N
Referrall KB

onnectivity Solutions

] o .
ek | ' o o
A —

e — —‘\— - - m

CREATING AND SENDING

REFERRALS
User Guide



CREATING AND SENDING
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1. Select the 'new letter' icon.
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2. Select the 'Templates' tab, and then 'Use Template'.
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3. Choose the template you S would like to use. Click 'Open'.
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5. If the recipient doesn’t exist in the local address book, add new contact details. Click
'Save'.
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click on an item in the list to
nto the document.

7. Once the eReferral has been encrypted and sent successfully, you will see this

pop-up. Click 'Ok" to finish. "y 7 geport

i The dacument has been successfully exported to C:\Program Filesy
\/ SoftwareiRefernalNet\Onut Bad\BPS201004 L 205487 1562 L REF.




