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W5.1.3_Module 3_Scanned Documents

View Inbox

CLIENT WEB PAGE VIEW – new postal mail page

New Postal Mail User Profile & AccessDocument VaultArchive Postal Mail Account History

Global Header

Online Surveys / 

Promotional copy

Promotional copy

Date Recd

Date Recd SenderDocument Type Document NameScan/Not Scan

Supplier nameDocument Type Document NameScanned/Not Scanned

25 Feb 2009 Scanned

Client Request/Not Scanned

Too large/Not Scanned

Invoice

Prospectus

‘Restricted’

AGL - Gas

Client can 

rename any field

Ref P16.0

Client can save 

file to any 

directory or folder

Ref P17.0

Client can request originals 

to be forwarded to mail 

address Ref P18.0

‘Click’ to pay 

bills

Client can request 

a file to be added 

to another users’ 

account

Client can request 

‘restricted’ file to be 

scanned & exposed

Letter fm Aunty Joan

BHP 

IF no global default setting for Archive and/or 

Forwarding instructions exist then Oversize files 

MUST alert user to instruct whether to forward 

document/package or HOLD

Otherwise it reverts to global setting
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Edit File and Folder Names

W5.1.3_Module 3_Scanned Documents

LIGHTBOX

Current Filename

    AGL Gas Bill

< date received >

Properties

< document type >

Scanned :

< sender >

< forwarding instructions > :

details

< payment due date >

< file location >

< change name >

Edit File Location

Change Forwarding 

Instructions
Links to P18.0

Edit Folder Name

Links to P17.0

Current Foldername

< sender >

< change name >

SAVE

SAVE
View other 

Folders

Expands the folder names to 

make them all visible and 

editable
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Set Archive Instructions

W5.1.3_Module 3_Scanned Documents

LIGHTBOX

Current File Location

< file location >

- Bills

+ Personal

            - Gas

                             - < sender > eg AGL

                                < current filename >

            + Electricity

Set Archive Instructions

< default setting > Refer User Settings P11.0

Amend archive instructions

Global setting

No archive                                      Free

Retain for 1 week                           $10

Retain for 12 months                      $50

Retain for 7 years                           $100 Must chose one

How do I set archive instructions for a particular file?

Same lightbox design for individual file 

archive instructions but launched from 

‘hover’ on file (Ref P15.0) rather than 

User Settings

SAVE

SAVE
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Set Forwarding Instructions

W5.1.3_Module 3_Scanned Documents

Set Forwarding Instructions

< default setting >

Refer User Settings P11.0

Current Forwarding instructions

Global setting

Forward to address below:

< address >

Remove forwarding instructions

How do I set forwarding instructions for a particular file?

Same lightbox design for individual file forwarding 

instructions but launched from ‘hover’ on file (Ref P15.0) 

rather than User Settings

SAVE

Click to remove forwarding instructions

Cost      $20.00 per month

Cost is per item for individual 

forwarding instructions

Change forwarding address to :

__________________________________

__________________________________

__________________________________

< expiry >
User MUST be alerted when 

this is about to expire

User will be requested to 

confirm

Amend Forwarding instructions Blank if no forwarding 

instructions
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Manage Oversized Mail

W5.1.3_Module 3_Scanned Documents

Set Instructions for Oversized on Unscannable Mail

Set Forwarding Instruction

For individual item only

Forward to address below:

Hold Item for collection

SAVE

Cost      $20.00

Cost is per item will refer to a standard 

to table to calculate cost

__________________________________

__________________________________

__________________________________

User will be requested to 

confirm

NB. Item will be held for 7 days only
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