Product Description

When we first time run Outlook or if we access through Menu Add-Ins->Database Connection
Settings

There comes a screen where you can configure and connect the application with the database
in order to save the emails. This is how you can use this interface

e Enter Server Name

e Enter Database Name

e Enter User ID

e Press submit button. Application will save and connect through the given Database.
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Database Connection Settings
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From the Menu choose New BioAXS Email. This new email screen is in fact Outlook New Email
screen but difference is before sending email you'll be prompted to save the same in your
database.

Select Any Email and then from the menu choose Reply BioAXS Email, Same screen will
appear as above.

This is how you can use this interface

Write Email Address.

Write Subject (if applicable)

Write Email body

Press Send button. You'll be shown Outward Correspondence Screen.
Select Project

Select Company. You can Press the + button to add a company

Enter Company Name

Check whether company is a client, individual also check the Active variable if
you want the company to be appear in searches throughout the system.

Enter ABN

Enter ACN

Enter Phone (Head Office)

Enter Fax (Head Office)

Enter Web Address

Enter Notes

Press Submit button. New company will be added to the database.
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Subrmit I Close

Enter Subject

Select From

Select To

If you press + in From/To same below screen will appear

o Select Company. Or Press + to add a new company. For adding new company
see above.
o Select Location. Or Press + to add a new location.
= Select Company
= Enter Location Name
= Enter Address
= Check whether address is postal, primary or both.
= Enter suburb
= Enter Post Code
= Enter State
= Enter Country
= Press submit button. A new location will be saved into the database.



IPS - Integrated Project Delivery Systems (IPDS)

—Add Location Information
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Address
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Enter ‘First Name’
Enter ‘Surname’
Enter ‘Position’
Enter ‘Phone #
Enter ‘Fax #
Enter ‘Mobile #
Enter ‘Email’
Enter ‘Notes’
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Press submit button. A new contact will be added to the database
Select Document Format

Select Phase

Select Discipline

Select Area

Select Package #

Press submit button. A New outward correspondence will be saved, a Document # will be
generated and show in the Document # field.
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All incoming emails comes to outlook doesn’t automatically saved into our system however they
could be, reason for not saving is not every email may have to be saved. We can set it to auto
save as per client request, but for now you have to select emails you want to save in our
database, so, for this select an email and from the Menu Choose BioAXS Email Detalils.

This is how you can use this interface

Select Project
Select Company. You can Press the + button to add a company

Enter Company Name

Check whether company is a client, individual also check the Active variable if
you want the company to be appear in searches throughout the system.

Enter ABN

Enter ACN

Enter Phone (Head Office)

Enter Fax (Head Office)

Enter Web Address

Enter Notes

o Press Submit button. New company will be added to the database.
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Select From
Select To
If you press + in From/To same below screen will appear

o Select Company. Or Press + to add a new company. For adding new company
see above.
o Select Location. Or Press + to add a new location.
= Select Company
= Enter Location Name
= Enter Address
= Check whether address is postal, primary or both.
= Enter suburb
= Enter Post Code
= Enter State
= Enter Country
= Press submit button. A new location will be saved into the database.
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o Enter ‘Email’
o Enter ‘Notes’
o Press submit button. A new contact will be added to the database.

Select Document Format
Select Phase

Select Discipline

Select Area

Select Package #

Press submit button. A New outward correspondence will be saved, a Document # will be
generated and show in the Document # field.
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