
Product Description  

Inward Correspondence handles all sort of correspondence coming from outside in forms of 

email, faxes, meetings, documents and verbal communication. 

 This is how you can use this interface. 

For New Record press NEW button 

Select Received Date Range. 

Select Projects. 

Select Sender. 

Enter Subject. 

Select To 

Select From (also you can press the + button to Add New Contact) 

 Select Company 

 Select Location (also you can press the + button to Add New Location) 

o Select Company 

o Enter Location Name 

o Enter Address 

o Check whether address Is a Postal Address 

o Check whether address is a Primary Address 

o Check whether address is a Primary Postal Address 

o Enter Suburb location 

o Enter Post Code 

o Enter State 

o Enter Country 

o When you press SAVE button, a new location will be added to the database. 

 Enter ‘First Name’ 

 Enter ‘Surname’ 

 Enter ‘Position’ 

 Enter ‘Phone #’ 

 Enter ‘Fax #’ 

 Enter ‘Mobile #’ 

 Enter ‘Email’ 

 Check the ‘Is Active’ to make the contact active and visible in searches. 

 Enter Notes. 

 When you press SAVE button, a new contact will be saved to the Database. 

Select Format 



Select Phase 

Select Discipline 

Select Area 

Select Package Number 

When you press SAVE button. The changes will be saved in Database and an Auto generated 

Document no will be assigned to the email and displayed in the Document Number field. 

Similarly for Updating Record First, select a record, repeat above steps and Press Update 

button to update the records in the Database. 

For Deleting Record select a record and press Delete button, after confirmation message the 

record will be removed from Database. 

For Navigation when large no of records Use First/Previous/Next/Last buttons 
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