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Getting Started

Login and Security
You will be sent an email from your OfficeTechNow Administrator which will contain a link to the
URL and to set up your OfficeTechNow profile.

Upon receiving the email, please click link as per below.

The OfficeTechNow login window requires your email address and password to access the
OfficeTechNow system. Once you have clicked the link, you will be prompted to set up your
password.

2 Reply E2Reply All (3 Forward GiSiIM
Tue 15/06/2021 %:34 AM

Technosoft Solutions (Aust) Pty Ltd <ikendall@technosoftsolutions.com.au>
‘Welcome to OfficeTechNow

To M Karen Ellis
ﬂ If there are problems with how this message is displayed, click here to view it in a web browser.

Action [tems v

= Officetechnow

Welcome to OfficeTechNow!

Hi Karen Ellis,
Please click the following button to create your password

Go to OfficeTechNow

Piease do not reply to this email as this mailbox is unmonitored.

Your password must match the following criteria:

Minimum 10 characters in length
1 number
1 special character

1 lowercase character :“ i
= Officetechnow

1 uppercase character

Welcome to OfficeTechNow, please set up your
password.

Your password must be at least 10 characters including a number, a
symbol, a lowercase, and an uppercase letter.

Email *

kellis@technosoftsolutions.com.au
Password *

Password =
Confirm Password *

Confirm password =

Activate Account

Page |1
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Saving your password

1. After you have logged into OfficeTech for the first time your browser will ask you if you want
to Save your password.

O

Save password?

IUsername kellis@technosoftsolutions.com.au ~

Password YT IIILy - ®

[ Save ] Never

2. If you elect to Save your password, the next time you log in, the OfficeTechNow login
window will prepopulate your Username and Password and you can simply click Next to be
taken to the next window where you will be prompted to enter your One Time Password
(OTP) that is generated by the Google Authenticator App that you will have downloaded
previously.

Google Authenticator

Once you have activated your account you will then be prompted to set up your 2-factor
Authentication. You will be required to download and install the Google Authenticator app for
Android or iPhone.

Open the Google Authenticator app and click on the plus icon, then select Scan QR Code.
1M:16 9 ol T % 116 4 all T
< Search

= Search for accounts

Google

Q Authenticator

T D o)

4.8 4+ No.8
% ek kK silit
What's New Version History
' Scan a QR code E|
- Added iPad multitasking features and
the ability to drag and drop OTP codes
- Minor bug fixes
Enter a setup key
Preview
vm [0 X
N
-~
B 4 € <& Q F
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Scan the QR Code on your screen and complete the set up by entering the code that is listed in the
Google Authenticator app.

= officetechnow

Set up 2-factor Authentication

Step 1: Download and install the Google Authenticator app for and
Step 2: To set up your 2-factor Authentication, scan the QR code beside

Step 3: Complete the setup by entering the code listed in your Google Authenticator app to
below Code textbox then click Enable 2-factor Authentication

Code 597104 Enable 2-factor Authentication

Now that you have set up the 2-factor Authentication, you will need to enter your OTP code again to
log in.

= officetechnow

oTP

Lost your phone? Request reset Authentication

You will then be taken to the OfficeTechNow Home Page.

OfficeTechNow Service Hook
When you first log into OfficeTechNow you will receive the below message.

OfficeTechNow ServiceHook is not working x

A ServiceHook is required for communication between OfficeTechMow and your PC. To install the
ServiceHook, please download and run the setup file. In the case where it has already been
installed then please click here to enable it.

Page |3
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Please follow the steps below:

1. Inthe message, Click download

2. The following image will appear in the bottom left of your screen.

Once it has loaded right
click and select Open or double click on the file to open it

Open
. . Always open files of this type
@ servicehook_office....exe
P
A7.2/57.7 MB, 1 zec left Show in folder
Cancel

=] servicehook_office..exe A

3. Once you have selected to open the file you will receive the messages below.
Click OK and you will be returned to the OfficeTechNow Home Page.

-

> officetechnow.servicehook Setup

officetechnow.servicehook is running.
o Click OK to close it.

OfficeTechNow Outlook Add In

Now that you have installed the Service Hook, you will need to download and install the Outlook Add
In.

1. Click on the arrow that appears on your Home Ribbon.

Home lools  Administration  Audit Trai

0B K -

[ ciients only | Quick Finc

I&
A

4. The following image will appear in the bottom left of your screen. Once it has loaded right
click and select Open or double click on the file to open it

@ setup (1).exe ~

Page | 4
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5. Once you have selected to open the file you will receive the messages below.

Click Install and your Outlook Add In will be installed.

Microsoft Office Custom

zation Installer

Publisher has been verified = Installing Office customization * >
Are you sure you want to install this customization? i Please wait as this could take several minutes. £

Name: OfficeTechNowQOutlookAddin Name: OfficeTechNowOutlookAddin

://offi .28.web.core.wi 1 iceTech l
From: Iitps/jofticesechnowdevcion 22 wen core windowsnet/ OffcclechNowOutios https://officetechnowdevelop.z8.web.core. windows.net/OfficeTechNowQutlookA
kAddln.vsto From:
ddinvsto
Publisher:  Technosoft Solutions (Aust) Pty Ltd

While Office customizations from the Intemnet can be useful, they can potentially harm your
computer. if you do not trust the source, do not install this software. More Information...

Install Don't Install

Downloading customization files... (1.88 of 3.58 MB)
——

Cancel

6. Click Close once the Outlook Add In has finished installing and you will be returned to the
OfficeTechNow Home Page.

Microsoft Office Custom e

Zaton Installer

The Microsoft Office customization was successfully installed.

?

From: https://officetechnowdevelop.z8.web.core.windows.net/OfficeTechNowCQutlookA
" ddin.vsto

Name: OfficeTechNowOutlookAddin

Close

Change Password

Users can change their password using the Change Password function which is found in your User
Profile located to the right-hand side of the OfficeTechNow Interface.

Home

P )
aO0EO" D EEs=E [

O cien

e qt

(Y

2 Officetechnow
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Click Profile this will load your User Profile window. Select Change Password and the Change
Password window will open allowing you to change your password. You will need to enter your
Current Password followed by your New Password in order to change your password.

User Profile Picture Email *

kellis@technosoftsolutions.com.au

First Name Last Name
E] Karen Ellis
Mobile Salutation
No image 0455022193

Phone Extension

Signature

i
Mo image
Sign Off
Password Lastchanged 18/05/202110:15 AM Change password

Click Change Password and the Change Password window will open allowing you to change your
password. You will need to enter your Current Password followed by your New Password in order to
change your password.

Change Password x

Your password must be at least & characters including a number, a lowercase, and an uppercase letter

Current Password *

Password =
New Password *
MNew Password =

Confirm Password *

Flease re-enter your password =

Cancel Change Password

Page | 6
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Forgot Password
On the login screen select Forgot Password.

= officetechnow

kellis@technosoftsolutions.com.au

CEEELEE TS "&

| Forgot Password? |

You will be prompted to enter your email address to receive a Reset Password link followed by
confirmation that the link has been sent.

=5 officetechnow @ Officetechnow

An email has been sent to
Enter your email to get the reset password link kellis@technosoftsolutions.com.au.
Use the link in that email to reset your password.

| kellis@technosoftsolutions.com.ay |

) Return to sign in
Send password reset email

You will then receive an email with a Reset Pasword prompt

= officetechnow

OfficetechNow - Reset password

Hi Karen Ellis,

We have received a request to reset your password. If it was requested by you,

click the button below.

Reset Password

Please do not reply to this email as this mailbox is unmonitored.

Page |7
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Click Reset Password and a window will appear asking you to enter a new password which once
completed will advise of the successful completion of the Password Reset.

=p officetechnow

Reset Password

Your password must be at least 8 characters including a number, 3 } ff'
lowercase, and an uppercase letter. ‘ O Icete C h n OW
Email *
kellis@technosoftsolutions.com.au
Password *
e = I |

Confirm Password * -
Please re-enter your password - | Lost your phone? Request reset Authentication |

= officetechnow
=p officetechnow

Reset Password Successfully.

kellis@technosoftsolutions.com.au

Return to sign in

Forgot Password?

Page | 8
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New or Lost Phone, Reset 2FA — User Request
If you have a new phone, lost your phone or require a reset of your 2FA, you can request an
Authentication reset as follows:

1. Log in using your previously created login details, Click Next

2. Click Lost your Phone? Request reset Authentication

3. You will receive a prompt that the request will be sent to system administrator for approval
4, Click Continue

5. You will then be given an option to return to the OfficeTechNow sign in page

— — .
<@ officetechnow <@ officetechnow
A request has been sent to system administrator. You A request will be sent to system administrator. Do you
will get an email when it is completed. want to continue?

Return to sign in Cancel

Once your system administrator has approved the request you will receive an email with a link as
follows.

2 officetechnow

Office TechMow - 2-factor Authentication Reset

Hi Karen Ellis,

Your 2-factor Authentication has been reset. Please log into OfficeTechNow
and set up again.

Go to OfficeTechNow

Piease do not reply to this email as this malbax is unmonitared

Click Go to OfficeTechNow which will open your default browser and display your login details
Click Next

= officetechnow

kel 5:_51?C'1'10§0ﬂ50|ﬁ oNs.com.au
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Note - You will be required to download and install the Google Authenticator app if you are setting
up a new Phone before proceeding further.)

On the Google Authenticator App click on the + icon at the bottom of the screen and follow the
instructions to scan the QR Code and then complete the set up by entering the code that is
generated into the OfficeTech login window. Note you will be required to enter the OTP for a
second time to complete the log in.

You will then be taken to the OfficeTechNow Home Page.

~p Officetechnow

Set up 2-factor Authentication

Step 1: Download and install the Google Authenticator app for or
Step 2: To set up your 2-factor Authentication, scan the QR code.

Step 3: Complete the setup by entering the code listed in your Google Authenticator app in
the textbox and then click Enable 2-factor Authentication.

Logout
Users can logout of OfficeTechNow by clicking on the User Profile located to the right-hand side of
the OfficeTechNow Interface. Click Logout.

o= r—— ()
SLERELN TN TELE S i ot 4
@ Officetechnow

OfficeTechNow Ribbons
OfficeTechNow provides access to various functions through a Tab system located across the top
section of the Interface.

Home Tools Administration  Audit Trail
The Tabs available to you will be determined by the permissions granted by your System
Administrator.
Home Tab
The Home Ribbon is the default screen when you first open OfficeTechNow. It displays the main
interface of the OfficeTechNow system. Here you can move in and out of your Cabinets and access
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the various OfficeTechNow features and functions. It will also display the OfficeTechNow Home
Page.

Home Tools Administration  Audit Trail

a0EOBDEEEE ?

0

“otons g Officetechnow

)

a0EONNEDEEsEE

2 Officetechnow

Cabinets

Home | Tools Administration  Audit Trail

adEDOA

LCabinets

The Cabinets displays all available Cabinets in the system to your profile.

Home = Tools  Administration  Audit Trail

0O EE=E ¥

D Clients only

> [ Clients

Group by | None -
> [Z] Prospects
) O File name Subject Status Cor
> [5] Suppliers
>[5l Management
> [7] Compliance
> [5] Monthly Reports
> EIHR

> [El Underwriters

Page | T
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In-Trays

& OE 5
In-Trays

Each user in the OfficeTechNow system has an In-Tray. In-Trays can be used to temporarily store
documents that otherwise do not fit easily into a folder within your system. Your personal In-Tray
will be highlighted when you select the In-Trays icon.

|

Home @ Tools  Administration  Audit Trail

0RO RE &

|:| Clients only

Bm Kate Fergeus Group

B Irene Kendall

File
i M Subject
Bm Karen Ellis O name il

Favourites

Home Tools Administration  Auodit Trail

200D A
- Favourites

OfficeTechNow allows you to nominate Cabinets, folders, or subfolders as Favourites, making them
easily accessible via the Favourites icon.

Tasks

Home | Tools Administration Audit Trail

@& 0B8N ?j

OfficeTechNow contains an inbuilt workflow Tasks module. Tasks are accessible by clicking the Task
icon in the Home Ribbon.

Search

Home | Tools  Administration Audit Trail

&S 0B KA

OfficeTechNow contains an inbuilt search function that allows you to search for documents using a
variety of filters, including keywords and numbers.

Page |12
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Templates

Home | Tools  Administration  Audit Trail

200D A

Templates

OfficeTechNow contains an inbuilt Templates system that allows all Users to access the same
document, spreadsheet, and email templates. You can access the Templates by clicking on the
Template icon and navigating to the folder and file you require. To open the Template, click the
Ellipsis button :  atthe end of the row and click Download to open the required file.

©a0EBA0 EEsE >

Dl ctents oy Q
= ciaims

= New Business
™ Renewal me 4
& Assessor to Complete oft 36KB

12k8 7 o
2 Downloac

@ Clam

oomo R

Application Links
- &

The above group of icons can be used to launch their respective applications. By hovering over the
toolbar button, it will reveal the name of the application. To open any of the applications simply
click the large icon for the required application and a new instance of application will open.

Quick Find

The OfficeTechNow Quick Find feature allows you to quickly navigate to any Client/Cabinet folder in
the system by typing any part of that Client/Cabinet folder name in the Quick Find field.

Home Tools  Administration  Audit Trail

@ 0B 0 EEsE

|DCMenlson\y | Q |

You can configure the Quick Find feature to only look for Clients by ticking the Clients Only checkbox
next to the Quick Find field.

The Clients only check box limits the request find to the Client Cabinet only.

Home Tools Administration  Audit Trail

AOEO D EESE ?
a
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Navigation Trail

OfficeTechNow displays a Navigation Trail of the locations you recently accessed across the bottom
of the interface.

This trail is useful for quickly returning to a recently visited folder or Client. You can clear the
locations in the Navigation Trail by selecting the % icon next to the location name.

ims-129 b Jemma Black-1.. X

File View
The OfficeTechNow File View displays the files in the selected folder.

The File View will automatically display when selecting a folder via the Cabinets icon or via the Quick
Find feature.

Home | Tools  Administration  Audit Trail support@technosoftsolutions.comay  1.0.1901.27 °
&a0BE 0 EEE 5 officetechnaw
[ ciients only | Quick Find Q Preview
(FIUpUSas)
s mm 2020 Group by | None - °
> 2021 (] File name Subject Comment 4 NC Author Status I
> 2022 a 2 2023.04.24-12.41-Return Premium Cr 0000330 rd Automatically Generated from INSIGHT ra oc Office.
v B 2023 O - 2023.04.24-12.41-Policy Amendment- 0000330 Vs Automatically Generated from INSIGHT Vi oc Office
& 2023
(] 2~ 2023.03.31-10.10-Endorsement Invoi. 452 7 Automatically Generated from INSIGHT 7 iv Office.
. (Alerts) (] - 2023.03.31-10.10-Return Premium Cr 0000252 ’ Automatically Generated from INSIGHT ’ oc Office
M (Claims) O 2 2023.04.24-12.41-Endorsement Invoi. 461 7 Automatically Generated from INSIGHT ’ iv Office
(Correspondence) O - 2023.03.31-10.10-Policy Amendment-... 0000252 s Autematically Generated from INSIGHT 7’ oc Office (]
8 (Premium Funding) O @ 2023.03.31-10.11-COVID.msg Travel - 0000252 Vi COVID Exc 7 oc Irene 1] [
(Proposals)
(valuations)
Business
> BmClaims
Bu Fine Arts
Landlord
Liability
&= Marine Transit
Travel
(ECED =i Title 4 Entity Start Date Category Last Updated F
Cade 1234
Name: Jermnma Black ® Jemma Black-1234 - Claim Jemma Black-1234 01/04/2022 Claim 03/04/2023 02 i 2
Address: PO Box 34 Tullamaring ®
vic 2043 Jemma Black-1234 - Endorsement Jemma Black-1234 03/04/2023 Endorsement 03/04/2023 02 =
Email: jemmablack@google.com ® Jemma Black-1234 - Endorsement Jemma Black-1234 27/12/2022 Endorsement 16/06/2023 04 i &2
L:b“":” PO Jemma Black-1234 ~ KLs Template test task - Admin JemmaBlack-1234 | 16/06/2023 Admin 16/06/2023 04 @
7 file(s) 4 task(s)
Page | 14
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File View Columns
OfficeTechNow records information against each file, in the following categories:

File Property

Description

NC The Naming Convention is the Type of document entered during the Save
process and allow the User to allocate meta data to a document to indicate it
as Incoming Correspondence, Outgoing Correspondence, a File Note, an
Invoice, a Task and so on

File Name The File Name is a combination of the Document Date, and the Description
that is entered during the Save process

Subject Subject contains information regarding the product, asset, or policy class that
the file relates to. For example, in some systems this will be a dropdown list
of policies from the Client’s profile in INSIGHT

Comment Comment allows for additional information about the specific nature of the
file saved to be added

Author Author records the creator of the document or email or the name of the
person who saved the document into OfficeTechNow. This will differ
depending on the settings of each system

Recipient Recipient records the original recipient of the email

Status Indicates attachments, task linked files, protected documents, and the
checked-out status of the file

U Signifies that the email has an attachment
a Signifies that the document is protected from being edited
% Signifies that the file is attached to a Task
i Signifies that the document is currently being edited by you or another User.
Only one person can edit a document at a time.
Created Displays the date and time that the file was saved to OfficeTech
Last Updated Displays the date and time the file was last edited

Checked-Out Status

The checked-out status will list the name of the User who currently has the
file opened for editing. Only one person can edit a document at a time.

Type

Displays the file extension or type of the document

Size

Displays the size of the file

OfficeTechNow allows you to re-arrange, re-size and sort by each column heading. You can do this
anywhere where Files or Tasks are displayed.

To re-arrange your columns, click and drag the column header to the desired location.

Home Tools Administration

@O

A Py

(Fropusars)

> Be 2020

 (Alerts)
= (Claims)

(Correspondence)

8 (Premium Funding)

(Proposals)
(Valuations)
Business
> mClaims
B Fine Arts
Landlord
Liability
& Marine Transit

Travel

Client Details nsight

Audit Trail

B B

Oooooooo

Title +

@ Jemma Black-1234 — Claim
® Jemma Black-1234 - Endorsement

Jemma Black-1234 — KL's Template test task — Admin

e e

‘support@technosoftsolutions.com.au

= Officetechnow

LY

Group by

File name
 2023.04.24-12.41-Return Premium Cr,
= 2023.04.24-12.41-Policy Amendment-.

Author Status

office
office

’ ’
’ Vs

- 2023.03.31-10.10-Endorsement Invoi. ’ 7 iv Office

/- 2023.03.31-10.10-Return Premium Cr. ’ ’ oc Office

» 2023.04.24-12.41-Endorsement Invoi. ’ Vi iv office

-~ 2023.03.31-10.10-Policy Amendment- ’ Automatically Generated from INSIGHT y oc Office ©

@ 2023.03.31-10.11-COVID.msg ’ coviD Exe ’ oc Irene [

Entity

Jemma Black-1234
Jemma Black-1234

Jemma Black-1234

Start Date

01/04/2022
03/04/2023

16/06/2023

Category

Claim
Endorsement

Admin

Last Updated

03/04/2023 02
03/04/2023 02.

16/06/2023 04

EREEE

©2025 Copyright. Commmercial in Confidence. Technosoft Solutions (Aust) Pty Ltd
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To re-size your column, click the border of the column heading and drag it to the desired width.

Home

cO0ERONaR @S

Tools  Administration

Audit Trail

(FIopUsars)

> 2020

> m2021

> m2022

v 52023

o (Alerts)

B (Claims)

(Correspondence)

8 (Premium Funding)

To sort by a column, simply click on the column heading

Ooooooooo

E ?

[ ctients only |qui

Group by | None

File name

2023.04.24-12.41-Return Premium Cr,

2023.04.24-12.41-Policy Amendment-

2023.03.31-10.10-Endorsement Invoi.
2023.03.31-10.10-Return Premium Cr.

~
»
~
~
J» 2023.04.24-12.41-Endorsement Invoi
- 2023.03.31-10.10-Policy Amendment-.
&

2023.03.31-10.11-COVID.msg

column is currently being sorted.

c0EOODERN @S

Administration  Aucit Trail

(Propusars)

> 2020

> m2021

> 2022

v 552023

8 (Alerts)

™ (Claims)

(Correspondence)

&8 (Premium Funding)

Group By

Ooooooooo

E >

(] Clentsonly | quick

Groupby | Non:

File name

2023.04.24-12.41-Return Premium Cr.

2023.04.24-12.47-Policy Amendment-.

2023.03.31-10.10-Endorsement Invoi,
- 2023.03.31-10.10-Return Premium Cr.

-
-
e
P
J- 2023.04.24-12.41-Endorsement Invoi.
- 2023.03.31-10.10-Policy Amendment-.
L]

2023.03.31-10.11-COVID.msg

ok Find

Subject
0000330
0000330
52
0000252
61
0000252

Travel - 0000252

Subject
0000330
0000330
52
ooo0zs2
181
[

Travel - 0000252

ARRANANENENEY

SN N NN NS

Comment 4
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
‘Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
‘Automatically Generated from INSIGHT

COVIDExe

\\.\\.\\.K

‘support@technosoftsolut

Author
Office.
Office.
Office.
office.
Office.
Office.

Irene

m.au 1.0.1901.27 °
2 officetechnow

Preview

Status E

[ L

and an arrow will appear to indicate which

‘Automatically Generated from INSIGHT
Automaticaly Generated from INSIGHT
Automaticaly Generated from INSIGHT
Automaticaly Generated from INSIGHT
Automaticaly Generated from INSIGHT
Automaticaly Generated from INSIGHT

covDExe

MIAIATATA AT

support@technosoftsolutions com au

Author
Office.
Office.
Office.
Office.
Office.
Office.

Irene.

1.0.1901.27 o
== offi
@ Officetechnow

Status F

The Group By function allows you to group the files in the File View by any document property.

Home

Tools

Administration  Audit Trail

@080 EE=E

v B Jemma Black-1234

I (Alerts)

m (Drafts)

= (Premium Funding)

(Proposals)

The Group By filters available include:

=  Naming Convention
= Subject

= Comment

= Author

= Created

= Last Updated

= Type

= Sjze

= Recipient

O clients only | quic

1j00a0o

Group by

File name
2022.01.10-10.49-Renewal Schedule(2).msg

L
=
-3

2022.01.10-10.49-PDS.msg

2022.02.08-11.08-Claim Acknowledgment.docx

©2025 Copyright. Commercial in Confidence. Technosoft Solutions (Aust) Pty Ltd
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Once grouped, OfficeTech will create a group for each value allowing you to focus on the particular
group you are interested in. Expand the grouping by clicking on the arrow.

Home | Tools  Administration

a0B RN

> w2022
v & 2023
™ (Alerts)
8 (Claims)
(Correspondence)
8 (Premium Funding)
(Proposals)
(Valuations)

s Business

B Claims
Bu Fine Arts
s Landlord
B Liability

& Marine Transit

Travel
> 2024
> 2025
Client Details Insight
Code: 1234
Name: Jemma Black
Address: PO Box 34 Tullamarine
vIC 3043
Email jemmablack@googie.com.¢
Telephone:
Mobile: 0415678756
RECENT 232 Jemma Blac}

Audh Trail

BEDEEE ¥

[ clients only | quick Find

Groupby | Naming Convention X =

O | Filename

> Naming Convention: fn
~ Naming Convention: iv
O J- 2023.01.31-08.25-Endorsement Invoi. 439
> Naming Convention: oc

» Naming Convention: ts

> Naming Convention: wp

Subject

Title 1

® Jemma Black-1234 — Claim

® Jemma Black-1234 - Endorsement

@ Jemma Black
Jemma Black-1234 — KL's Template test task — Admin

4 - Endorsement

Q
Comment +
s Automatically Generated from INSIGHT p
Entity Start Date Category
Jemma Black-1234 01/04/2022 Claim
Jemma Black-1234 03/04/2023 Endorsement
Jemma Black-1 27/12/2022
Jemma Black-1234 16/06/2023

31 file(s) 4 task(s)

‘support@technosoftsolutions com au

NC

10190127 °

ficetechnow

Praview

Author Status ]

Office...

Last Updated F

03/04/2023 02.. i
03/04/2023 02..
04 i
16/06/2023 04..

EREEE

Task Pane

Active Tasks will automatically be listed at the bottom of the File View for the currently selected

Home | Tools Administration  Audit Trail ﬂgpu_vt;g!leuhuﬂsuﬂsu\uum 1.0.1901.27 °
) = i
0B 0 Q] E = BE ) 5 officetechnow
[ clients only | quick Find Q Preview
> mm2022 Groupby | Naming Convention X~ °
v
2023 0 | Filename Subject Comment 4 NC Author Status i
M (Alerts) > Naming Convention: fn
™ (C‘HII'HS) ~ Naming Convention: iv
O |~ 2023.01.31-08.25Endorsement Invoi 439 ’ Automatically Generated from INSIGHT P v Office..
(Correspondence) - .
> Naming Convention: oc
& (Premium Funding) > Naming Convention: ts
(Proposals) > Naming Convention: wp
(Valuations)
» Business
> mClaims
B Fine Arts
#s Landlord
B Liability
= Marine Transit
Travel
> 2024
> m2025
ETEED I= i Title 4 Entity Start Date Category Last Updated F
Code: 1234
Name: Jemma Black ® Jemma Black-1234 - Claim Jemma Black-1234 01/04/2022 Claim 03/04/2023 02.. I &
s C‘OCEUD? Tulamerine ® jemma Black-1234 — Endorsement Jemma Black-1234 | 03/04/2023 Endorsement 03/04/2023 02. @
ermail jemmablack@gogie comf @ Jemma Black-1234 — Endorsement Jemma Black-1234 | 27/12/2022 Endorsement 16/06/2023 04 ]
[l Jemma Black-1234 - KUs Template test task ~ Admin Jemma Black-1234 | 16/06/2023 Admin 16/06/2023 04. &
31 file(s) 4 task(s)
RECENT
Page |17
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Preview Pane
The Preview Pane provides quick viewing access to the contents of any file, image and Task without
having to open the file or Task. Select the Preview Pane button from the top right-hand corner of
the OfficeTechNow Interface to display the content of a file or Task.

Home

@ 0

ools  Administration

"

Audit Trail

> m2022
v B2 2023
m (Alerts)
8 (Claims)
(Correspondence)
B (Premium Funding)
(Proposals)
(valuations)

= Business

™ Claims

™ Fine Arts

®s Landlord

B Liability

£ Marine Transit
Travel

> m2024

> m2025
Client Details nsight
Code: 1234
Name: Jemma Black

Address: PO Box 34 Tullamarine
VIC 3043
Email jemmablack@google.com.a.
Telephone
Mebile: 0415678 756
RECENT 23} Jemma Black-123

NEE E ?

(O clients only | Quick Fir
BEEE S cowy|wne -
O | File name Subject
a & 2023.06.20-16.27-Client letter.docx Letter re renewal
O J. 2023.06.20-16.27-Client letter.pdf Letter re renewal
a J- 2023.01.31-08.25-Client Corresponde... 0000330
O @ 2023.02.27-14.37-Return Premium C Business - VERO0000251
+ 2023.01.31-08.25-Endorsement Invoi... 439
O @ 2023.04.04-14.25-Return Premium C 0000330
O J- 2023.01.31-08.25-Policy Amendment-.. VEROD000251
O @& 20230227-14.39-Return Premium C Business - VERO0000251
O @ 2023.06.20-16.48-Rater for Liab. xlsx Liab Rates
O ). 2023.06.20-16.48-Rater for Liab.pdf Liab Rates
O & 2023.06.07-16.39-Renewal Schedule. Testing an Excel template
O @ 2023.06.07-16.44-Renewal Schedule Testing the excel template
0 3 2023.02.02-13.27-Business.ogn 0000330
O & 2023.06.16-16.26-Contract.doex Test template decument
O @ 2023.03.17-09.42-New Business.msg Business - VEROD000251
O @& 2023.06.07-16.15Testing email subj.. Testing email subject
O @@ 2023.02.09-14.42-New Business.msg 0000330
Title ¢+

® Jemma Black-1234 - Claim

® Jemma Black-1234 - Endorsement

® Jemma Blac

Jemma Black-1234 -

- Endorsement

KLs Template test task — Admin

31 filels) 4 task(s)

Commu
s KSFihv;
7 KSFjhv;
’ Atema
s Automa
s Automa,
s Automa
’ Automa
s Edit det,
’ Liab raty
P Liah raty
s Open ar
’ Open th
s Phone ¢
7 REtest
7 Sendcn
7’ senden
7 Sendh

Entity

Jemma Black-1234
Jemma Black-1234
34

Jemma Blac
Jemma Black-1234

BEEE

=

support@technosoftsolutions.com.au

1.0.1901.27 o

5 officetechnow

Praview

AFS. i
ABN
Any'S
Email: main
ENDORSEMENT TAX INVOICE
Jemma Black
PO Box 34
Invoice

Tullamarine VIC 3043
Account Execu

|
Thank you for using our services to arrange this insurance Cover.

Brief details of cover arranged on your behaff are given below. You should refer to the policy docum
insurer for complete policy terms and condtions.

Please read carefully the important notices attached regarding your duty of disclosure. Do not hesit
with any questions yeu may have.

ype of Policy Business
Insured Jemma Black
Interests Insured New factory
Insurer Vero
1King Street
Melbourne VIC 3000
Policy Number VEROO0D00251
Period of Insurance 20/08/2021 to 20/08/2022
Effective Date 20/08/2022

This document will be 2 tax invoice for GST when you make 2 payment TOTAL D

Payment Options

NOTE: To view the attachments of an email you must open the email completely, the Preview
Pane cannot preview email attachments if they are not saved separately to the email.

©2025 Copyright. Commercial in Confidence. Technosoft Solutions (Aust) Pty Ltd
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File View Action Functions

To access the File View Action functions, click on the o icon which is available in the File View of
any Cabinet. This will offer the File View Actions that are available in OfficeTechNow.

Home Administration  Audit Trail

v B Jemma Black-1234
B (Alerts)
B (Drafts)
& (Pre OTN)
> B (Premium Funding)
(Proposals)

> 2020

> m2021

Dooooood

cEOENEER EECE

[ cients only |quick Fin
Group by | Non: -

File name Subject

48 2022.01.10-09.47-Client Correspond, Landiords - CGUO000282

@ 2023.05.0513.06-Endorsement Invoi.. | 460

. 2023.04.24-12.35Return Premium Cr... ccUooon2s2

- 2023.04.24-12.35-Policy Amendment-... CoU0000262

~ 2023.04.24-12.35-Endorsement Invoi.. 450

» 2023.01.30-15.26-Invoice.pdf
@8 2023.05.18-11.21-Home Insurance

Landlords - CGU0000282

Home Insurance

SRS E NN

Comment
Automatically Generated from Declaration
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Client Request

new property

AR NS

‘support@technosoftsolutions corm au

wuwm'ﬂo

= officetechnow

Author Status Recipient
Techn, ] demo@tssoff
Demo. ikendall@tect
Office...
Office...
Office...
Admin
Demo. ] ikendall@tect

Clicking the o icon will expand the menu as in the below image, the functions of which are then

explained.

Home | Teols Administration Audit Trail

v & Jemma Black-1234

 (Alerts)
B (Drafts)
B8 (Pre OTN)

> mm (Premium Funding)

(Proposals)
> 2020
> m2021

> m2022

v &=2023

QuickNote

OooooooDoo0o

cO0EOPPBRE EE-E %

[ Clients only |quick Find

Group by | Nore -
File name Subject
@8 2022.01.10-09.47-Client Correspond Landlords - CGUO000252
@ 2023.05.05-13.06-Endorsement Invoi.. 460
J» 2023.04.24-12.35Return Premium Cr... coUs0n282
U 2023.04.24-12.35-Policy Amendment- CcUo00n282
- 2023.04.24-12.35-Endorsement Invoi.. 460

J~ 2023.01.30-15.26-Invoice. pdf

@ 2023.05.18-11.21-Home Insurance ....

& 2022.01.10-09.47-Invoice(2).msg
& 2022.01.10-09.47-Invoice.msg

Landlords - CGU0000282

Home Insurance

Landlords - CGU0000282

Landlords - CGU0000282

R N N NN

Comment 4
Automatically Generated from Declaration
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Client Request
new property
yes
yes

A QuickNote is a file note generated from the File View Functions menu.
To create a QuickNote:

= Navigate to the folder you require the QuickNote to save to.
= (Click the Plus o icon in your File View which will open the File View Function Menu

= Click theo icon in your function menu which will open the QuickNote

AR N L L N N

‘support@technosoftsolutions com.au

Praview

e

mwmwo

5 officetechnow

Author Status Recipient
Techn ] demo(@tssoff
Demo. ikendall@tect
Office...
Office...
Office...
Admin
Demo.. ] ikendall@tect
Techn. demo@tssoff
Techn., 0. demo@tssoff

= Enter your title in the Title field (this automatically populates your Description)
= Enter the Subject and Comments in the subsequent fields

Create QuickNote
ritie

Address Change

=

B
A &+

Cllent ealea to sovise & enange of agores.

+ ATacnea s

/2071 10:58 AM

SansSerf & =

2 tor Business
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= Enter your notes in the notes field. Once you save the QuickNote your notes will be locked

and date & time stamped

Create QuickNote
Title * Created Date *
Address Change 01/03/2022 02:46 PM

B I U§S Noma ¢ Serf : =
A ® E P

Jemma called to advise that the Business Is moving fo a new premises
She advised she wil send an email confirming same| Keven Blis

Comments *

Advice of address change

+ Attached files

= Click Save & Close

You can also attach files to your QuickNote by selecting +Attached files followed by the o
icon which will open the File Browser and allow you to search for and attach the required file.

File - Browser

-Attached files @) xEArm Do Q
> O E Clems e Subject Status Comment Auther
Created Last name o s Comme
File Name Subject Comment Author ) Type Size > O [ Managem
Date Modified » O M compid

Page | 20
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QuickNote Interface

The interface of a QuickNote allows immediate access to all fields as outlined below:

Function/Field

Description

Title

A short description that should summarise the content of this QuickNote.
Please note that the Title field will automatically populate the Description

field.

Created Date

This field is automatically populated with the creation date of the QuickNote

Notes

This field is for the entry of notes. Each entry will be time, date, and name

stamped once saved

Attached Files

Files that are linked to a QuickNote will be displayed here. To add or remove
a file from a QuickNote, click the@ or @ after clicking the Attached Files tab

Document Properties (Type,
Description, Author,
Subject, Comments)

These fields are in line with the standard Document Properties that must be

entered when saving a file within OfficeTechNow

Print Allows you to print the QuickNote directly to the current default printer set
in Windows

Save Saves the QuickNote but keeps it open and allows the user to continue
adding notes within the QuickNote

Save & Close Saves the QuickNote into the current folder within OfficeTechNow

Cancel Closes the QuickNote window

Update an Existing QuickNote

To update a QuickNote:

= Navigate to the folder where the QuickNote has been saved into
= Highlight the QuickNote in the File List, click on the Ellipsis button
row and from the options that will become available, select Open

02301 31.08 25.Palicy Amendment:

| -‘; 2023.02.02-13.27-Business.ogn

oaol

e 2023.02.09-14.40-New Business.msg

VEROD000251 P Automatically Generated from INSIGH | oc
0000330 s Phone call s fn

Send the credit 7 Send the credit s oc

at the end of the

Office..
Irene ...

Irene ...

= Add your new notes in the Notes field . You can also add an attachment to the QuickNote
by clicking on the Attachments tab and selecting the € icon which will open the File
Browser and allow you to select and attach a file.

2022.03.01-14.45-Address Change.ogn *

2022.03.01-14.45-Addt

srechRdR
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= You can also attach a QuickNote to a Task at the time of creating the QuickNote by selecting
Attach to Task check box [ ] Attach o Task in the QuickNote interface or by adding the
QuickNote to the Task after it has been created.

Tasks that are linked to QuickNotes can be viewed by navigating to the Tasks Tab in the
QuickNote interface.

2022.03.01-14.45-Address Change.oqgn x

Notes Attachments | Tasks (1)

Start Extension Assigned

Title 4 End Date Status Assigned To Priority
B Brat By
® Jemma Black-1234 - Endorse. 19/09/2021 23/09/2021 09:20 PM In Progress Irene Test Karen Ellis Norma

Cancel m Copy to PDF Save & Close

= A PDF copy of the QuickNote can be created by selecting Copy to PDF

fn-2021.06.22-03.09-Address Change.oqn x

£ D - ERE

Lo Rl o [oeeone

= (Click Save or Save & Close

Page | 22
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Upload

+

The Upload funtion allows you to save a file or files into OfficeTechNow directly from your Windows
environment.

To upload a document via the Upload function:

= Navigate to the folder where you want to upload the document to

= (Click the o icon in your File View which will open the File View Function Menu
=  Click the @ icon to open the Upload window

= Click the €} button to browse to your local desktop to select the required file(s)

Upload File(s) x
Upload File(s)
e ©n
Description *
Author *
Karen Ellis
Subject *
Comments

Comment

O applyto al files

= Select the file(s) to Upload and click Open button

i Favorites Mame Uate moditied lype Size
B Desktop @ Acknowledgment.docx 2021 3:20 PM Microsoft Word D... 18 KB
& Downloads | Contract 1.pdf 2021 3:20PM  Adobe Acrobat D... 69 KB
1,100 KB
Upload File(s) x | 69 KB
—_ i 69 KB
O n | L
i 69 KB
Type ™ | P
L Contract 2.pdf ‘ - 1,100 KB
Description *
J Contract 3 pdf ‘ Contract 5 . -
L Contract4 paf ‘ Author ® | Files (=) v
Karen Ellis
‘ - Contract 5 odf ‘ Subleet -
Comments
Comment
| .~ for the document properties

Apply to all files

to populate in the

|  document properties to

Apply to all files

Cancel m

Page | 23
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= Complete the document properties and select the Upload button to complete the Upload

process
Upload File(s) %
O n
Type *
J Contract 2.pdf wp - Work Paper -

Description *

J Contract 3.paf Contract 5 x -

Author *
J Contract 4 pdf
Karen Ellis
Subject *

Signed Contracts X v

J Contract 5.pdf

Comments
To be forwarded

Apply to all files

Cancel

= The result screen window will display as follows

w’Upload 4 file(s) successfully b

Confirmation is also shown in the Upload window with green ticks

Upload File(s) *
vi @0

Type*

L Contract 2.pdf v wp - Work Paper -
Description *

J. Contract 3.pdf v Contract 5 x -
Author *

4 Contract 4.pdf v Karen Ellis
Subject *

. Contract 5.pdf v e

Signed Contracts x -

Comments

To be forwarded

Apply to all files

Close

= (Click Close to close the Upload Window
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Add Task

Add task

The Add Task feature will open the Create New Task window so that a new Task can be created for
the Client you are currently viewing.

To create a new Task via the File View Functions menu:

= Click theo icon in your File View which will open the File View Function Menu
= Select the Add Task icon

=  Complete the Task parameters and notes as required

= (Click Save or Save & Close

When creating a new Task via the File View Functions menu, OfficeTechNow will input the current
Client Folder name or Cabinet into the Client field automatically.

Create New Task

gnedBy | KarenEllis

Karen Ellis | x x End Date

Normal Ext. Date

Jemma Black-1234 x Title | Enter Title Status | New

Scan Here

The Scan Here file function allows you to scan documents from a connected and compatible Desktop
Scanner directly into the current folder.

To scan a document via the Scan Here function:

= Navigate to the folder where you want to save the scanned document to

= Click the Plus 0 icon in your File View which will open the File View Function Menu
= Select the Scan Here icon

= Select your Scanner in the Selected Scanner field

= Set the Mode, and Resolution settings to the desired values
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= If required, check the Scan Both Sides button (if your scanner supports duplex scanning)
=  Enter your Document Properties, in the Type, Description, Subject, and Comments fields
= (Click Scan

Scan Document

The Scan Here window gives you access to variety of functions including:

Selected Scanner Selects the Scanner from which to scan from

Mode Selects the colour grade of the incoming scanned document

Resolution Selects the resolution of the incoming scanned document. A minimum
resolution of at least 200 dpi is recommended

Scan Both Sides Scans both sides of the document, if supported by your scanner

Scan Single Page Allows the scanning of multiple page documents and to have them saved as

individual, single page PDF files

Skip Blank Page Skips the scanning of any blank pages when scanning a multiple page
document

Document Properties (Type, | These fields are in line with the standard Document Properties that must be

Description, Author, entered when saving a file within OfficeTechNow
Subject, Comments)

Scan Initiates the scan and displays all scanned pages in the Preview Pane. Once
all pages have been scanned, a message will be displayed asking if additional
pages need to be scanned which allows you to combine multiple input
documents into a single PDF in OfficeTechNow.

Save Saves the scanned document as a file in the destination folder using the
Document Properties entered
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Scan Document

Selected Scanner

Plustek SmartOffice PS4080U-TWAIN

Mode

Black And White

D Scan Both Sides

C] Scan Single Page

Type *

Resolution

v 100

D Skip Blank Page

Ic - Incoming Correspondence

Description *
Tax Return

Author *

Irene Kendall

Subject
2020-21

Comments

Signed & Lodged

m S

File Action Functions

The File Action functions are located at the top of the File View window.

Home

Tools  Administration  Audit Trail

cO0EBRNPERD GE -8 ¥

~ & Jemma Black-1234

>

>

>

>

™ (Alerts)

B (Drafts)

s (Pre OTN)

W (Premium Funding)
(Proposals)

= 2020

= 2021

m 2022

Copy To

The Copy To file function allows you to copy files into another location in OfficeTechNow.

To Copy a file or files:

([ Clients only | Quick Find

BEW = Groupby | None -

File name Subject

& 2022.01.10-09.47-Client Correspond Landlords - CEUO000282

4§ 2023.05.0513.06-Endorsement Invoi.. 460

- 2023.04.24-12.35-Return Premium Cr.. ccuooon2s2

& 2023.04.24-12.35-Policy Amendment- ccUooon2E2

A 2023.04.24-12.35-Endorsement Invoi... 60

Oooooolsono

. 2023.01.30-15.26-Invoice. pdf
& 2023.05.18-11.21-Home Insurance ...
& 2022.01.10-09.47-Invoice(2).msg

Landiords - CGU0000282
Home Insurance

Landiords - CGU0000282

= Highlight the file(s) in the File List
= Select Copy To

= Navigate to the target destination in the File Browser window

AR RN N Y Y

Comment
Automatically Generated from Declaration
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Automatically Generated from INSIGHT
Client Request
new property

yes

©2025 Copyright. Commercial in Confidence. Technosoft Solutions (Aust) Pty Ltd

NN NN NN NN

‘support@technosoftsolutions comau  1.0.1801.27 °

Author
Techn.
Demo.

Office....
Office...
Office...

Admin
Demo.
Techn.

Status
]
(]

5 officetechnow

Preview

Recipient
demo@tssoff
ikendall@tect

ikendall@tect

demo@tssoff
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File - Browser x
*x B A A overn Q
~ & Jemma Black-1234

v [ & (Alerts)
[J m= (Drafts)
O  (Premium Funding)
[ ma (Proposals)
> [ m2020
> O m2021
v [ B 2022
[] m Business
[] s Claims
[J mm Liability
= Motor - Comm
[ ma Motor - Private
[ m= Quotes

Cancel Select

= Click Select to complete the copy

Move To

The Move file function allows you to move files into another location in OfficeTechNow.
To Move a file or files:

= Highlight the file(s) in the File List

= Select Move

= Navigate to the target destination in the File Browser window
= (Click Select to complete the move

File - Browser x
* B M N uickring Q
v B Jemma Black-1234
~ [ & (Alerts)
[0 ma (Drafts)

O  (Premium Funding)
[ = (Proposals)
> [0 m2020
> [0 m2021
v O m2022
[0 mmBusiness
[] mClaims
O m Liability
B Motor - Comm
[] == Motor - Private
O m=Quotes

Cancel Select
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Delete

3

The Delete file function allows you to delete files from OfficeTechNow. Files can only be deleted if
you have the required User Permission to do so.
To delete a file or files:

= Highlight the file(s) in the File List

» Select the Delete icon B

= Enter a brief explanation as to why you are deleting in the Reason for Deleting field (this

explanation must be at least 10 characters long)
= (Click Delete

Delete File x

wp-2021.05.25-03.11-Policy Schedule.pdf
Reason for deleting (Minimum 10 characters)
This document has a spelling mistake|

£

Cancel Delete

Export

E
The Export file function allows you to export files from OfficeTechNow to a Windows folder or USB.
To export a file or files:
= Highlight the file(s) in the File List
= Select Export which will open your Windows Explorer Drive allowing you to select the

location you want to export your files to
= C(Click Select Folder

% Export file(s) X

« v 4 > Quickaccess v B

O Search Quick access
Organize ~ - @

~
v # Quick access ~ Frequent folders (4)
[ Deskiop

¥ Downloads

[ Documents

Desktop Downloads Documents

This PC ' This PC 43 ThisPC
#* # #

Pictures
== This PC
|

3% w0

&=] Pictures
@ OneDrive

v [ This PC
“J 3D Objects
I Deskeop
|| Documents
¥ Downloads

D Music

& Pictures

- e

Folder: | Quick access

Select Folder Cancel
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New Email

el

To attach a file to an email from the OfficeTechNow file view, select the file and click the New Email

iconS4.

Note: The first time you perform this, a new window will appear asking to select Outlook as default
application.

Select OK for Outlook default.

Opening céficebech-emailmsg =

ouw hiree chosen o operc
=1 officetech-emallmsg

which i Outhook Hem [76.5 KB)
freen: blob:

‘Wihat should Firefox do with this file?
@ Open with | Outlook (defaul) -

) Save Fille

Email Attachments x

[+) QO mntemal (@) Extemal

A 0c-2021.08.25-04.11-New Business Closing-Jemma Black-VERO0000251-000284. pdf

Email Template

Browse

= To add additional files to the email, click the @ button to add additional files from other
OfficeTech locations

* Too remove file from the email, click the [§ button to remove the selected file(s) from the
new email

=  (Click the Browse button to select an email template to attach your files to

= (Click Create Email

This will generate the Outlook email window, with the attachment, from where you will populate
the email details and send.
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Outlook will send your email.

Signed Agreement - Message (HT!

Insert  Options  FormatText  Review Help  Officetech CRM  Q Tel

o

o oI5 21 et N y
0 Calibri light - [11 -] A" A7 4| [2E] é«@ [ﬂj Qf | Follow Up
! High Importance

Address Check | Attach Signature

Paste ab . -
= | ®Fomatpainter | B T U ¥~ A E Book Names | File~ = Low Importance

Clipboard [F1 Basic Text [} Names Include Tags 5 ~

= | Karen Ellis |
[ \

|

|

o | ] |

Subject | Signed Agreement

ic-2021.06.21-01.20-Contract.pdf
| 68 KB

Attached

Dear Client,

Please see attached signed Contract.

Regards

Send To Task

Send To Task

The Send To Task action allows you to attach an existing file or files to a task. When you select the
Send To Task action you have the option of attaching files to a New or an Existing task.

—

New Task

Existing Task

If you select New Task, it will generate a new task window with the selected file(s) attached:

Create New Task ®

—re x - Tise  Enter T Status | New

I aenments I uai

[0 FileName Subject Comment Authar Created Date Last Modified Type Size
[0 ic2021.06.21-01.20-Contract pdf & New Factory Depirates Irene (endal 21/06/2021 11:20 AM 21/06/2021 11:20 AM _pdt 70KB
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If you select Existing Task, it will open the window and display all existing Tasks for that Client.

Existing Task

Client

ma Black-1234 X -

Start
Title Subject End Date
Date
'VERO0000251-New factory 09/07/2022 20708/ 10:00 AM
000 22 10:00 AM
09:20 PM
01/04/2022 1200 AM | 01/04/2022

ooo|s o

s
8B EE Z

of 1< < > >l

To attach your file to an existing Task, select the Task and click Attach.

If the Task you want to attach your file to has not yet been created, you can still create a new Task
from this window by selecting Create Task.

If you don’t want to open the Task after attaching your file, untick the Open task in a new tab option

in the Existing Task window. If this option is ticked, your Task will open in a new tab after selecting
Attach.

PDF Tools

PDF Split

The PDF Split file B function allows you to split a PDF file into individual pages, or at certain
intervals. When a PDF is split, the original file is preserved and a new PDF is created for each split
page or section using the original file name appended with a number, e.g. (1).

PDF files can only be split if you have the required User Permission to do so.

To Split a PDF:

= (Click on the PDF file to be split
Select Split PDF

a-R

Split PDF

o Check the Split into single pages checkbox to split the PDF into single pages, or
= Check the Split every ‘n’ pages checkbox and enter a value to split the PDF into multiples of
the entered value, or

= Check the Split specific pages checkbox and enter the page numbers separated by a comma
to split the PDF at those specific page numbers

= Click Split
. Split into single pages
_; Split every 'n' pages | |

Yy Split specific pages
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Split Files will be displayed as below:

File name .},
A oc-2024.08.15-15.48-Return Premium Credit-Jemma Black-VERO0000379-000505 (5).pdf

A oc-2024.08.15-15.48-Return Premium Credit-Jemma Black-VEROO000379-000505 (4).pdf
A oc-2024.08.15-15.4B-Returmn Premium Credit-Jemma Black-VERODO000379-000505 (3).pdf
A 0c-2024.08.15-15.48-Retum Premium Credit-Jemma Black-VEROO000379-000505 (2).pdf

A oc-2024.08.15-15.48-Retum Premium Credit-Jemma Black-VEROO000379-000505 (1).pdf

PDF Merge

The PDF Merge function allows you to merge multiple PDF files (or to merge specific pages out from
single or multiple PDF files) from an OfficeTech folder into a single PDF file.

To Merge PDF files into a single file:

= Highlight the file or files in the File List to be merged
= Select Merge PDFs

Merge PDFs

= Highlight the Source Documents Column to list the individual pages in the Selected
Document field

Selected Documen Source Documents Result Document
@ 2024.08.15-16.10-Return Premium Crediit-Jemma Black-
— CGU0000378-000506.pdf
Page 1
Page 2
—]
—
 —
Page 3
+ = 2024.08.716-Return Premium Credit-Jemma Black-CGLU0000378-000506.pdf 7 RNV
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=  Select the page(s) in the Selected Document field to add to your output PDF and click the

-+ button to add Selected Pages or click

Document

=, to add all pages from the current Source

2024.08.15-16.10-Return Premium Credit-Jemma Black-
e CGU0000378-000506 pdf

Page 1

Page 2

L]

Page 3

ReTurN PREMIUM CREDIT

Page 1

2024.08.16-Return Premium Credit-Jemma Black-CGL0000378-000506.pdf rd

= Repeat the previous step for any additional Source Documents
= Use the arrow buttons to order the individual pages in the Result Document field to reflect

the final order of the output PDF file

= Torename the file, click the pencil icon # and input the desired Type, Description, Subject,
and Comments for the output PDF file

= Click Merge

The newly merged PDF will be saved into the folder where the PDF Merge function was initiated.

The interface of the PDF Merge tool is outlined below:

Function Description
Selected Document Displays the pages within the currently selected Source
Document
== Adds the currently selected page(s) to the Result Document
_ Adds all pages from the currently selected Source
=+

Document to the Result Document

Source Documents

Displays the currently available source documents

Preview of Selected Page

Displays a preview of the currently selected page in either
the Selected Documents field or the Result Document field

Result Document

Displays the output PDF pages in the order they will appear

once merged framed in Blue

©2025 Copyright. Commmercial in Confidence. Technosoft Solutions (Aust) Pty Ltd
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Moves the currently selected pages in the Result Document
field to the left or right, i.e. earlier or later in the output
PDF

Removes the currently selected page(s) from the Result
Document field

Removes all of the pages from the Result Document field

Displays the current output PDF filename

Allows you to specify the Type, Description, Subject, and

/ Comments of the merged PDF
Merge Finalises the merge and generates your output PDF
Cancel Disregards all changes and closes the Merge PDF window

PDF Edit(M)
The PDF Edit(M) file function allows you to permanently redact information from a PDF file. Once
finalised the information cannot be retrieved, not even by the OfficeTech Support Desk.

PDF files can only be redacted if you have the required User Permission to do so.
To redact information from a PDF file:
To Merge PDF files into a single file:

= Highlight the file that you wish to Edit
= Select Edit PDF (M)

=

Edit PDF (M)

= The Edit PDF (M) window will open allowing you to choose the section or sections of the
document that you wish to redact information from

CuienT INsurance PorTFoLIO
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= Choose the Set Colour to select the colour you wish to redact the information in and click on
Select

= With your mouse, draw a box around the section you wish to Mark out and Select the edit
icon

i

CuienT INsurancE PorTFOLIO |

ammagan o “s0om
Fomm et Team P
Benvice Team ene Kengail

Totmmarne T 3043

Thark you yeur

Eriet cietals of cover amanged om your BeRaif e gien Below. You shoull refer 15 e pelcy documents:
msies imrs an3 canamons

=  This will then Mark out the selected area as below. Select Save to save the action

S @D ¢

Page 2

= You can also rotate the document 90 degrees left or right if required by selecting one of the
Roate Icons ‘) {’
= Actions can be undone by selecting the Undo icons k&= =
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The interface of the Edit PDF (M) tool is outlined below:

Mark Redacts the current selection

Set Colour Allows a User to select the colour they wish to use to redact the selected text
of the document with

Rotate Left Rotates the current page 90 degrees to the left

Rotate Right Rotates the current page 90 degrees to the right

Undo Reverts your last action

Redo Reapplies your last Undo action

Save

Permanently applies your changes to the PDF file

Edit PDF (H)

The Edit PDF (H) file function allows you to permanently highlight information in a PDF file. Once
finalised the highlight cannot be removed, not even by the OfficeTech Support Desk.

PDF files can only be highlighted if you have the required User Permission to do so.

To highlight a section of a PDF file:

= Click on the PDF file to be highlighted Select Edit PDF (H)

Eit PDF (H)

= Click on the Set Colour dropdown to select the colour of the highlight

»

@

Set color
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Using your mouse cursor, highlight the area of the PDF file to be highlighted

Page 4

Number of pages(s): 6

foneed m

Click Highlight to highlight the desired area

,’

Page 4

CLieNT InsuraNCE PoRTFOLIO

oeie
e
Eeree Teen

Number of pages(s): 6

-

Note: You can have multiple highlights of different colours on a single PDF file.

Click Save

Roate Icons ‘) C

Actions can be undone by selecting the Undo icons =™

©2025 Copyright. Commercial in Confidence. Technosoft Solutions (Aust) Pty Ltd

You can also rotate the document 90 degrees left or right if required by selecting one of the

Page | 38




The interface of the Edit PDF (H) tool is outlined below:

Function Description

Set Colour Sets the colour of the highlight function

Highlight Highlights the current selection based on the Set Colour
Rotate Left

Rotates the current page 90 degrees to the left

Rotate Right

Rotates the current page 90 degrees to the right

Undo Reverts your last action
Redo Reapplies your last Undo action
Save

Permanently applies your changes to the PDF file

©2025 Copyright. Commmercial in Confidence. Technosoft Solutions (Aust) Pty Ltd
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File Document Actions

These are the actions that pertain specifically to a file in the list view and are located in the menu

that is accessed via the Ellipsis button

Home | Tools Administration  Audit Trail

SAO0EODERD GE-E

:  atthe end of the row.

(O clients only | auick Find Q
v & Jemma Black-1234 Bk B> Groupby | None -
i (Alerts)
(] | Filename ¢ Subject Comment
m (Drafts)
@& 2022.01.10-09.47-Client C Landlords - CGUO00D2S: Vi Declaration
B (Pre OTN) [0 @& 2022.01.10-09.47-Invoice(1).msg Landlords - CUBD00ZEZ ’ ves
> i (Premium Funding) (] & 2022.01.10-09.47-Invoice(2).msg Landlards - CGU0000282 Vi yes
s (Proposals) [J & 2022.01.10-09.47-nvoice.msg Landlords - CGUOO00282 ’ ves
> 82020 O 2+ 2023.01.30-15.26-Invoice.pdf Landiords - CGUO00D282 /7 Client Requast
O » 2023.04.24-12.35Endorsement Invoi... 460 s Automatically Generated from INSIGHT
>
2021 O & 2023.04.24-12.35-Policy Amendment-.. CGU000282 ’ Automatically Generated from INSIGHT
> 2022 [J -~ 2023.04.24-1235Return Premium Cr. CoUo000282 ’, Automatically Generated from INSIGHT

Open

4

AR R VA S N R NS

support@technosoftsolutions com au

Author

Techn...

Techn..
Techn..
Techn..
Admin

Office...
Office...
Office...

1.0.190127 o
2 officetechnow

Preview

Status Recipient
] demog@tssoff
5 open

Rename & Properties

Dovwnload

O Audn Trail

'y
Open
Rename & Properties
Download

Audit Trail

(4
o
9

The Open option will open the selected file and display on your screen. For any editable file. i.e. an
unprotected Word document, you will need to open the file to make any edits. To edit a file, select
the Word document from the list and select open.

Rename & Properties

Test PDF

The Rename & Properties option allows you to rename any details on the selected file.

New Maserati ABC123

Rename & Properties *
Type * Description *

oc- Outgoing Correspondence v Schedule ~
Author * Subject

Irene Kendall Add Vehicle
Comment

g

Make the required changes to the document properties and select Save or Save & Close.

This will update the details on the selected file.
Note: You cannot rename a file while it is Checked Out.
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You can also rename the Subject and Comment fields by using the “soft touch” feature. To use this
feature:

1. Click on the Edit pencil

Group by | Mone -
[ File name ¢ Subject Comment
O d 2022.01.10-09.47-Client Correspond... Landlords - CGUO000282 Vs Automatically Generated from Declaration Vs
O &8 2022.01.10-09.47-Invoice(1).msg Landlords - CGUD000282 ys yes 7
] 8 2022.01.10-09.47-Invoice(2).msg Landlords - CGU0000282 ﬁ yes .
] g8 2022.01.10-09.47-Invoice.msg Landlords - CGU0000282 Vs yes Vi

2. This will open up the field to allow you to make changes such as select a different policy
number if you are in the subject field

Group by | Mone hd
O File name ¢ Subject Comment
O & 2022.01.10-09.47-Client Correspond... Landlords - CEUO0D.. % =« | @& @ Automatically Generated from Declaration V.
OJ & 2022.01.10-09.47-Invoice(1).msg Business - VERO0000251 @ © |ves Vs
[ & 2022.01.10-09.47-nvoice(2).msg Travel - 0000252 © O |y ’
O & 2022.01.10-09.47-Invoice.msg [ <] yes Vs
Landlords - CGU0000282
O . 2023.01.30-15.26-Invoice.pdf g O Client Request Vs
[ | » 2023.04.24-12.35-Endorsement Invoi... SVU Liabilty - TBA ©@ © | Automatically Generated from INSIGHT ;
] A 2023.04.24-12.35-Policy Amendment-... Travel - 0000330 [ <] Automatically Generated from INSIGHT Va
[} A 2023.04.24-12.35-Return Premium Cr... Marine - TBA [ <] Automatically Generated from INSIGHT Va
] @ 2023.05.05-13.06-Endersement Invoi... e o O Automatically Generated from INSIGHT Vs
[l @ 2023.05.18-11.21-Home Insurance .... Home Insurance x v 90 new property 7
3. You can also free type data into the field
[ File name ¢ Subject Comment NC
O 8 2022.01.10-09.47-Client Correspond... Landlords - CGL0000282 7 Automatically Generated from Declaration I ] oc
O & 2022.01.10-09.47-Invoice(1).msg Landlords - CGU0000282 Vs | Changes can be typed here 2 0 oc
4. Clickthe & for the changes to take effect or the € to discard
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Check In

+

The check in document file function allows you to check in a word document that you have recently

closed.

The Checked-Out icon in the status column signifies that the document is currently being edited by
you or another user. Hovering your mouse over the Checked-Out icon will tell you who has the

document open.

Only one person can edit a document at a time.

T+ Status
122 04:34 PM
122 06:40 PM
122 11:09 AM

J2211:09 AM

Au
Ad
Ad
Ka
Ka

1221 a
Checked Out by Kate Fergeus
122 1 1. - a

022 11:09 AM

Ka

To Check In a document:

=  Open the File Functions menu

= Select Check In

NOTE: OfficeTechNow will not automatically check a document back in immediately, so it is best
practice to check your document back in once you have closed it. The Check In option will only be
available if the document is currently Checked Out

Download

O

The download function will allow you to download the file. To download a file, select the document
from the list and select download.

The first time you perform this action, a window may appear confirming to open the file with Word:

©2025 Copyright. Commmercial in Confidence. Technosoft Solutions (Aust) Pty Ltd

Opening ic-2021.05.27-17.06-Claim Acknowledgment.doc

You have chosen to open:
@ ic-2021.05.27-17.06-Claim Acknowledgment.docx

which is: Microsoft Word Document (13.1 KB)
from: blob:

What should Firefox do with this file?
(® Open with | Word (default)
(O SaveFile

Do this autematically for files like this from now on.

Settings can be changed in Firefox's Options.

Cancel
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Click OK and the Word document will download, your web browser will display a prompt to open the
file. This prompt may look different depending on which web browser you are using.

@3 ic-2021.07.30-02....docx

Cpen

Always open files of this type

Show in folder

Ay

o

b4

If you want to save any changes made to the document, simply select the Save icon at the top of the

Word Document.

Audit Trail

9

To see the history of actions on any file you can select the Audit Trail action.
This will open the Audit Trail window and display the current days actions on the file. Filters on the

Audit Trail can be used to filter by Username, Action and Date.

File View

To sort by a column, simply click on the column heading and an arrow will appear to indicate which

column is currently being sorted.

l—n (O | B Groupby

O File name ¢ Subject

& 2022.01.10-09.47-Clierit Correspond... Landlords - CGL0O0.
O & 2022.01.104 -Invoice(1).msg Landlords - CGU0OO.
O & 2022.01.10-09.47-Invoice(2).msg Landlords - CBUOO.
O 48 2022.01.10-02.47-Invoice.msg Landlords - CGLO0D
O 4~ 2023.01.30-15.26-Invoice.pdf Landlords - CGUOOO.
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0000

[
[
o
o
(4

Comment
Automatically Generated from Declaration
Changes can be typed here
yes
yes

Client Request

NN S NN

NC
oc
oc
oc

oc

Author
Techn.
Techn
Techn
Techn.
Admin

Status
7]

&

Recipient

demo@tssoff
demo@tssoff
demo@tssoff

demo@tssoff
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To re-arrange your columns, click, and drag the column header to the desired location.

BEW % Gioup by | Hone . °
r 3

O I File name 1 Subject Comment NC Author Status Recipient I

& 2022.01.10-09.47-Client Correspond. Landlords - CGUODD... X <] Automatically Generated from Declaration Pa ot Techn. [1] demo@tssoff

O & 2022.01.10-09.47-Invoice(1).msg Landlords - CGUO00... X <] Changes can be typed here 7 oc Techn 1] demo@tssoff

O @@ 2022.01.10-09.47-Invoice(2).msg Landlords - CGUO00... % o 0 yes ra oc Techn 1] demo@tssoff

(] 8 2022.01.10-09.47-Invoice.msg Landlords - CBUOOO.. X [ %] yes Vs oc Techn 1] demo@tssoff

] J. 2023.01.30-15.26-Invoice.pdf Landlords - CGUO0D.. X @ @ | CliemRequest 7 ic Admin

To re-size your column, click the border of the column heading and drag it to the desired width.

File name +

& 2022.01.10-09.47-Client Correspond..
8 2022.01.10-09.47-Invoice(1).msg
& 2022.01.10-09.47-Invoice(2).msg
& 2022.01.10-09.47-Invoice.msg

Iooolm0o

| Subject
Landlords - CGU0000282 x v & @
Landlords - CGU0000282 x v & @
Landlords - CGU0000282 x v & @
Landlords - CGU0000282 x v & @

omment

Automatically Generated from Declaration

Changes can be typed here
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SN NN

NC
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oc
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Author St
Techn... U
Techn... [}
Techn... U
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Folder Functions

Right Click on a folder to expose the context menu available. The options that will appear will
depend on the induvial User’s permissions.

~ [ Jermma Black-1234

I (Alerts)

B (Drafts)

(Premium Funding)

[Proposals)
> Wm2020
> 2021
v B 202"
&
E
&
m(
*
L
[+
L1
l:
L1 5
( Im
| |
(A
[E

Open

Set Folder Colour p
Add To Favourites
Add Folder

Add Structure

Maove Falder

Copy Folder

Delete Folder
Rename Folder

Show Deleted Files

Filter

Description

Open

Opens the selected folder in a new window

Set Folder Colour

Allows user to select the desired colour for the selected folder

Add to Favourites

Bookmarks the selected folder to the User’s List of Favourites

Add Folder

Adds a sub folder to the selected folder

Add Structure

Allows you to add a predetermined folder structure to the selected folder

Move Folder

Moves the selected folder

Delete Folder

Deletes the selected folder

Copy Folder

Copies the selected folder to a selected location

Rename Folder

Renames the selected folder

Show Deleted Files

Shows all deleted files from the selected folder
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Set Folder Colour

To change the colour of a folder, right click on the required Folder and choose Set Folder Colour
from the context menu.

v B Jemma Black-1234

Gro,
BS (Alerts)
Open (| NG File name
m (Drafts) Il
e [ EEEEE
(Premiun
J  AddTo Favourites . . .
(Proposa
B AddFolder
> m2020 v
"3 Add Structure
7 W20z | Move Folder . . .
v B 2022 ]i Copy Folder Recent custom colours
B Busin . Delete Folder .
Rename Folder
> ImClaim More colours...
B Liabill . .
W5 Show Deleted Files
I Motor=oummmr

I piotor - Private

Im Quotes

NOTE: This is a global change, i.e. all other folders of the same name will also change colour

Add to Favourites

To add a Client to your Favourites list, right click on the selected Client and select Add To Favourites
from the context menu.

~ [ JemmakBlg *

é ‘ Open
®

I (Alerts)
Set Folder Colour p
I (Drafts)
%  Add To Favourites
(Premiu
B AddFolder
(Propos
> Move Client
> 2020 rﬂ Copy Folder
> w2021 "[: Add Cliemt Structure
> 2022

Favourites are also available in the OfficeTechNow Save window and the File Browser window.

OfficeTechNow X
*|EB A " [ Clients only |Quick Find
= File - Browser x
O > mnscciient1614 tlegarme) 1 ho
@ 2021.08.27-12.06-Endorsement.msg | w |[§| A A uickFing Q. eF
> BmJemma Black-1234 @ 2021.08.27-12.10-Endorsement(1).msg eE
> MmABC Client-1614
@ 2021.08.27-12.10-Endorsement.msg | eF




To remove a folder from your favoruites, right click on the folder and select Remove From
Favourites.

~ [ Jemma Black-1234 =

7 Open
B (Alerts) Z o

@ Set Folder Colour 3 c
m (Drafts)

i Remove From Favourites

B (Premium Funi

Add Fold
(Proposals) e

> Move Client

> Im2020

Ii Copy Folder
> W20 "[= Add Client Structure
> 2022 !
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Add Folder

To add a Folder, right click on the selected Cabinet or Folder and select Add Folder from the context
menu.

v B Jernma Black-1234
I (Alerts)
B (Drafts)
(Premium Funding)
(Proposals)
> m2020
> M2
v 2022
M Business

& Claims
E Open

@ Set Folder Colour p
I Mot

H  Add To Favourites
I ot

B AddFolder

mou LB_Adfose ]
'l: Add Structure
>l Move Folder

M Liab|

’i Copy Folder
B Delete Folder
Al

Rename Folder

W7 Show Deleted Files
Create new folder X . : .
A window will appear allowing you to Create a new
CL 1234 Car in river] Folder. Give your folder a name and click Create.

Cancel Create

~ B Jemma Black-1234

M (Alerts) . . .
The new folder will create and you will receive a

i (Drafts) message that the folder has been created

(Premium Funding)
(Proposals)
> 2020
+" Create folder successfully ®
> m2021
o 2022
B Business

~ = Claims

B CL 1234 Car in river

B Liability
I Motor - Comm
I Motor - Private

I Quotes
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Move Folder

To move a Folder, right click on the selected Client, Cabinet or Folder and select Move Folder from

the context menu.

v B Jemma Black-1234
I (Alerts)
B (Drafts)
(Premium Funding)

(Proposals)

w

I 2020

w

i 2021
v B 2022
M Business

~ & Claims

%= C
Z Open
B Liabil
@ Set Folder Colour
| Moto
* Add To Favourites
m Moto
B Add Folder
B8 Quote

I > Move Folder I

|-n Copy Folder
. Delete Folder
Rename Folder

= Show Deleted Files

Copy Folder

File - Browser x
* A M |Quick Find Q

] mm (Alerts)
[ = (Drafts)
[ = (Premium Funding)
[ = (Proposals)
> [ m2020
> [0 mz021
v [0 s 2022
] mBusiness
~ [] & Claims
v & CL 1234 Car in river
[ mm Liability
] = Motor - Comm
] mm Motor - Private

\:| 8 Quotes

Cancel

The File Browser window will open, allowing you to select the
location you would like to move your folder to. Click Select.

You will then receive a message that the move has been
performed successfully

" Move successfully X

To copy a Folder, right click on the selected Client, Cabinet or Folder and select Copy Folder from the

context menu

~ BB Jemma Black-1234
B (Alerts)
I (Drafts)
(Premium Funding)

(Proposals)

w

I 2020
> m2021
o 2027
B Business

~ & Claims

= Cl
B Open
B Liabil
® Set Folder Colour
i Moto
* Add To Favourites
I Motol
B Add Folder
Bm Quote

& Add Stucwre
> MoveFoie

r‘ Copy Folder
Delete Folder

H Rename Folder

B Show Deleted Files

File - Browser x
w A A |ouickFind Q

] mm(alerts)
[ ma (Drafts)
O (Premium Funding)
[ m= (Proposals)
> [ m2020
> O m2om
v [ s 2022
[] mBusiness
v [] == claims
v B8 CL 1234 Car in river 03.03.2022
I:l I Liability
] = Motor - Comm
] = Motor - Private

[ = Quotes

The File Browser window will open, allowing you to select the
location you would like to copy your folder to. Click Select.

+ Copy folder successfully ®
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Delete Folder

To delete a Folder, right click on the selected Client, Cabinet or Folder and select Delete Folder from

the context menu.

~ [ Jemma Black-1234
I (Alerts)
I (Drafts)
(Premium Funding)
(Proposals)
> m2020
> m2021
v 2022
B Business
v B Claims

&= Cl

Z Open
B Liabil

@  setFolder Colour »
I Moto

* Add To Favourites
I Moto

B Add Folder
m Quote

i H Add Structure
>l Move Folder
™ Copy Folder

. Delete Folder

A Rename Folder

@5 Show Deleted Files

Rename Folder

Delete CL 1234 Car in river 03.03.2022 X

Reason for deleting (Minimum 10 characters)*

Created in emor|

&

Cancel Delete

A window will appear allowing you to delete your folder. You must
enter a 10-character reason for deletion which will appear in the Audit
Trail. Click Delete.

v Delete folder successfully e

To rename a Folder, right click on the selected Client, Cabinet or Folder and select Rename Folder

from the context menu.

v B Jemma Black-1234
I (Alerts)
m (Drafts)
(Premium Funding)
(Proposals)
> m2020
> m2021
v 2022
B Business

~ B Claims

=Cl
Z Open
B Liabil
3 ® Set Folder Colour b
B Moto
* Add To Favourites
I Moto
B Add Folder
B Quote

"I: Add Structure

>l Move Folder

r‘ Copy Folder
2

ﬂ Rename Folder

@5 Show Deleted Files

©2025 Copyright. Commercial in Confidence.

Rename Folder x
CL 1234 Car in riv
Cancel Rename

A window will appear allowing you to rename your folder.
Click Rename.

v Rename folder successfully ®
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Show Deleted Files / Restore Deleted File
Previously deleted files can be restored as follows:

1. Go tothe folder that you have deleted the file from and select Show Deleted Files

2. Deleted files will show as greyed out

~ B Jemma Black-1234
I (Alerts)
B (Drafts)
(Premium Funding)

(Proposals)

I & ZUZ23.04.U4-14 Zo-Keturn Fremium U wuuussy ra AUTOMATICA
> mz020 O 2023 05 dddd d oMo B mad 2000320 Sendthe cn
>z

() 25 FNCW DUSINess msg oS - y, Send the cn
v B 2022 [0 &8 2023.05.29-14.39-Policy Amendmen.. Business - VEROODD0251 7 Sentto Jerr

&= Busines:

& Open
> MClaims @ Set Folder Colour
B Liability * Add To Favourites
=Mool -C gy g Folder
B8 Motor - F "B AddStucture
M Quotes >l Move Folder

Copy Folder

Delete Folder

B =P

Rename Folder

I @  Show Deleted Files I

3. Highlight the deleted file that you wish to restore and click the menu at the end of the row

Last Update
10/06/2021 02:2
06/06, L Audit Trail

10/06, Restore

4. Select Restore and the file will be restored to the folder was deleted from

= officetechnow

cTO0EONEBR &S

(Pre OTN)
oty - o

™ (Premium Funding)

B 7

(Proposals) O | Ne | Flenames oo Subject . Gomment . Author | Recipient
(Valuations) O we ® 2023.07.11-15.16-Test template saving.xlsx s iz Kierst..
e 2023.08.07-15.15-Declaration.xl: ¢ Ki
( oc ® 2023.08.07-15.18-Declaration xIsx 7 rd Kierst..
-z
: [ oc ® 2023.08.07-15.37-Contract xisx 7 rd Kierst.
> 2022
[ wp & 2023.08.07-15.46-Contract.docx 7 Contract template 7 Irene ... P
B O wp & 2023.08.07-15 52-Client letter docx ’ Template 7 Irene T
& Business
ol - 2023.08.16-15.33-Invaice.pdf s Invoice 7890 7 Irene.
W= Caravan [ @ 2023.08.16-20.54-Client Correspondence. msg 2 s New property ’ Irene demo@tec
? WClaims Qg f 2 2023.08.17-13.53-Endorsement.ogn Buginess - VERO00002S1 Vs Change saress 7’ Karen,
5. You can also view the Audit Trail of the Deleted file by selecting Audit Trail
Audit Trail x
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Saving to OfficeTechNow

The OfficeTechNow Save Form is the method used to save documents into OfficeTechNow.
To save a file to OfficeTechNow, select the Save to OfficeTechNow button from the toolbar. This
button is available in all Microsoft Applications, i.e. MS Word, Excel, Outlook and PowerPoint.

Outlook OfficeTechNow Save

File Home Send / Receive Folder View Help OfficeTechNow
- o |
Save to Save Attachments
OfficeTechNow|to OfficeTechNow

Save

To save emails, select the email/s from the Inbox list, and click the Save To OfficeTechNow button
this will launch the OfficeTechNow Save Form.

OfficeTechNow x
* B A B 00 clens oy Q
« B Jemma Black-1234 File name Subject Comment Au
& 2022.01.10-10.49-PDS.msg Business - VERO0000251 Sent to Jemma Tet
B (Alerts) & 2022.01.10-10.49-Renewal Schedule(1).msg Business - VERODOD0251 Approved Ad
B (Drafts) @ 2022.01.10-10.49-Renewal Schedule(2).msg Business - VERO0000251 Approved Tet
@& 2022.01.10-10.49-Renewal Schedule.msg Business - VERO0O000251 Approved Ad
(Premium Funding) @ 2022.02.08-11.08-Claim Acknowledgment.docx Business - VERO0000251 Total Loss Letter Kar
(Proposals) & 2022.02.08-11.08-Client Correspondence.docx Business - VERODD0D0251 Annual Review Letter Kar
. A 2022.02.08-11.08-Invoice.pdf Business - VERO0000251 Sent to Jemma Ka
> 2020 @& 2022.02.08-11.08-Invoice xlsx Business - VERODD00251 PBTM Kar
> 202 A 2022.02.08-11.08-PDS.pdf Business - VEROD000251 VERO Ka
A 2022.03.01-09.05-Endorsement Invoice-Jemma Black- 353 Automatically Generated from INSIGHT off
v B 2022 A 2022.03.01-09.05-Policy Amendment-Jemma Black-VE... VERQ0000251 Automatically Generated from INSIGHT off
E A 2022.03.01-09.05-Return Premium Credit-Jemma Blac.. VERO0000251 Automatically Generated from INSIGHT off
usiness -
< 2022.03.01-14.45-Address Change.ogn Business - VEROD000251 Advice of change of Address Kal
B Claims
Type* | ic-Incoming Correspondence - Location *
Description* | Endorsement o Clients/Jemma Black-1234/2022/Business =
Author*  Technosoft Solutions Endorsement.msg
Subject* | Business - VEROO0D0251 X -
Comments*  Excess query
z
[ AttachtoTask [] CopytoPDF [] Attach to Email Delete from Outlook

Function Description

' Takes you to your list of saved Favourites

Takes you to a list of the In-Trays of all users in your System. The current
logged in user will be highlighted by default

to you

ﬂ Selecting Home will take you to the list of all Cabinets that you have available
4\ Press the Up button in the Save As screen, to go up one level in the directory
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Allows you to add an additional folder to a selected location whilst saving

(depending on a user’s available permissions)

"T: Allows you to add an additional structure to a selected location whilst saving
(depending on a user’s available permissions)

The additional locations option has been included to allow a file to be saved to multiple locations in
the one process.

To add the additional Save Locations, Click the E3 button, highlight the location you wish to add and
click the button once more. You must also ensure that the document properties are completed
for each location that you add. There is no limit to the number of locations you can add.

OfficeTechMow *
* B A B2 0 cents ony Q
v Bs Jemma Black-1234 Filename 4 Subject Comment Au
& 2022.01.10-10.49-PDS.msg Business - VERO0000251 Sentto Jemma Tet
B (Alerts) & 2022.01.10-10.49-Renawal Schedule(1).msg Business - VERO0000251 Approved Ad
™ (Drafts) @ 2022.01.10-10.49-Renewal Schedule(2) msg Business - VERO0000251 Approved Tei
& 2022.01.10-10.49-Renewal Schedule.msg Business - VERODD00251 Approved Ad
(Premium Funding) @ 2022.02.08-11.08-Claim Acknowledgment.docx Business - VERO0000251 Total Loss Letter Ka
(Proposals) @ 2022.02.08-11.08-Client Correspondence.docx Business - VERO0000251 Annual Review Letter Ka
! . 2022.02.08-11.08-Invoice pdf Business - VERO0000251 Sent to Jemma Ka
> = 2020 @ 2022.02.08-11.08-Invoice.xlsx Business - VERO0000251 PBTM Ka
> mm 2021 . 2022.02.08-11.08-PDS.pdf Business - VERO0000251 VERO Ka
A 2022.03.01-09.05-Endorsement Invoice-Jemma Black-... 353 Automatically Generated from INSIGHT Off
v 2022 A 2022.03.01-09.05-Policy Amendment-Jemma Black-VE VERO0000251 Automatically Generated from INSIGHT off
B A 2022.03.01-09.05-Return Premium Credit-Jemma Blac. VERC0000251 Automatically Generated from INSIGHT off
usiness =
< 202203.01-14.45-Address Change ogqn Business - VERO0000251 Advice of change of Address Kal
B Claims
Type * ic - Incoming Correspondence - Location *
Dascription * Endersement - Clients/Jemma Black-1234/2022/Business ==
Author * Technosoft Solutions e
Subject * Business - VERO0000251 X v
Comments * Excess query
s
[0 AttachtoTask [] CopytoPDF [] Attachto Email [Bg Delete from Dutlook

To apply Document Properties to the file, select from the drop-down menus for the default options
or simply type your own properties. Default properties that are available will depend on your
system set up. Type, Description & Subject can be set up with default options. Comments are free
form. Once you have allocated all the relevant properties to the file, select Save.

Type+ | ic-Incoming Correspondence - pe+ | ic-Incoming Comrespondence
Description* | ©¢- Oulgoing Correspondence Description ™
Author* | ic- Incoming Correspondence Author *
fn- File Note
Corr v - Invoice omm| Clie
Cancellatio
sk
Contrac
wp - Work Papel Declaration
Type* | ic-Incoming Correspondence - Type+ | ic-Incoming Correspondence
Description* | Endorsement x - Description* | Endorsement
Author*  Technosoft Solutions Author* | Technosof Solutions

ERO0000251
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Delete from Outlook
The check box Delete from Outlook will remove the saved email from Outlook as you save to
OfficeTechNow.

Copy To PDF

The check box Copy to PDF will create a PDF copy save to the desired location.

Attach To Task

Selecting Attach to Task as you are saving a document allows you to attach the document to a new
or existing task. If you check the Attach to Task tick box a new window will pop up asking if you want
to save to a New or Existing Task.

Attach To Email
The Attach to Email function will allow you to attach the document that you are currently saving to a
new email.

O Attach to Task D Copy to PDF D Attach to Email Delete from Outlook

Outlook OfficeTechNow Save Attachments

The Save Attachments button is located next the Save to OfficeTechNow button and when selected
will load email attachments into the OfficeTechNow Save Attachments window. If multiple emails
are selected, all attachments contained in the selected emails will appear in the window.

File Home Send / Receive Folder View Help OfficeTechNow

— o k|
R »

Save to Save Attachments
OfficeTechNow] to OfficeTechNow

Save
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Attachments can be individually selected, and properties added, before uploading.

OfficeTechNow

Quick Find Q
* B A b

L = (urans)
[ m= (Premium Funding)
[ m(proposals)

> [ mz020

v [0 =21

[ meusiness
> [ mclaims

O &= Labily

O mwotor- comm
O mmotor- private
O mouotes
B Travel

> [ mz022

Attachment(s)

O select au

[0 = imaget01.png
O » invoice pdf

J- FSG.pdf

[0 = imagea01.png
[ » nvoice pd

b FSG.pdf

Location *

Clients/Jemma Black-1234/2021/Travel
Type *

ic - Incoming Correspondence
Description =

Underwriter Gorrespondence
Author *

Irene Test
Subject *

Travel - 0000252
Comments *

COVID terms

i Apply to all files |

Cancel | [TEEEY

OfficeTechMow

Quick Find

> O mzo20

v 0 2021

[ m (proposals)

Q Attachment(s)

* @ ﬁ‘ 1\ .'[ D +" Upload 2 file(s) successfully

L) == (Urans)

[

D B8 (Premium Funding)

D A Invoice.pdf

D M Business

> O mclaims
D B Liability
D B potor - Comm
D I Motor - Private
D B Quotes

&= Travel

‘ X FSG.pdf v ‘
D = image001.png

[ & Invoice pdi

‘ J FSG.pdf v ‘

> [0 mzo022

Attach to Task Attach to Email Cancel Upload

Location *

s/Jemma Black-1234/2021/Travel

x

Description *
FSG

Author *
Irene Test

Subject *

Comments *

Comment

D Apply to all files

Once the selected files have uploaded, additional functions become available for these files.

Attach to Task

The Attach to Task option will open the attach to task functions allowing the uploaded files to be

added to tasks.

Attach to Email

The Attach to Email option opens the Email Attachments window to generate a new email
If neither of the above actions are required, continue with the upload actions on remaining files.
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A second upload can be performed from the same window after the first upload.

OfficeTechMow
Quick Find
* B a1

D B (Alerts)

~ & Jemma Black-1234

Q Attachment(s)
L D Select All

D % image001.png

A Invoice. pdi

Location *

Clients/Jemma Black-1234/(Premium Funding)
Type *

ic - Incoming Correspondence

Description*

Invoice
O e (Drafts)
Author *
B (Premium Funding) [ + Fscpd rene Test
Subject *
[0 m(Proposals) [J = imageaot.ong j
Premium Funding Invoices
> O mz020
. -
A Invoice.pdf Comments
v D B 2021 Signed and approved
[ msusiness O + FsGpdt v p
4
> [ mclaims Apply to all files
D & Liability

D B potor - Comm
D B hiotor - Private

D I Quotes

Attach to Task Attach to Email Cancel

NOTE: Previously uploaded files are marked with a +* and can be excluded from the second
upload.

Insert Attachments

When creating an email, replying to an email, or forwarding an email the Insert Attachment button is
available in the new email.

File Message Insert Draw Options Format Text Review Help Officetech OfficeTechNow

o

>

Insert
Attachments

Save

When the Insert Attachment button is selected, the OfficeTechNow browse window will open.
Select the location of the files to attach and click Select.

OfficcTechNow

* B A M B "E 0 e
B Black Industries & C0 1132 u]
New Business Invoices - Message (HTML)
- (hlerts) ] .
- (Daits) ; :‘io?: ?221:2] wagu"‘s‘:":“ Closnglackl g Message  Insert  Draw  Options  FormatText  Review  Help  Officetech  OfficeTechNow  Foxit PDF Q@ Tell me what you want to do
F— -
Insert
v B2 Attachments
save
= Lty B T
= Marine Transit Send e
 otor - Comm
[ T— Subject  Mew Business Invoices
™ Quotes
> mame Gk v-2021.09.20-16.21-New Business Invoice-Black Industries Co-TBA-000322.pdf » 0‘ 0c-2021.09.20-16.21-New Business Clasing-Black Industries Ca-TBA-000322.pdf “
pof| 182KE POF | 38KB
> mas

You can continue to navigate to different locations to add attachments.
Complete the email and send.
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WORD OfficeTechNow Save

AutoSave 'l:. E?f'f:l' - Document! - Word
File Home Insert Draw Design Layout References Mailings Re
:.-. E Ifl?"__;“*.i, % .g; Signature ‘ 2 *% PDF Protect
& et Ernail " ™ PDF Copy
Saveto Date Time Mame _ Add Protect - _
CHfice Techiow l Sign Off Image PDF Copy and Email
Save Insert Add Image Protection

The Save Form will open when you click on the Save to OfficeTechNow button.

OfficeTechNow *
* B & 4 b H Clients only | Quick Find Q
File name + Subject Status Cot
(Proposals) .
J 2023.01.31-08.25-Client Correspondence.pdf 000032 » Au
(Valuations) ). 2023.01.31-08.25-Endorsement Invoice-Jemma Black-VERDD000251-000439.pdf s A
~ [ Business ~ 2023.01.31-08.25-Policy Amendment-Jemma Black-VERO0000251-000439. pdf VEROOI | At
> B Claims -3 2023.02.02-13.27-Business.ogn 000033 Pt
B Fine Arts l 2023.02.09-14.40-New Business.msg Sendth g By Se
o 2023.02.09-14.42-New Business.msg 000033 » 1] Se
B Landlord
B 2023.02.27-14.37-Return Premium Credit-Jemma Black-VERO0000251-000439.msg Busine: | 1] Al
B Liability & 2023.02.27-14.39-Return Premium Credit-Jemma Black-VEROD0002571-000439.msg Busines ) Ec
s Marine Transit &8 2023.03.17-09.42-New Business.msg Businet 4 se
Travel o8 2023.04.03-14.40-Return Premium Credit-Jemma Black-VERO0000251-000439.msq VERODI | # 1] Se
Type* | ic-Incoming Correspondence ~ Location *
Description* | Client Correspondence x Clients/Jemma Black-1234/2023/Business => Client Gorrespondence.msg
Author= | Irene Kendall
Subject= | Business - VEROD000251 x v

Comments* | Excess Queryy|

[ AttachtoTask [] CopytoPDF [] Attach to Email Delet

caneel m

To save a file, select the location and the destination for your file. If you do not wish to save to a
Client Folder, you can also select from any of the available Cabinets.
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MS Word and MS Excel Tool Bar Functions:

AutoSave (@ off)

Document] - Word

File Home Insert Draw Design Layout References Mailings Re

2 H
Save to Date

OfficeTechMow

Save

AutoSave (@ off)

I.I.f»"' % .g; Signature ‘ | *4 PDF Protect
St B Email " " PDF Copy

Time MName Add Protect —
X sign Off o = PDF Copy and Email
Insert Add Image Protection

File Home Insert Page Layout Formulas Data Review View De
_::i"" b Q‘Signature =) =) - " PDF Copy ~
e B4 Email ' ' " ™ PDF Copy and Email ~
Save to Mame Lock  Password PDF
OfficeTechMow A Add Image Worksheet Protect Protect -
Save Insert Protection
Function Description
Save to OfficeTechNow Opens the OfficeTechNow Save window to save the entire document
Date Inserts the current date as a non-dynamic field — re-opening the document in
the future will not automatically update the date
Time Inserts the current time as a non-dynamic field — meaning opening the
document in the future will not automatically update the time
Name Inserts your name based on your User Profile in OfficeTechNow
Signature Inserts an image of your signature into the document
Add Image Inserts an image from anywhere in OfficeTechNow
Email Inserts your email address based on your User Profile in OfficeTechNow
Sign Off Inserts your document Sign Off based on your User Profile in OfficeTechNow.
This may include additional information like title, accreditations,
qualifications, etc. — your System Administrator can modify your Sign Off
Protect Places a randomly generated password on your document that is not known

by anybody, preventing any further modification or changes. This effectively
locks the document against editing, making it compliant.

PDF Protect

Converts your document to a PDF, deleting the original version in the process

PDF Copy

Creates a copy of your document as a PDF in the same folder and using the
same name as the source document

PDF Copy & Email

Creates a copy of your document as a PDF in the same folder and using the
same name as the source document and attaches it to a new email
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Refresh

The Refresh function allows you to refresh your OfficeTechNow System. In most circumstances
OfficeTechNow will refresh automatically so continual refreshing is not required.

There are several ways you can refresh your OfficeTechNow System.
Keyboard shortcuts:

=  Press CNTRL+R
=  PressF5

Using your mouse:

= Right Click anywhere in your browser to expose the menu and select Reload

Back Alt+Left arrow
Forward Alt+Right Arrow
Reload Ctrl+R
Save as. Ctrl+5
Print... Ctrl+P
Cast...

Search images with Google Lens

L0 Send to your devices

[::] Create QR code for this page

Translate to English

O AdBlock — best ad blacker »
View page source Ctrl+U
Inspect

= Click on the refresh button ' located next to the URL address bar at the top of the window.

<« e demo.officetechnow.com.au/portal/cabinet/Ge0ce859-c7a7-472a-8586-12b1cad067bf @ t = O @ rased) i

B apps @ NewTsb @ 1 KIST01T|Jase..

Home ools  Administration  Audit Trail 0.1870 @
a0B 0 - =@ =5 officetechnow

O cients only Q Preview
v B Jemma Black-1234 - o
Group by M
B (nlerts)
Last
= (Drafts) O | Filename & | Subject Status Comment Author Recipient Created Undated Type Size NC
pdate:
B (Premium Funding)
(Propesals)
> m2020
> m202
> m2022
Client Details: sight
Title start + End Date Extension Status Asslaned Assigned To
Code: 1234 Date a Date @ By ssigl
Neme:  Jemma Black
Address: PO Box 34 ® Jemma Black-1234 - Renewal . 13/12/2021 20/12/2021 02:53 PM In Progress Irene Test Karen Ellis (]
Tullamarine VIC
3043
Evl‘awl X jemmablack@google. 0 flee) 1 task(s
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Tasks

Introduction

The OfficeTechNow Tasks feature provides extensive functionality for assigning, managing and
tracking your daily activities and Client transactions. It allows you to create Tasks, add notes, set
reminders and monitor the progress of Tasks. Once completed, Tasks are saved into OfficeTechNow
as a completed file under the relevant folder.

Tasks are a transparent, collaborative, and compliant tool that can be accessed by all Users.

All Tasks can be viewed, updated, and completed by any User. OfficeTechNow records the date/time
and Username of all updates to Tasks making it easy to see who has been working on a particular
Task.

Interface
To access the Tasks feature, click the Tasks button in the Home Ribbon in OfficeTechNow.

Once selected you will be taken to the Task interface which includes the Task Filters, Task List, and
Task Function buttons

(=)
O @0 S E ) D - officetechnow
B s S ESET

Tasks displayed in the Task interface are dependent on the current filters, with the initial display
being filtered being your name in the Assigned To field — so Tasks assigned to you will always appear
first after logging in to OfficeTechNow.
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View Filters

OfficeTechNow provides multiple filtering options when viewing Tasks. These View Filters allow
greater control over the Tasks being viewed and can be used in tandem.

The View Filter options available in the Task interface are outlined below:

Filter

Description

Task Quick Find

Filters by keyword or number in the contents of Tasks

Entity Filters by Client or Prospect folder names
Priority Filters by the selected Priority of Tasks
Category Filters by the selected Category of Tasks
Status

Filters by the selected Status of Tasks

Reminder For

Filters by the selected User who currently has Reminders Set on any Task

Assigned To

Filters by the selected User who the Task is currently Assigned to

Assigned By

Filters by the selected User who the Task was created by

Filter By Date

Filters by either Create, End, or Reminder Dates

From Sets the initial date for the Filter By Date option
To Sets the final date for the Filter By Date option
Step Name Filters by the Task Step Name
State Sets the state for the Step Name filter
Field Name Filters by any custom Task field
Value Sets the value for the Field Name filter

In addition to the available filters, OfficeTechNow allows the width, order, and sorting of the Tasks
to be modified. Once modified, OfficeTechNow will remember your personal preferences and
maintain the formatting your Task List moving forward.
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To modify the width of a column, click on the border of a column heading and drag it.

o

s
al

EN D EEsE

3 terts oy "

General

09/07/2022
221072021

® ABC Chent 1614~ Endorsement

Motor Vehicle - CCUDDO0280  20/12/2021

® Rayboys Rubbish Removal- 1613 - New Hiutsu - Mot Fleet - VEROO00027% oAz

Black Industries & Co-1132 - Payment Daily Baniking 30/08/2021

Assignment

1071172021 1243 PM

221212021 04:30PM
1511212021 0852 PM
151012021 1113 AM

01/10/2022
14012022

272201

151272021

Kane Fergeus P

cwoaam 5]

To | w2 3]

st p
e Normal
In Progress Norml
™
New irene Test Hormal
e KeteFergeus | KateFergeus | Normal
Hew Irene Test Kate Fergeus | Normal
In Progress Irene Test Kate Fergeus | Normal

=@
D e g Officetechnow

Q Proview
Workflow

Custo 4 Ham da for Categar -

Click and drag to your desired width.

a Endorsement | 21/122021 G430PM - 20/12/2021 0431 PM
New Business 01/12/2021 0853 PM
03/03/202212:87 PM

Payment

To modify the sorting of the columns, click on a column heading to sort ascending, and click one
more time to sort in a descending manner.

End Date +

14/01/2021 03:11 PM

29/01/2021 03:05 PM
31/01/2021 03:14 PM
20/03/2021 04:33 PM
22/03/2021 03:50 PM
19/04/2021 01:39 PM
25/05/202110:15 AM
27/05/2021 01:56 PM
28/07/2021 08:27 PM

Click for sort order ascending or descending
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Task List

The Task List is the main viewing platform when viewing Tasks in OfficeTechNow. The listed Tasks
are controlled via the Task Filters, outlined in the previous section.

The Task List columns available are outlined below:

Column Description

Title Displays the Task Colour Tag, Entity, Title, and Category fields in combination
Start Date Displays the current Start Date of the Task

End Date Displays the current End Date of the Task

Extension Date Displays the current extension date of the Task

Status Displays the current Status of the Task

Assigned By Displays the User who created the Task

Assigned To Displays which User(s) the Task is currently Assigned To

Priority Displays the current Priority of the Task

Flag Displays icons for Attachments and Reminders

Category Displays the current Category of the Task

Entity Displays the current Client or Prospect of the Task

Reminder Displays the User and Date of the current Reminders of the Task
Late Update Displays the last date that an update was made to the Task
Subject Displays the current Subject of the Task

Created Displays the date the Task was created

Viewing a Task

OfficeTechNow Tasks can be viewed by selecting the required Task and clicking on the[”] which will
open the Task window as a new tab in your browser. This can be done in either the Task Interface or
when viewing a Client in Single Client View mode.

‘ @
sOE D oE B 3 @ s Officetechnow
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Task Interface Functions
The OfficeTechNow Tasks interface contains action buttons that provide access various functions.

Function Description

Search Searches the current Tasks based on the current Filters
Refresh Refreshes the current Task list based on the current Filters
Create Task Opens a new Task window

Export Allows you export your Task List as a MS Excel file

Clear All Clears all your Task filters

The following functions are also available in the Task Interface:

Function Description
Search Searches the current Tasks based on the current Filters
Refresh Refreshes the current Task list based on the current Filters

Create Task

Opens a new Task window

Export

Allows you export your Task List as a MS Excel file

Clear All

Clears all your Task filters

The following functions are also available in the Task Interface:

L3
-

*
-

ho ls
L] 'u.

ﬁ_

Function

Description

Deletes the selected Tasks.

CAUTION: Once Tasks are deleted, they cannot be retrieved by anyone,
including the OfficeTechNow Support Desk.

T
.."'l
I= e

Allows for the reassigning of any selected Task(s)

Takes you to the Client

il | =9

Allows you to set the Status of the Task

n ||

Enables the Task to be printed
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Task Alerts

OfficeTechNow Tasks uses an Alert system that provides Task Alert Pop-Up to generate. Alerts will
be listed in your Alerts window and will also appear as Toast Alerts that will pop up within your
OfficeTechNow window.

% Alerts X

George Black - - Business (Reminder)

Start Date 18/05/2021
Assigned By: Irene Kendall

Status: In Progress AAATEST CUENT ) Mazda -

e e Type ‘ Endorsement (Reminder)
AAATEST CLIENT - Mazda -

George Black - - Business 18/05/2021 10:16 AM Task Update Endorsement
George Black - - Business 18/05/2021 12:00 AM New Task
Jemma Black - - Cancellation 17/05/2021 03:10 PM Task Update
Jemma Black - - Cancellation 13/05/2021 12:00 AM New Task

Remind Me In 5 Minutes x n Dismiss

The Listed Alerts are colour coded based on the type of Alert generated.

Alerts can be dismissed or postponed. Simply highlight the Alert(s) and click Dismiss or choose a
time to postpone the Alert and click Set.

Task Alerts will automatically trigger for:

Alert Description
Task Start Date Assigning a new Task to another User, the assignee will receive an Alert
based on the Task Start Date

Task Reassign Reassigning an existing Task to another User, the assignee will receive an
Alert immediately

Task Update Updating another Users Task, that User will receive an Update Alert
immediately
Task Reminder Setting a Reminder on a Task, you will receive an Alert based on the date and

time you have entered into the Reminder section

Task Completed Setting a When Completed Reminder on a Task, you will receive an Alert
once that Task has been competed

Task Reminders
To set a Reminder Alert on an OfficeTechNow Task (either your own, or on another User’s Task):

= Locate and Open the Task in which to set a reminder

= Check the Remind Me checkbox

= Check the On checkbox and enter in the date and time of the reminder, OR

= Check the When Completed checkbox to be alerted when that Task is completed
= (Click Save or Save & Close

Remind me O on 09/06/2021 =B 03:16 PM
(O When Completed

Reminders will also appear in your Alerts Window.
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Creating Tasks
There are several ways to Create a Task:

To create a new Task from the Task Interface, click the Create Task button.

To create a Task while attaching a file, click the Send to button and select New Task.

Home Tools Administration  Audit Trail
ca0EBO A EE=E
D Clients only |Quick
v B Jemma Black-1234 |_n E i— E* > Groupby | 1
B (Alerts)
D NC Fil New Task
B (Draft = sting
(Drafts) fn S| ExstiraTask hggress Chane
(Premium Funding) O | oc J- 2022 .03.01-09.05-Policy Amendn
(Proposals) D v A 2022.03.01-09.05-Endorsement If
> w2020 D oc A 2022.03.01-09.05-Return Premiur
D ic @& 2022.01.10-10.49-Renewal Schec
> w202
D oc g8 2022.01.10-10.43-PDS.msg
v &0z O @ e @ 2022.02.08-11.08-Claim Acknawl
Business D wp A 2022.02.08-11.08-PDS.pdf
&= Claims O iv - 2022.02.08-11.08-Invoice.pdf
D wp @ 2022.02.08-11.08Invoice xlsx
Liability
[ an B 2022 02 08-11 08-Client Corresnc

Selecting Attach to Task in the OfficeTechNow Save Form as you are saving a document allows you
to attach the document to a new or existing task. If you check the Attach to Task tick box a new
window will pop up asking if you want to save to a New or Existing Task.

Send To Task x
D Attach to Task e
The above actions will open a new Task window.

By default, the Task is assigned to you, however, you can easily assign a Task to another User (or
Users) by modifying the displayed value in the Assigned To field.

If a new Task is assigned to another User, that Task will appear in that User’s Task List and they will
receive a Task Alert on the Start Date of the Task — however that Task will still be visible to all other
Users in OfficeTechNow.

Create New Task x
signedTo+ | Kate Fergeus | x x - [
Priodity | Normal - End Date * (Y or:sa e
! & Ext. Dat () O Aow exten
atu: Ne: -
N hments A
B I U S Nomal * = A Senf B B %
O rer
e O D
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When creating a new Task ensure you complete all relevant fields to ensure the Task contains the
correct information and can be easily followed by other Users in your absence.

The fields and functions in a Task are outlined below:

Field/Function

Description

Assigned To

Displays the User responsible for the Task processing/completion

Priority

Defines the urgency of the Task

Created Date

This date reflects the date of creation

Start Date This date can be left as the current date, or the date when the Task needs to
be commenced

End Date This date reflects the date the Task needs to be completed

Time This time reflects the time the Task needs to be completed

Ext. Date This date reflects the current extension date, i.e. the date beyond the end

date that has been allowed for completion

Allow Extension

Defines whether an extension date is allowed for the Task

Entity Reflects the Client or prospect that Task relates to

Category Reflects the type of Task being worked on, e.g. transaction type

Title Reflects additional information that can be displayed in the Title column in
the Task List

Subject Reflects the specific product or policy class/number that Task relates to

Status Reflects the current status of the Task

Notes

This is where compliant notes are made against a Task. Notes entered here
are automatically user/date/time stamped and cannot be edited once saved

Notes Formatting

The icons at the top of the Notes field allows for various formatting options
for Notes

Add Flag A flag can be added to a Task Note to direct the User easily to important
notes. This is useful when flagging important information inside a Task

Attachments Displays a list of files that are linked (not attached) to a Task

Audit This field logs changes made

Remind Me Allows for the setting of reminders on a Task

Print Will generate the Print options for the User to print the current Task

Save Will save your most recent changes and keep the Task open

Save & Close

Will save your most recent changes and close the Task

Cancel

Will cancel your most recent changes and close the Task

Updating Tasks
OfficeTechNow Tasks can be updated directly through the Task Interface, or whilst saving a file or
email to OfficeTechNow.
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Adding Notes

Task Notes can be added by any User to any Task. When adding notes, ensure that your cursor is
below the perforated line as text above this line is locked and cannot be edited.

To add a note to an OfficeTechNow Task:

= Locate and Open the Task to be updated
= Type your note in the Notes field of the Task
=  (Click Save or Save & Close

Task: Jemma Black-1234 — Business - Renewal Dom -3\ tions '3 officetechnow

Aasigned By | Karen - Created | 2610272022 Q) .
.- B [

1200 PM Kate Fergeus wrote: [l

incumbent OBE

EEE=E

OfficeTechNow will now add your note to the Task, which will be user/date/time stamped and
cannot be modified making the note fully compliant.

Adding Note Flags

Task note Flags can be added to a note to make it easy to identify. Once a note Flag has been added
it is visible to all Users, by way of a list of flags across the top of the Notes field.

Task: Jemma Black-1234 — Business — Renewal Dom -3 e -5 officetechnow
Assigned By S - eated | 24/02/2022 (] .
T X - b | 0072022 B o

ronty | Noms - e oz ) 0o aw i
mma Black-1234 x - Business £x1. Dat o0 (Y] B Allow Extension . .

gy . x v Subject | VERODDOO2S1-New factory x v Status | InProgress - [ m]
count x - nsurer + | Ve brocess renews

' [

; 1 Jerwrites
B I U & Nomal = = A Senl H B % e documentat

B
0 ke

The note Flag will also appear in the Flag Column on the Task List.
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VEROOOOOZS1Newfactory  09/07/2022  20/08/20221000AM  01710/2022  In Progres Kol | KotoFarpwus | | Noima E Renewsi Dom ¢ @
VERO000181 Test 22102021 03122021 1100AM 140172022 InProgre WeoaTest | KotoFerges | Nom Reneai D

Motor Vehicle - VEROD00024: 0/11/202 0/11/2021 1243 PM New Irene Test Kate Fergeu:

oooo o

To add a note flag to an OfficeTechNow Task:

= Locate and Open the Task to be updated

= Locate the note to be flagged in the Notes field

= Click the Flag icon which will appear when you hover over the note. Once you have selected
the flag it will turn green to indicate that the note has been flagged and will append to the
note once you have Saved the Task. You will also receive a message that the Flag has been
added successfully. Click Save or Save & Close

Notes  Attachments (1)  Audit
Motes | Attachments (1)  Audit M
F B I U S Nomal $ = A Serif s
B I U S HNomal + = A Senf Notes +/Add Flag Successfully

[03/03/2022 02:01 PM] Kate Fergeus wrote: [l
Remarket to Zurich & Allianz
[03/03/2022 02:01 PM] Kate Fergeus wrote: F """"""""" B
. 03/03/2022 02:00 PM] Kate Fergeus wrote:
Remarket to Zurich & Allianz { - MI “ M
............. - Incumbent QBE

Previous year Premium $2,500
[03/03/2022 02:00 PM] Kate Fergeus wruleD Previous year sum insured $257,000

Excess §1500
Incumbent@BE L -

Previous year Premium %2 500
Previous year sum insured $257,000
Excess $1500

The note flag will now be visible to anybody opening the Task. Note flags appear in the order that
the flags were placed, not the chronological order of the notes themselves.

To remove a note flag to an OfficeTechNow Task:

= Locate and Open the Task to be updated

= Locate the note to be unflagged in the Notes field

= Click on the Flag icon which will remove the Flag from the note
= (Click Save or Save & Close
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Adding images to Taks Notes

To add an image to a Task Note, first you must save the image outside of OfficeTech to your
windows environment. You can then load then using the Image Icon in the Task and QuickNote
ribbons.

1. From the Toolbar inside an open Task, select the Image Icon

B I U 5 Nomal £ = A Serf * %

2. This will take you to your Explorer Driver to select a saved image

_G Open X T
&« v N > ThisPC > Desktop > KEllis > Newfolder > Dem Docs v O O Search Dem Docs

Organize v New folder
A te
3 Quick access -
= PAID
[ Desktop »* >
2 e PAID)

‘ Downloads E — ™ J %
Check Stamp  Happy image Medicare OT Logo Paid stamp Paid Stamp
- Bird Card

.‘.

= Documents

&= Pictures » Q

2024 \/ 7

[ SCANNED Karee’
Expenses . d
: [
Misc

Scanned scanned Signature signaturel Slight Mishap Select a file

to preview.

Parking

@ OneDrive - Persor

@ This PC

3. Select the Image and click Open and it will load into your Task.

Create New Task x

B I U®G Nomal 2z & Serf @R

00
7
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Updating Attachments
OfficeTechNow allows you to link files in OfficeTechNow to Tasks. The file must be saved to
OfficeTechNow in order to be linked to a Task.

Note: adding a file to a Task creates a link to the file, it does not create a separate copy of the file
into the Task therefore once a file is linked to a Task it should remain in OfficeTechNow and not be

deleted.
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There are several ways to add a file to a Task:

File - Browser

[0 Clents only Quick Find

* @ A 1

> [ Clients. e

‘Subject
name.

Comment

> [l Prospects

> [ Underwiters

> [ Premium Funding

Recipient

From the Task window — using the e icon which will open the Select File Browser window

e From the OfficeTechNow File View — click the Send to Task Icon - =
U — Py
cOEONEBD EE-"@ » S officetechnow
O ciients only | Quick Find Q, Proview
> 2022 Noms - °
v 2023 Subject Comment NC Author Status Recipient

. (Alerts) O ent Corresponde... 0000330 ' Automanicaty Gerergted from INSIGH ac Office._.. H

™ (Claims) O s 202301.31-08.25Endorsement Invoi s ’ Automatically Gererated from INSIGH iv Office_. 1

. M+ 2023.01.31-08.25Policy 2 VERD000D2S1 ’ Automatically Genecmted from INSIGH | oc Office... i

[m] 6 2023.02.02-13.27-Business.oqn 0000330 ra Phane call ra fn Irene i

e Via the OfficeTechNow Save Form — Attach to Task checkbox - [] Attach to Task
OfficeTechMNow X
* B A L [ clients only | quick Find Q
v Be Jemma Black-1234 File name 1 Subject Comment Au
& 2022.01.10-10.49-PDS.msg Business - VERO00D0251 Sent to Jemma Tet
B (Alerts) @& 2022.01.10-10.49-Renewal Schedule(1).msg Business - VERODOD0251 Approved Ad
= (Drafts) & 2022.01.10-10.49-Renewal Schedule(2).msg Business - VERO0000251 Approved Tet
& 2022.01.10-10.49-Renewal Schedule.msg Business - VERO0000251 Approved Ad
(Premium Funding) @ 2022.02.08-11.08-Claim Acknowledgment docx Business - VERO0000251 Total Loss Letter Ka'
B (Proposals) @ 2022.02.08-11.08-Client Correspondence.doex Business - VERO0000251 Annual Review Letter Ka
A 2022.02.08-11.08-Invoice pdf Business - VERO0000251 Sent to Jemma Ka
> 2020 @ 2022.02.08-11.08-Invoice.xlsx Business - VEROD000251 PETM Ka
> w2021 . 2022.02.08-11.08-PDS.pdf Business - VERO0000251 VERO Ka
. 2022.03.01-09.05-Endorsement Invoice-Jemma Black-... 353 Automatically Generated from INSIGHT off
v 2022 . 2022.03.01-09.05-Policy Amendment-Jemma Black-VE... VER00000251 Automatically Generated from INSIGHT off
& Busi A 2022.03.01-09.05-Return Premium Credit-Jemma Blac.. VERO0000251 Automatically Generated from INSIGHT off
usiness % 2022.03.01-14.45-Address Change.ogn Business - VERO0O000251 Advice of change of Address Kai
M Claims
Type * ic - Incoming Correspondence - Location * .
Description* | Endoraement X T ClentstJemma Black1234/2022/Business =
Author * | Technosoft Solutions Endorsement. msg
Subject * Business - VEROD0D0251 X -
Comments * | Excess query

O copytoPoF [ Attach to Email

Delete from Outiook

Cancel
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Updat

ing Task Status

There are two ways to update the Status of an OfficeTechNow Task:

Via the Task Interface

Locate and Open the Task to be updated
Click the dropdown list of the Status field
Update the Status to the desired value
Click Save or Save & Close

nssigned By

Assigned To*

priority

Clent*

Category*

Account Manager *
Notes  Amachments

©

File Name

] Rerindme

Task: Jemma Black-1234 — Business — Renewal Dom

Karen Blis

Kate Fergeus | x -
Nomal -
Jemma Black 1234 x - Tie | Busness
Renemol Dom x - Subject | VERODDOUZSY New factory x -
Kate Fergeu: ® - Insures+ vero
At
Subjeet Comment Author Created Date Last Modified Type

Created

Start Date®

End Date*

Ext. Date*

Stanus

D s g Officetechnow
awizranz o]
o0/07/2022 B i prmvicus yesr
20/08/2022 (Y [10:m0 am i
ovsez 1] 8 swow exenson Contact chent
JaProgress - [ =}
[ Process renawal
Cornpete E
_— Update ;emmer
, Folaw s Issue documentation
InProgress 2
N Reaeive payment
Gl Payment Received
===

Via the Task List

Locate and highlight the required Task
Click the Set Status icon

Set Status

Status * |

Client Response
Complete
Deferred

Follow Up

In Progress
New

Client Payment Received

Update the Status to the desired value

Set Status

x

Status * [ Elient Response

Cancel

Save

Click Save and the new status will be reflected in the Task List

[J  © JemmanBlack-1234 - Business - Renewal Dom VERO0000251-New factory 09/07/2022

20/08/2022 10:00 AM
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Completing Task Steps

OfficeTechNow Tasks may contain Task Steps which provide guidance on the individual steps that
need to be taken when completing a Task. These Steps will appear on the right-hand side of a Task
and will be accompanied by a Step Icon and a Tooltip when hovering over the individual Steps.

@ Officetechnow

Issue

documentation

Fo

Receive
payment

The Task Steps for a particular category of Task is controlled by your System Administrator.
To complete an OfficeTechNow Task Step:

= Locate and Open the Task to be updated

=  (Click the Task Step Icon that to be completed
= Entre any relevant notes in the Notes field

= (Click Save or Save & Close

Once a Task Step is completed OfficeTechNow will stamp the Audit field in the Task.

Note: If a Task Step has been set up as mandatory, you must be complete the Task Step for the Task
to be saved to the appropriate folder in OfficeTechNow.

Reassigning Tasks
There are two ways to reassign an OfficeTechNow Task:

From the Task List
= Locate and highlight the Task or Tasks to be reassigned

= (Click the Reassign :': icon
= Update the name in the Assigned To field

Reassign 1 task(s)

Reassign to | I |

= Click Reassign

Page | 74
©2025 Copyright. Commmercial in Confidence. Technosoft Solutions (Aust) Pty Ltd



From the Task Interface
= Click the dropdown list of the Assigned To field
= Update the name in the Assigned To field
= (Click Save or Save & Close

Task: George Black-1288 -- Business

Assigned By Irene Kendall -

Assigned To * Karen Ellis x| x o
Priority Karen Ellis

Clent™ 1 M Kate Fergeus

Category *
O marty McFly
Account Manager *
[[] Phebe Buffay
Notes =~ Attachments (1
[[] sarah conner
[18/05/2021 10:16 AM]

hello [ Tony stark

Completing Tasks

Once a Task is completed, the Task needs to be saved into the relevant folder in OfficeTechNow.

Completed Tasks are a read-only record of the original Task and cannot be modified once saved.
They serve as an audit trail of the completed transaction which is viewable to all Users.

To complete an OfficeTechNow Task:

= Locate and Open the Task to be completed

= Ensure all Task Steps have been completed

= (Click the dropdown list of the Status field

= Update the Status to Completed

= (Click Save & Close. A message will prompt you to confirm to proceed.

= (Click Yes, to proceed. An OfficeTechNow Save window opens allowing you to save the
completed Task to any folder in OfficeTechNow.

Save Task x

After saving this task, you will no lenger be able to make changes te any of details. Are you sure you want to continue?

No Yes

Note: Tasks cannot be completed without completing all the mandatory Task Steps
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Search

The Search function in OfficeTechNow provides full text-based searching on all text-based
documents. Filters in the Search window allow for filtering unmanageable results into manageable

lists so the user can locate a file.

cO0EBOPDNED EEEE

m}

Document Search

D i 2 officetechnow
Q
scatior Document Propertie
]
03/03; B
File Dat
ou
‘Advanced Seerch

To search and find a file in OfficeTechNow, open the Search screen, and type a keyword in the
Search field. If you know the type of file you are looking for, you can also use the File Type Filter.

@ Document Search

Search

[ client Cabinet only

O Folder Search

[ match Whole Word

File Type

I Outlook Message ((msg)

><v|

Max Result

200

Hide Attachments

e

Click Search and the matching documents will appear in the list.
If the results generated are too extensive to locate the document, use the additional filters available.

O v
earc Location Dacument Properties
[a)
O ] Metch B
File Date
P
-
= o
Nar Author Subject Comment Created 4 r Type
O  2073.06.0520.42-Claim. Irene Kendall | Business - CGUO00D130 Completed 06/05/2023 10:00AM | 0! 231000AM ot
2023.03.30-21.37-vero-Motor. pdf lents\HAPPY HOLIDAYS INC-168 Admin TBA Policy document 30/03/202309:37 PM | 30/03/202309:35PM  pdf
O 2022122910304 1o Complete.msg Clients\Jemma Black-1234\2022\ tssadmin Travel - 0000330 Lost luggage 2012/2022 1031 AM | 29/12/20221031AM | msg
O  2022.11.09-18.40-Phone Call.ogn Clients\Jemma Black-1234\2021\Business Dilederman  Business - VERODD0O251 Documentattached  11/09/202210:00AM | 11/09/202210:00AM  oan
2022.09.06-14.58-Motor Plus PDS - VERO.pf Clients\Harry Potter-166812022\Builders Warr | Admin Construction - CGUO000320 | X 09/06/2022 1000 AM | 09/06/202210:00AM  pdi
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Search Filters also include:

Location:
Select a specific Cabinet or Client for your search request. With this filter results from other locations
will not be generated.

Location

Client AAATest Client x

Document properties:

These properties can be used to limit the results to the requested Author or Subject etc.

With these filters, results from documents without the selected properties will not form part of the
search results.

Document Properties
Author Admin »
Subject
Comment

Naming
Convention

Date Created:

These filters are useful if looking for documents created on a specific date, or in a date range. The
default date range is set to a range to include 3 months prior to the current date up to and including
the date of the Search.

Date Created

From | 26/03/2023 E‘|

To | 26/06/2023 =]

All the filters can be used in combination but remember, each added filter will remove possible files
from your search results.
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Action Buttons:

Search:
Generates the Search based on your requested filters, if any.

Clear:
Clears all search filters that have been loaded.

Advanced Search:
See below

Export:

Allows the generated search results to be export from the search engine.

If you Export the search results, the window will request you open the download into Excel.
Select OK to export the results to Excel.

Opening SearchResults_06062021173302.xsx *

You have chosen to open:
£34) SearchResults_06062021173302.dsx

which is: Microsoft Excel Worksheet (20.9 KE)
from: blob:

What should Firefox do with this file?
®Qpen with | Excel (default) =
() Save File

[ Do this automatically for files like this from now on.

Cancel

Advanced Search

The Advanced Search function is also useful for generating a more specific or advanced search
result. The Advanced Search function is a query builder to build search word combinations that filter
results based on your query request. The more combinations you add, the greater the filtering of
results.

Advanced Search *
Query Builder

Find document containing the words...

AND which ALSO contains
OR which contain
BUT do NOT contain

“‘BAS" AND "MASERATI" AND NOT "Blue”

Blue

Query Result

Clear

m pancel

Your query will be populated into the Search field as follows:
@ Document Search O Folder Search
Search

‘BAS" AND "MASERATI" AND NOT "Blue”
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Search Results Actions
Once you have the search result list in the screen there are two File actions available:

4 ©

Go To Location:

Go to location

Select a file in the result list and tick the check box. When you click on Go to Location you will be
taken to the location of the file. The selected file will be highlighted within the folder to which it has
been saved to.

ot o

[0 = » 2021.08.2504.11-New Business Clos ’ ! e y oc Karen

T1 & 2021.08.30-14.3%nvoice & FSG(1). ’ ’ oc Irene demo@tssofficetech.onm

( & 2021.08.30-14.39-Invoice & FSG.msg ’ s Irene

( ® 2021.10.20-11.02-Declaration xlsx y ’ wp Irene

( & 2021.11.04-14.08-Invoice & FSG.msg / 7/ ic Irene demo@tssofficetech.onmicrosoft.c
O & 2022.01.10-10.49-PDS.msg 7/ Vs ic Techn. demo@tssofficetech.onmicrosoft.c
® 5 202211.09-18.40-Phone Call.ogn / / fn Di Le.

[ @ 2022.11.09-18.42-2021 2417458 7 7 wp Dile.

C ic:2021.07.23-01.50-Business-i y ’ ic Irene

(] & ic:2021.08.03-14.56-Policy Schedule. ’ s ic irene

Download:

Download file

The Download file function in Search works the same way in the File Action options.

Folder Search:
O Document Search @ Folder Search

The Folder Search feature provides the option to search for a specific folder in the system, by Folder
name or part name.
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Templates

OfficeTechNow Templates allows all Users to access the same document, spreadsheet, and email
templates. To open a Template, click the Ellipsis button at the end of the row and click
Download to open the required file.

@080 EEsE >

Ol oot o Q

™ Ciaims

K

8 New Business
™ Renewa me
& Assessor to Complete oft 36Ke

@ Claim De

dotx

ool0o

& Ciaim Form msg 22k8

Attach to Email

Attach to Email will attach the Template to a new email.

cOoEONBa @EEsE

[ client. Q

e nam
& Asse C
& Claim Formoft 338
@ Claim Form.oft dotx 12K

1o Complete oft 33k8

8000 E

To attach a Template to an email, select the Template and click the New Email icon.

Email Attachments x

@c

laim Form_oft dotx

Email Template

Browse

el Create Email

= |f needed, Click the € button to add additional files from other OfficeTech locations

* If needed, Click the B button to remove the selected file(s) from the new email

=  When the External checkbox is selected, all of the files listed will be inserted into your email
(this is set as default and should be the option selected when sending emails to people who
do not have access to your OfficeTech, i.e. clients).
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= The Internal checkbox inserts links to the files listed, which can only be opened by users who

have access to your OfficeTech system, i.e. colleagues.

to select an email template to attach your files to

Email Attachments X

° O nternal @ External

@ Claim Form.oft dotx

Email Template

Browse

Cancel Create Email

= Click Create Email

You can also attach the document to an Email Template. To do this, click the Browse button

This will generate the Outlook email window, with the attachment, from where you will populate

the email details and send.

Outlook will send your email.

R Untitled - Message (HTML) = o

File ~ Message Insert Options FormatText Review Help Officetech Q  Tell me what you want to do

“ E"\ Calibri Light 1 VAR g 1] o O E—

- DE& B T U Sei=. == & un
Paste 4 = Names Incude  Tags  Dictate Editor | Immersive
- g P A = v v N Readler

Undo  Clipboard ™ Basic Text. ] Voice Sensitivity Editor Immersive

= To

Send e

Subject

Claim Formoft.dotx
VE 12KB

*

Find Template

To search for a Template, you can enter a keyword in the Find Template field.

@080 EE=E

| o

O | Filename ¢ Size
[m] & Claim Form.oft 33KB
[0 | & ClaimForm.oftdotx

12KB
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Tools Tab

Home  Tools | Administration  Audit Trail

The Tools Tab allows you access to the Client Maintenance tool. You may not have access to this
function if you are using INSIGHT to create Clients.

Client Maintenance

Home Tools Administration  Audit Trail

Add Client
To add a Client in OfficeTechNow, click Add Client.

a0EDONA EEsE D i g officetechnow
e Q,
:
A window will appear allowing you to give your client a name and select the appropriate Folder
Structures. Click Add.
Add Client X
Client Name *
Rita Skeeter
Select the appropriate structure(s)
D 01.Commercial Client D 32' Commercial Client 03. Standard Client D 04. Domestic Client
D 05. Strata Client D EO1. Aviation D E02. Business D EO04. Caravan
D EQ5. Carriers Liability D EQ6. Computer D EO7. D&O D EO8. Fine Arts
D EQ9. Fire & Perils E10. Liability D E11. Marine D E::&iﬂ:dmal Mal
D E13. Motor-Comm D E14. Motor-Private D E15.PI D E16. Product Recall
D E17. Umbrella D E18. Workers Comp
Cancel “
+ Add client successfully b4
Your Client will be created and the relevant folder/s will be applied.
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Rename Client
To rename a client, search the Client name in the Search Client field.

Click on the #° button to open the Rename Client window. Rename your client and then click
Rename.

S OffieeTechbow x4+ v~ - 8
€ 5 @ @ demoofficetechnow.com.su/portal/tools/clent & an®
i Apps G OfficeTechbow De.. 35 Officelechow UAT [ AppleMusic = Time Zone Converl.. G OfficeTechNow-E.. 3 Hubspot [E Resding et

Fame | Tod Amstaton ATl win @
c20E0O0A EEsE > D i 2 officetechnow
[ Clients only  Quick Fin Q
| ita Skeeta I
Client Client Code Deta Source Action
Rename Client x -
Clen Harme " Edit client successfully x
Rita Skeeta
coce [
Add Structure
To add a folder to a Client Structure, click on the button to open the Add Structure window.

Select the appropriate folder Structure/s and click Add.

Add Structure x

Client Name *

Rita Skeeta

Select the appropriate structure(s)

02. Commercial Client

[0 o01.commercial Client O 5 [ 03 standard Client [0 04 pomestic Client
05. Strata Client D EO1. Aviation D E02. Business D EO4. Caravan
[ Eos. camiers Liability [0 Eos. computer O Eeo7.peo [0 Eos. Fine Arts
E12. Medical Mal
EO09. Fire & Peril E10. Liabilit E11. M
D ire & Perils D iability D arine D Practice
D E13. Motor-Comm D E14. Motor-Private D E15. PI D E16. Product Recall
D E17. Umbrella D E18. Workers Comp
+" Add client structure successfully X
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Administration Tab

fome Tools | Administration
Audit Trail
fjome  Tools | Administration

e il

The Audit Trail function displays the activity of all User’s, as it occurs in OfficeTechNow. There are
various filters that can be used to track those actions. Once filters have been applied the results will

display below

o

‘ BEa A ais | a = officetechnow /

B o a]

@ 000g

ooooDooao

e Black 173

- Date Filters

Action Filters

User Filters

Audit Trail Filters

Filter Description

User Filters actions by individual Users. OfficeTechNow will default to you as
the logged in User.

Action Filters by actions performed in OfficeTechNow. Multiple Actions can
selected if required

From Date Filters actions from and including the date selected

To Date Filters actions up to and including the date selected

Include Non-Active Users

Allows for any no longer active Users actions to be displayed

Refresh

Once the filters have been applied clicking Refresh will display the
results

Export

Exports the current results to an MS Excel Spreadsheet
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Login History
fome  Tools | Administration
N b1
|

Displays full details of all Users’ Login History logging the Login and Logout date and time. The filters
available in the Login History interface are the same as those in the Audit Trail Interface and the
descriptions for these can be found above.

Home ools  Administration  Audit Trail 01870 @
Ua seage aa @ & 5 officetechnow
[0 clients only Q Preview
Ut;yensm x| x - A:\‘J‘:\:rwan x x = }T:uL;dfuzz = ‘TJ:‘T:"AEE; =
| O setect e
O rrene Test
ame Description Source File Target File Application
Karen Ellis Hlis Karen Ellis has Logged In OTNow
s Karen Ellis has Logged In OTNow
[ Kate Fergeus ‘s Karen Ellis has Logged In OTNow
Hlis User Login Karen Ellis has Logged In OTNow
[ Rachelle Wong Hlis User Login Karen Ellis has Logged In OTNow
Filtered by specific user & Login as the Action
Preferences
fome  Tools  Administration
¢! %
The Preference window located in the Administration tab will allow the following actions.
1. Adjust the Font Size of your Folder List and the File View separately.
To adjust your font size, select your preferred Font size either for Files and Folders, or both.
This will determine the size of the font of the lists displayed in the interface.
&
O e ‘ 8
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2. Enable the ability to have Clients Only ticked on by default for your Quick Find Selections.
To enable the Clients Only tick box to remain selected, simply click on the Quick Find Clients
only checkbox and select Save which will enable the Clients Only checkbox to remain
selected in the OfficeTech interface.

Quick Find 'Clients only

Tossne @

@ Officetechnow

tO0EO B EE=E ¥
ez only
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