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1 Overview

The Menu Bar

W screms B wpone @ ot | (@) Reren O prevous = 09/10/2017 16:27
Inbox: Select to view messages sent to your Portal account - g ‘
\/i ; \
Sent: View messages sent by you to your provider ! ey

My Profile: Your portal account settings ‘ B vy e
Upload: Upload documents and send messages with attachments T‘
Refresh: Update live information

Previous and Next: Select next and previous message

Change Layout Options: Categories; Message list; Viewer

e - B X
[ Portal Message Inbox X
& C | @ DocuSoft Limited [GB] | https://www.docusoftcloud.net/MyDocuments.aspx?Code=0003&Email=andyablerecovery@gmail.com Q W
Hello
)Pocusoft

Andy (signou)
.! Sentitems [ My Profile & Upload Previous

09/10/2017  Yes
+ B o0u10/2017 151 06.Tax Yes W0/21T Vs 1 No further action is required for this message. Details of the action taken by you (Andy Able),
hnd any communication you, or the others involved in the approval proccess, made during the
4+ B 09102017143 06.Tax ves 09/10/2017  Yes 1 bpproval period are shown below.
4 3 09/10/2017 1411 06. Tax
= On 09/10/2017 at 15:31 Andy Able approved the message and its attachments.
3 09/10/20171256 oo No
approve the message and its associated atachments.
Yes
indy Able
/ c
Message List L
ble Recovery
4— Categories Viewer g
bction taken during approval:
g Iu 64-8 Form filled.pdf
4 »

Portal Browser
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2 Your Profile

When you log in to the Portal (for the first time only) you will be taken to the My Profile
application, otherwise you can use this application to change/reset password, and to create
preferences and signatures.

In the menu bar (see image below), select ‘My Profile’ and you will be presented with a
number of tab options to set and change your Docusoft Portal profile.

Hello »o oft
Andy (sign out) o | i Gorebions

, Sent ltems MyProfle g Upload | 11/10/2017 13:46

My Profile My Preferences My Message Signature My Certificate Signature

My ProFiLE

Email Address: andyablerecovery@gmail com

First Name: Andy

Theme selection is disabled whilst changes

Last Name: Able
are being made to the profile

Date:  [10/05/2017 |E Hint

[Theme: |Outlook >

Word:  yoo Hint:

Fr— ;- Change Password
Elizabeth Lincol
Hanna Moos

Current Password:

New Password:

Confirm Password:

Portal Browser

‘My Profile’ tab allows users to set memorable information that will be used as a hint if you
need to reset your password. You can also change your password at any time.

‘My Preferences’ tab allows you to set the default for how you view messages when you log-
in, i.e. you can set the default to just view the ‘For Approval’ messages.

‘My Message Signature’ tab allows you to set up the signature for any message you send.

‘My Certificate Signature’ allows you to upload or draw a signature that will be used for
“Electronic Signature” of documents and in the Certificate used for approval.
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3 How to Read Messages

In the menu bar, select ‘Inbox’, select a message in the ‘Message List’, then in the ‘Viewer’
window select the message tab to read the message. Attachments are listed at the bottom
of the ‘Viewer’ window.

Any attached document(s) can be viewed by selecting the desired attachment. The selected
document will be made visible in the ‘Document Viewer’ tab. From the ‘Document Viewer’ a
document can be printed or saved using the standard viewer functions supplied by the
browser.

4 How to Approve Messages and Sign Attachments

Messages can be sent ‘For Approval’ or ‘For Information’. Messages with attached
documents that require approval can be either sent to you for your ‘approval’ only or can be
sent for ‘signature’ and ‘approval’.

Messages that have attachments that require your approval are identified easily.

< C | @ DocuSoft Limited [GB] | https://www.docusoftcloud.net/MyDocuments.aspx?Code=0003&Email=andyablerecovery@gmail.com Y

D Document Manager w4 Projects @) Speaker SpotlightVi. @~ Insolvencyand rest. G Google M Butcherand Compar [3 User-Guide-V8.pdf M PART 2: THE RESELLE 3P Release Notes-Doc.  » Other bookmarks

Hello
»ocusoft
Andy (sign out) Help | Terms and Conditions

Inbox ! Sentitems [BEB My Profile & Upload @ Refresh Previous Next I % g 10/10/2017 09:34
et Time sl Sbiect s Section sForApprovalyNieviss - [ Messaoe | Document Viewer | Fiipbook Viewer | _ioproval Requires =

ko,

< ByStatus 10/10/2017 -
1 Unread (1) i "
Wlapprove  [IDisapprove  [Flcomment
¥ For Approval 2) 3 @ 10/10/20170858  Plea: e 10/10/, P s [ send
© For Information (1) i RN B Approval options e—’s . Uncheck any attachments which you do not wish to approve at this time.

@ Approved (6)
© Not Approved (0)
¥ Priority (1)

= & 7] TaxForm.pdf
4 A 09/10/2017 15:12 szﬁ s 09/10/. £l Taxkom.py

s @ ooo2o7 ez Heose bothsign

& Actions Outstanding (0) 967 Yes ORI

L ;
S : [ This is the signature that will be inserted in the
L) g a . Ignatures g6 Tax Yes 09/10/, PSR R = g
R 01 General Corrspondence I Categories == % certfcate and any documens tht equire
- ! F | signing when you approve or disapprove this
o Us @ wnomorzss oo trefr oo i osr107 || | approve the message and its igning when you app: pp
multiple contacts associated attachments. message.
: 01. General
¢ /09/2017 13; s !
3 A 280920171325 Pic gL oW 28/09/. |l This is from me

4 2 28/09/201713:10  Forsigning Comments 200/ )y Kind regards,

Hello and thanks

A3 €
Attachmentsﬂ B TaxForm.pdt I

‘
e L. M -
<

>
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= 10/10/2017 09:34

Message Document Viewer Flipbook Viewer Approval Required =

This is from me

Kind regards, /\ =
4 | —

Hello and thanks L

!ﬁ TaxForm.pdf

When more than one document is attached, you
can also choose to save and download files.

In the ‘Viewer’ window, click on the tab marked
‘Approval Required’, above the message. You are
presented with a number of check box options:
‘Approve’, ‘Disapprove’, ‘Comment’, ‘Sign’ (if
signature is required) and Send.

1

)oc“soﬁ You can view all messages requiring approval
e by clicking on the ‘For Approval’ category.

In the ‘Viewer’ window, the ‘For Approval’ tab

@iapprove Fldisspprove Flcomment ["Sena | will flash when a message requires approval.
Uncheck any attachments which you do not wish to approve at this time.
) Tasformpst From the ‘Viewer’ window you can view the
message, the attached document(s) and the
f Aral MALZIR U This i the signature that will be Tnsértad in the .
N e e level of approval required.
| | approve the message and its « | signing when you approve or disapprove this
" associated attachments. message.

)ocusoft

attachment shown in the panel sbove,

Help | Terms 2ndl Condtions
e = 12/10/2017 10:23
- Save Attachments Document Viewsr | Flipback Viewsr | Agproval Requirsd 2
p—
This facility s for saving multiple documents. Single documents can be saved by right clicking the

NOTE: When saving multigle files a zip file will be downloaded to your specified folder. When the

download is complete, to extract the documents right click the zip file, select ‘Extract All..." and follow the

instructions.

[ Correspondence.pdf
7 ¢t600-short-2008.pdf

S Correspondence.paf 8 ct600-short-2008.pdif

To ‘Approve’ a message simply click on the ‘Send’ button. Only the ‘Send’ button is

displayed when no signature is required.

To ‘Sign’ a message, click on the ‘Sign’ button. Your Portal provider will determine where
your signature is placed in the document and how many times it may be required. Once you
have signed a document, and you are happy (you can review the document before it is
‘Sent’), you can click on the ‘Send’ button and the document is signed and approved. You
can review your signed document after it has been sent by accessing the message from the
‘Approved’ list and clicking on the ‘Document Viewer’ tab. And you can download a copy of

your signed document at any time.

When sending a document/message, a number of activities will be initiated automatically

including:

Page |6
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- Astandard comment (“l approve the message and its associated attachments”) will be
added to the comment (which can be edited before sending);

- Your electronic signature is embedded in the PDF and is certified (signing only).

- An email notification with the certificate attached will be sent to you;

- An email notification with the certificate attached will be sent to the Portal provider;

- The message will be marked as ‘approved’ and will no longer appear in the list of
messages ‘For Approval’.

5 How to Disapprove Attachments

When you have viewed a message and its attachment(s) and decided it should be rejected,
then use the Disapprove selection option provided.

To ‘Disapprove’ a message check the ‘Disapprove’ box and click on the ‘Send’ button.

»ocusoft
Help | Terms anc Conditions

E | 10/10/2017 09:34
 Approval Required | =

A number of activities will be initiated
automatically including:

Message Document Viewer Flipbook Viewer Appre

- A standard comment (“I disapprove the
message and its associated attachments”) will
be added to the comment;

- A certificate will be generated;

Flapprove [@IDisapprove  [FlComment [ Send |

Uncheck any attachments which you do not wish to approve at this time.

[@] TexForm.pdf

T E—— - An email notification with the certificate
| | i a0 e L U2 certificate and any documents that require .

W= B 4 .

| pr——— (SRS SN attached will be sent to you;

" associated attachments. message.

- An email notification with the certificate

This is from me
r— /\ i attached will be sent to the Portal Provider;
HElloled tianis [\, L - The message will be marked as

‘Disapproved’ and will no longer appear in the
list of messages ‘For Approval’.

B TaxForm.pdf

It is also possible to partially approve a message that has multiple attachments.

To ‘Partial Approval’ a message (applies to messages with multiple attachments only), check
the ‘Disapprove’ box, check the box(es) for the attachments that you approve and leave the
attachments that are not approved unchecked and click on the ‘Send’ button.

After Approval, a number of activities will be initiated automatically including:

- Astandard comment (i.e. “l approve the message and 2 of its 3 associated
attachments.”) will be added to the comment;
- A certificate will be generated,;

Page |7
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- An email notification with the certificate attached will be sent to you;

- An email notification with the certificate attached will be sent to the Portal Provider;

- The message will be marked as ‘Approved’ and will no longer appear in the list of
messages ‘For Approval’.

6 How to Comment on Messages and Attachments

You can add and send comments about messages and attachments easily by using the
‘Comment’ function provided. You can amend standard comments for approve and
disapprove at any time in the ‘Comment’ window. You can send comments about a related
message or attachment without either, approving or disapproving.

Hello
»ocusoft
Help | Terms and Conditions

Andy (sign out)
! Sentitems [ MyProfie @i Upload | @ Refresh @ Previous Next I EE 12/10/2017 11:27
“ Message Save Attachments Document Viewer Rlipbook Viewsr Approval Required ~

4 @ 12/10/201710:15  Please sign Ol:beneral
Correspondence

. [lapprove  [CDisapprove  lComment Send
& 3 121020171004  Pleasesign O, Gensal 3 e

. When you are ready to spprove this message, you will have the option to specify exceptions
1 A 10/10/20170932  For signature 06, Tax 3 Ry e 2 By e
$ @ 10/10/20170858  Pleasesignthis  06.Tax

- - u = = | v (% v ry. [0
3 @ 09/10/20171529  Forsighby2 06, Tax | Verdana Tex - |RR s RN | v i the signature that vill be inserted in the certficate and any documents that
Dear Tom, “  require signing when you approve or disapprove this message.
A oyropo7isz HSBFOR 06. Tax
SIGNATURE | 1 have some doubts about this document. Please call me to discuss.

i3 A 09102017 1432 :f:‘emh #9006, Tax Wi i,
b @ oofoporr ey Multiplesignatures oo Andy Able
required
A ovt0po7zse  estsignaturefor g
muttiple contacts
01. General =

3 @ 28/09/201713:25  Pic

Correspondence

3 (3 28/09/20171310  For signing g:{iz:;:’;ma

‘ 5 B Correspondence.pdf & ct600-short-2008.pdf

) o — -
il »

Comment on Attachments
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Message Comments Approval Reguired

On 12/10/2017 at 11:51 the following response was received:

Hi Andy. The form has been checked and all the required information is
contained and complete. Please review and sign if you are happy with the
contents. Thanks K

»ocuoft
Help | Terms and Conditions

| 0/2017 11:51

On 12/10/2017 at 11:49 Andy Able made the following comment:

I am not sure this has all the required details. Please can you check this form for me.
Kind regards,
Hello and thanks

Andy Able

ARLE

Able Recovery

Attachments

1

When you wish to make a comment only,
check the ‘Comment’ box, and type your
comments in the message window and then
click on the ‘Send’ button.

The intended recipient at the Portal provider
will receive an email notification confirming a
comment has been added to the message.

If the recipient from the Portal provider makes
a further comment in response, then you will
also receive an email notification confirming a
comment has been added to the message and
the new (and all previous) comments will be
available in the ‘Comments’ tab.

7 How to View and Print

Attachments are located at the bottom of the ‘Viewer’ window (right-hand panel),

highlighted as ‘Attachments’.

Hello
)P ocusoft
Andy (sign out) Vel [ Farms ) Concifons
MyProfie > Upload Refresh Q@ Previous Next I 12/10/2017 12:19
| Dsefme S Sewon  ForAperowd Document Viewer [ Flipbook Viewer | Approvl Requies
= By Staty > it rowser wil
Toaoue 4 @ 12/10/201710:15  Please sign 21‘ Ge"e'a; Yes Ut e b
i Unread (0) orrespondence
- . 01, General
¥ For Approval (4) 4 3 12/10/201710:04  Please sign i 'a Yes. @ HM Revenue Tax Return 2015
["® For Information (1) — &Customs Tax year 6 April 2014 to 5 April 2015 (2014-15)
- S 1A 10/10/20170932  For signature 06, Tax Yes
© Not Approved (0) 4 (3 10/10/201708:58  Please sign this 06. Tax Yes mo i
1 Priority (1) . Employecrataranca - =¥
S Ra—— 4 3 0911020171529 Forsigby2 06, Tax Yes Date
HM Revenue & Customs office address.
= By Folder ., 648FOR

48 000171512 Gouie 06. Tax Yes
7 01. General Correspondence | L i
R 06. Tax L8 3 09/10/2017 1432 Z:::“ bothsign g T Yes

3 B o0g/t0017 141 Moltiele signatures g o Vs L <

required
<c  Testsignature for For
8 8 ovopoizss  EEIECES 06 Tax No Telephone Reference
i . 01. General Your tax return
3 A 280020171325  Pic Comespondence Y5 ik e o b s | At ol e e
taable income and capital gains, - S File your tax retur with HMRCS free online service. It is
o 01 General e fo the vt fmem o Click to View bud T SR RS T k
§ 3 28/09/201713:10  Forsigning Yes
Correspondence
X Correspondence.pdf X €t600-short-2008.pdf

Viewing Attachments

Attachments are clearly labelled. You can view any attachment by clicking on it. The

attachment will be displayed in the ‘Document Viewer’ tab.

Page |9
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Hello
Andy (sign out)

Inbo:

All Docs (1)
= ByStatus
£ Unread (0)

a»

¥ For Approval (4)
® For Information (1)
@ Approved (6)
© Not Approved (0)
1 Priority (1)
& Actions Outstanding (0)
= By Folder
7 01. General Correspondence

&3 06. Tax

Quoiaiions.
Py

! Sent Items ! My Profile

& Upload

| @Refresh 4

12/10/2017 12:25

 Date/Time.  For Apprc Message Save Attachments Document Viewer Flipbook Viewer Appr quired
01. General Vi b inde
4 A 121020171015 Please sign OlConeral Yes st o e frgntzes oy
Correspondence
Correspondence.pdf
$ () 12/10/201710:04  Please sign Ol Seneeel Yes
1 @ 10/10/20170932  Forsignature 06.Tax Yes
@ HM Revenue Tax Return 2015
4 & 10/10/201708:58  Please sign this 06.Tax Yes &Customs Tax year 6 April 2014 to 5 April 2015 (2014-15)
3 A 091020171529  Forsigby2 06.Tax Yes
UTR
10/2017 64-8 FOR NINO
+ 8 o0 gl 06. Tax Yes Employer reference [ ks -
Date
3 Y com0moi7 a9, Plesse bothsign -
+a o0 u2 (7 06. Tax Yes il G Sl sk +
o Multiple signatures
4 8 09/10/2017 1411 06. Tax Yes
required L 2 -
3 A ovi0p01712se  (etsignaturefor gp o Ne
multiple contacts
01. General L =
3 A 28/09/20171325  Pic P Yes
Correspondence
3 A 280820171310 Forsigning 01. General Ve B correspondence.paf I ct600-short.2008.peif
i Correspondence
»
| = o — v

Print Attachments

From the viewer, attachments can be printed and/or downloaded. The web browser
application you are using will determine how you can review, download or print documents.
Where there are multiple documents, an additional download feature is provided to
improve download speed by saving attachments at the same time.

€ > C [ 8 DocuSoft timited [GB] | huips
I print

| Totsk 1 sheetof paper

Docusoft PDF Convertor

Change.

tions ¥ Fitto page

www.docusoftcioud.net/MyD

| T

Company - Short Tax Return form

CT600 (Short) (2008) Version 2
for acounting pertodh ening on or aher 1 by 1999

Print Attachments using your Web Browser

8 How to Use the Flipbook Viewer

When there are a number of documents that need to be viewed, the Flipbook Viewer is

provided as an alternative viewer. One or more PDFs can be merged and presented as an

on-line book to flip through.

Page |10
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To create a Flipbook View:

- Choose the ‘Flipbook Viewer’ tab in the ‘Viewer’ window;
- Click the ‘Prepare the Flipbook’ button;

[3 Portal Message Inbox X e s X
& DocuSoft Limited [GB] | https://www.docusoftcloud.net/MyDocur spx?Code=0003&Email=andyablerecovery@gmail.com *
p: y y Y@g
Hello
Andy (sign out)
! Sentitems BB MyProfie e Upload @ Refresh Gl Previous Next IP %@ E 12/10/2017 13:05
i Dete/Time s Subiect s Section | [ Message Savettachionts DooupentVieies
=l By Stat .
Y Status. 3 A 12/10/20171045  Please sign g" G‘""";
¥ For Approval (4) Ty % ple g Ol General e
g :" '“'Z';"a:“ m ! A 101020170932 Forsignature e NOTE: When a fiipbook is available matching your selected PDF attachments 2 link will be available to launch the fiip book
pproved (6) view.
© Not Approved (0) 3 A& 10/10/201708:58  Please sign this 06. Tax
¥ Priority (1) NOTE: Best results will be achieved using Chrome or Firefox.
8 chions Ouislaniitig ) 3 A 091020171528 Forsigby2 06, Tax
= i 5 ¥ Correspondence.pdf
3l ByFolder A onozorisiz SESFOR 06, Tax . R P
[ 01. General Correspondence = : 191 ct600-short-2008.pdf
B 06, Tax 13 A wnoporiazy  Flesebomsen g my ]
3 A 091020171411  Multiple signatures o o
required
3 A ovlop071zse (etsignaturefor gq o,
multiple contacts
3 A 2809/20171325  Pic O:Genema)
Correspondence
""" : . " 01, General
3 (@ 28/09/2017 1310  Forsigning Cocanins
S Correspondence.pat B8 ct600-short.2008.pdf
< »

Preparing Flipbook Viewer

Once the Flipbook has been created choose the ‘Launch Flipbook View’ option.

[ Portal Message Inbox x e - a

- C | @ Docusoft Limited [GB] | https://www.docusoftcloud.net/MyDocuments.aspx?Code=0003&Email=andyablerecovery@gmail.com 7 |

Hello
ocusoft
Andy (sign out) Help | Tetmns and Canditions

MyProfie g Upload @ Refresh <@l Previous Next P %@ E 12/10/2017 13:11
/| Docs (1) - i | Subi  Secti [ Message | Save Attachments | Document Viewer | Fiipbook Viewer

=l By Stat
L S 4 A 12/10/201710:15  Please sign g‘ Ge"m;
i Unread (0) oresponcence Select All | Deselect All
¥ For Approval (4) 4 (3 1271020171004 Plessesign- 2 2l
[’® For Information (1) — i S
- ¢ . 2 Launch Flipbook View
© Approved © ! 3 10/10/20170932  Forsignature 06.Tax
© Not Approved (0) s 10/10/201708:58  Please sign this 06.Tax NOTE: When a fiipbook is available matching your selected PDF attachments a link will be available to launch the fiip book
/ 91 9 ¢ P
? Priority (1) view.
» .
BB Aciions Ouiskanitia ©) 3 09/10/2017 1529 Forsig by 2 06, Tax
= 5 NOTE: Best results will be achieved using Chrome or Firefox.
i By Folder. [ 09102017 1512 S48 FOR 06, Tax

SIGNATURE
(5% 01. General Correspondence

Please both sign ¥l Correspondence.pdf

a
a
a
4 A 09/10/2017 14:32
a
a
a
a

7 06, Tax 06, Tax i -~
s ¥ ct600-short-2008.pdf
3 0071072017 1411 Multiple signatures g o
required
[ 091072017 12:56  estsignature for g 7,
multiple contacts
3 28/00/2017 1325 Pic O1:Genetsl
Correspondence
3 28/09/2017 13110 For signing 2 Genetel
Correspondence
1] Correspondence.pdf ] €t600-short-2008.pdf
4 >

Launching Flipbook Viewer

After clicking on the launch button, your selected (or merged) PDF document will be
displayed in a Flipbook (Read only) viewer.
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)

co 10 race I >ocusofz

f  documentzip A Showall | X

The Flipbook Viewer

Pages can be scrolled through using the page controls on either side of the attachment and
pages can be turned by clicking on the corner of a page and then dragging it.

9 How to Upload Files

To upload files to your Portal provider, select ‘Upload’ from the main Portal menu.

Helle »ocusoft

Andy (sign out) ik Tt i
«
@ Inbox , Sentitems [E My Profile Upload | 12/10/2017 14:38
=+ Section From: [ Able Recovery Ltd ~] To upload documents:
7|01 General Comespondence] = [Robin A v] & Select ‘Section’ on the left panel
(7 03. Bank Statements Send - l S el s @  Select ‘From’, your company name
[ 06. Tax L @  Select who to send message ‘To'
- Subject:
7 Fees ©  Provide a 'Subject
= = o e Oy by (e
B Final Accounts 26 Arial 14px B Z U AxOz |90 8 DB Gy ©  Select ‘Attachment(s)
[ Main Checklist O Enteryouriiiessand

B Other Services Kind regards,

Attachments:

[E7 VAT & Bookkeeping Andy Able

AR E

Able Recovery

£ document.zip N Show all X

Upload Documents and Send Messages
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The use of this screen has been designed to feel
like you are creating an email. The right-hand
column provides easy step-by-step instructions,
and each step must be completed. As each step is
completed, @ red crosses turn to (j green ticks.

Section:

From:

To:

Subject:

Attachments:

Message:

00— 0 o

000 e

o —00e

Chartered Accountants t
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To upload documents:
W  Select 'Section’ on the left panel

Select 'From’, your company name
Select who to send message 'To'
Provide a 'Subject’

Select ‘Attachment(s)’

00000

Enter your 'Message’

Select the ‘Section’ category in the left-hand pane that your uploaded
message and documents relate to.

The ‘From’ label will be pre-populated if the user only has 1 company
(otherwise a pulldown list will be presented to allow the user to select his
company of choice). This will provide additional information to the Portal
provider to know which company the files relate to — in addition the ‘To’
label will be pre-populated, based on the value in the ‘From’ field.

Pre-populated from the ‘From’ field.
Add the subject title of the message being sent.

Click on the ‘Select File’ button in the right-hand column. You will be
presented with a browser window in which you can navigate and select
the required files. Multiple files can be selected for upload.

Add your message in the ‘Message’ window. If you have included a
signature in your ‘Profile’ this will be included in the message
automatically, but can be over-written if required.

Once, and only when, there is a set of {J green ticks in the right-hand column, can the

message be sent, by clicking on the ‘Send’ button.
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Hello

)P ocusoft
Andy (sign out) Help | T vl Conitions
.! Sentitems [ My Profile Upload 12/10/2017 14:52
= section From: [ Able Recovery Ltd ~] To upload documents:
= < I 2 3 the |
Tt [Robinaten ) ©  selest Secton'on the eft panel
Send @  Select From', your company name
& | ~] Cotose J [T comy ]
&  Select who to send message To'
Subject: | Year end accounts and supporting documents for Able Recovery O bisinessii
rovide a'Subjec
By = = = == A L O (o .
7 Final Accounts % Verdana Ve~ |EB iy | [ i b D a a ey ©  Select ‘Attachment(s)
B Main Checkl
7 Main Checkis Hi Rob, ©  Enteryour Message'
BBl Sercs A I 15t Nov, please find d t ted to all t final t
- s per your email 1st Nov, please find documents requested to allow you to prepare final accounts. .
7% VAT & Bookkeeping | Attachments:
s Kind regards, @ Example JC Balance Sheetxls x Remove
| Andy able © Final Accts Docpdf x Remove

AR E

Able Recovery

¥ documentzip A Showall | X
From |
T
When the message is sent, the Message ‘ e ’ = | :
Screen will be cleared and you will & Jp -8z © Docusotror * L
receive confirmation that your message Kind regarcs, e R

has been sent.

ARLE

10 Viewing Sent Messages
Select the ‘Sent Items’ in the main menu.

Messages in bold are denoted as unread. A message will stay as ‘Unread’ until the recipient
has opened the message, and then additionally a ‘Viewed Date’ will be displayed. Please
note this feature may be disabled by the Portal provider. In this instance, the message will
be shown as being read immediately.
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[ 03. Bank Statements

As per your email 1st Nov, please find documents requested to allow you to prepare

B final accounts.
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