No: (FEREJORS. LETTER, DATA. premise. file.nel

sub-menu — Field - has been entered.

Occupiers Contact Details:

Name [EPREIOBS. LETTER DATA, priary. vsr]

As you can see the ‘Template Letter’ is

complete. The Fields and the text have been hodress  [SOREIORS LETTER DATA s
Postcode:  [FPREIOBS LETTER DATAbremise postzode]

entered. Tel [FRREIOBS.LETTER, DATAncb._conlact. el
Visiting Details:

Station Mame: [FPRE
Station Code: [FPR

Instructor:[FPREJOBS LETTER DATA insp_contact_name][FEREJOBS LETTER.
RaTénsg.allncated docation]

Date. [FPREJIOBS_LETTER DATA job_daie]
Time: [EFREICES.LETTER. DAT A job time]

Premises Risk Level: [FPREIOBS_LETTER_DAT A premise_risk]|

Remember to put a space

between Text and Coding.

“om|d

Lt TR I T - RN R T PRI RN SRR P PR S ST

&
m
il
L}

Once you have completed creating your Template Letter

savens 2l

Savein [ docs =] @ -3 @ X [ [ - ook~ e Click onto ‘Save As’ button in the toolbar
‘_\5 —iDi's Let's Create gletter

My Recent W] Fire: 5afety Inspeckan Job Sheet

Loiens .JJDb Sheet Inspectiol Type FUL

T

Deskbop

N e Click onto the Template you named earlier

.7/

My Documents

My Computer l
Eg File name: IDl's lets Create a Letter j Save

My Metwork
Places Save as bype: IDocument Template < a Cancel

Click onto Save button

Make sure the ‘Save As Type’ says ‘Document Template’ otherwise you will not be able to find the letter

Go back to the Template Register window

Help
Status: IDpen d
As you can see your letter has now been entered into
Y Y Document group: I FP Job Management Letters d
the Template RegiStel’ Document file name: IDi's Let's Create a Letter.dot
Original path: WMEOPHT_1AS0URCE.
PHARDOS U sershControh SOURCEN P21 BvdocshDi's Let's Create a
. Letter. dot
e Click onto the OK button e
Document extension: .dot
Document application: |
M ame: | Di'z Let's Create a Letter
. . . Default printer: i -
Notice the Word and Template Register window has =P |Please selct pinter |
Default process options; % Wiew & Print " Save " Save and Cloze
now disappeared and returned to the Training  ges -
Configuration window. l
Import Template... | Field Selector. .. | Ok | Cancel I

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE PAGE: 13



In the Template Configuration Window

Click onto the Fire Safety —
Jobs Letter

Your letter Template is now in the

Fire Safety — Jobs Letters Folder in

the Template Configuration

Tags Button

Help  Format

Brcess

(&) Template Configuration: total lines=4

=10]x]

Records

[ sl

(2 Persannel - Posteg

(2 Vehicle Fuel and M

(21 &bsence Monitoring \ﬂ
2 Fire Safety - Centific.

[ Fire Saf Le
(2 Hydrant TrarMRyctions

(2 Vehicle Aecident Let

(2 ‘Water - Hydrant Rec
(2 ‘Water - Scheme Rec

@- Fire: Safety - Jobs Letters ‘ AT
4l Marne File Ext | Default | Default Printer Dunlieate
~ D'z Testing Letter] dot igw d Zuplcate..
Job Sheet Inspection Type FUL dot Vg .
ine Safety Inzpection Job Sheet dot [ —_
L ) Amend...
Tags...

ile

If you want to Tag a Letter Template to a particular Station, Postcode, Status, you need to add a ‘Tag Value’'.

This ‘Tag Value’ has to be the same coding as what you would use in the FP Premises Record.

Select a Letter Template

Click onto the Tags button

[s) Template Configuration: total lines=4 - |EI|5|
Help  Format  Access  Records
-|da & B
|23 Absence Monitoring I;I @- Fire Safety - Jobs Letters Add
(22 Fire Safety - Certifical Name | File Ext [ Default | Default Printer [ he
. > Duplicats

= el Dii's lets Create a Letter _diot

- ; Di's T esting Letter] dot Remove
(3 Hydrant Transactions Job Sheet Inspection Type FUL —
(2 Personnel - Pasting L Fire Safiety Inspection Job Shest Amend
(L Training Course Lette

[ Wehicle Accidernt Let
(2 Wehicle Fusl and Mile
[ Water - Hydiant Rec
(23 Water - Scheme Rec

When setting a tag to a letter (tag button) the best fields to tag in FS and Training would be, Fire Safety is

probably the inspection types or Premises district, whereas Training possibly Course Code or Rank Type

In the Tag Value column

Enter the Code

Click onto the OK button

This letter will only activate when a Premises within

the ‘Suffolk County’ is created.

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

Di's lets Create a Letter Tags

Help

Letter Tags

Columns TaqVale

Premise File Number

Premise Station Code

Premise Station Name

Premise Name

Premise &ddress

Premise Postcode

Premise Site Reference
Premise District

Premise Supplementary Line Number
Premise SLM/FSEC Name
Premise W0 Description
Premise Secondary Use
Premise Risk

Premise Notes

Inspection Contact Name
Inzpection Contact Comm Prefix
Inspection Contact Number
Inspection Contact Mates
Inspection Contact Address
Inspection Contact City
Inzpection Contact Posteode
Inspection Owner Name
Inspection Owner Comm Prefis
Ingpection Owner Number
Inspection Owner Noles
Inzpection Dwner Address
Inspection Owner City
Inspection Dwner Postcods
Retening &gency Mame

i1

Suftalk County
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Document Groups

The Document Groups allows you to Just a method of grouping documents together.

e Click onto the Communications Administration

e Click onto Document Groups

The Document Groups window will appear

[s})Document groups

=l0lx|

Options  Yiew

NERETTERE

I Find ieference _VI I equal to _'I Il il

Communications Administration

Template Configuration. ..

Letter Manager...

urnent G

[raka 4

Menu Bar

e | ASYOU can see any pervious entries will appear in

Totol entries: 22

I Sort by reference _'I
Feference Hame
FP_LETTERS FF Certification Letters -
PRA_LETTERS Personne| Posting Letters =
HYD_LETTERS Hudrant % Scheme Letters
FP_JOB_LETTERS FP Job Mamaagement Letters
S I CK_MON 1 TOR Absence Momitoring Letters
SCHEME_LETTERS Hater Scheme Letters
HYD_TRAN_LETTERS Hudramt Transaction Letters
FROMULGATE Fromulaations
DRIU_LIC_LETTERS Driving licence letters
FREM_DOCUMENTS Fire Safety Premises Documents and Images

PERSOM_DOCUMENTS Personne| Documents and Images
FLT_UEHICLE_DOCUMEMTS Uehicle Record Card Documents and Images
FLT_DEFECT _DOCUMENTS Defect Recording Documents ond Images
FLT_L ICEMCE_DOCUMENTS Driving Licence Documents and Images
FLT_ACC | DEMT_DOCUMENTS  Accident Record Card Documenis and Images
LEH_MILERGES Uehicle Mileages

FLT_ACC | DEMT_LETTERS Uehicle Accident Letters

IFDS_EU I DEMCE IFDS Evidehce -
HYDRANT _DOCUMENTS Hudrant Documents and Images

HATER_PLANMING_LETTERS ter:

=
PRONIISE STATS | &nrandshaats h
4 »

e Enter a Reference — like a code
e Enter a Description of the Reference

e Status is defaulted to Open

e Enter a date in the Revision box for when you

want to review the Document Group

e Click onto the OK button

Hew the Document Groups window —as shown -

To enter a new Document Group

Click onto the New button

Mew. ..

Reference: |DI'S_DOC_GRP

Mame:

Status:

(& Pocument groups ;Iﬂlﬂ

Options  Wiew

M= EEC T ERE

Find reference - || equal to - v
| =] =l |

Clase:

FLT_VEHICLE_DOCUMENTS  Mehicle Record Card Documents and Images
FLT_OEFECT_DOCUMENTS Defect Recording Documents and Images
FLT_LICEMCE_DOCUMENTS  Driving Licence Documents and Images
FLT_ACCIDEMT_DOCUMENTS  RAecident Record Cord Documents and Images

LEH_MILEAGES Uehicle Mileages

FLT_ACC IDENT_LETTERS Wehicle Accident Letters
IPOS_EUIDENCE IPOS Ewidence

HYDRANT _DOCUMENTS Hudrant Documents and Images

HATER_PLAMMING_LETTERS Mater Planning Letters
PRODUCE_STATS Produce Stotistics Excel Spreadshests
TRAIH QURSE Tra Cot

01°s P 0

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

Total entries: 23 [Sart by referemce =]

Feference Hane o
FF_JOB_LETTERS FF Job fManeoement Letiers A nen
S1CK_MOMITOR Absence Monitoring Letters

SCHEME_LETTERS Uater Schems Leiters Delete...
HYO_TRAN_LETTERS Hudrant Transaction Letters

PROMULGATE Fromulgations

DR VL |C_LETTERS Driving licence letters

PREM_DOCUMEMTS Fire Safety Premises Oocuments and Images

PERSON_DOCUMENTS Personnel Documents and |mages

I Di'z Document Groups

|OPEN

Revisior: I 14142000

oK Cancel

As you an see the entry you have just created is now in

| the Document Groups list.

Sophtlogic usually sets Document
Groups up for you — this may be
privileged access if so please contact

your Administrator
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