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This guided tour shows you how to:

Obtain the AlexConnect software
Install AlexConnect

Configure AlexQ (the AlexConnect Queue Manager)

Start AlexQ

Set up sender details for Customer documents
Set up receiver details for Customer documents
Send a sample invoice via Attaché Alex
Register with Attaché Alex

Visit the Attaché Alex website

Print and save Attaché Alex documents




About Attaché Alex Before you begin

The Attaché Alex electronic document delivery sevéllows you to email or fax business documents To successfully use Attaché Alex, you need:
created in Prophet Business Software directly teikers — your customers and suppliers. Attaché& Ale
can confirm the delivery of each document and perfother reporting tasks on the status of documents
sent through the service.

an Internet connection to send, receive and view
documents sent via Attaché Alex.

an HTML-capable email program. (Most popular email
programs, such as Microsoft Outlook and Outlook
Express, are HTML-capable.)

About the AttaChé AleX GU|ded Tour - aversion 4 (or later) web browser. Attaché Sofewar

recommends Microsoft Internet Explorer 5.0 (avdéab
free from www.microsoft.com/downloads).

The Attaché Alex Guided Tour takes you throughgtexess of downloading, installing and setting up . Prophet Business Software version 1.80 00 or later.
Attaché Alex and then sending a sample invoiceotarself.

With a well planned implementation, Attaché AlexIwielp you to save money and improve business
efficiency.

The latest version of Prophet Business Softwarebeasiown-
loaded from the Software Updates section of the @RBFnbers
website (www.attachesoftware.com/cbpmembers). Télesite
NOTE: provides instructions for downloading and instajlthe software.
If you are using your live accounts for this test, we suggest any Alternatively, you can obtain the latest version@D-ROM from

Email addresses / fax numbers that you set up be your own Attaché Software.
email address and fax number, so that documents will be If you are not sure which version you currently dyastart
returned to you. We also recommend that you reprint existing Prophet Business Software and chddstp | About. The version

documents rather than creating transactions to live customers / number is displaved together with other svstemriméion
suppliers that would need to be deleted. play g Y .

© 2006 Attaché Software (New Zealand) Pty Limited |  Attaché Alex Guided Tour | PBS



Explorer provided by Attaché Software NZ Limited

Obtain Download the AlexConnect software
Alexcon nect 1. Start your web browser. In the Address box, type

http://www.attacheonline.com/alexand then pres&nter.

Here we discuss how to download 2. On the Attaché Alex homepage, click thest drive link.
the Ale?(Conn_ect software froml the 3. Click theDownload AlexConnect for Prophet Business Softwargnage.
Test drivesection of the Attaché
Alex website. 4. Click theDownload Aleximage. “;qmm
Alternatively, you can obtain the 5. If asked, choose to save the file to disk/hardedriv s R *““&‘{
software from the . '
Prophet Business Software CD- 6. g!l\%(osvi\llg;?j )save the file to your download folder (for exzen
ROM (in which case, proceed to ' '
Install AlexConnecbn page 3).
Extract the downloaded files

1. Start Windows Explorer and go to your download éold
2. Double-click the file you downloaded in the precepsteps.

3.  WinZip asks you to nominate a folder in which taragt the files. Accept the
default by clickingUnzip. The files extract into a subfolder off the dowado
folder.
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Install
AlexConnect

You can download the
AlexConnect software from the
Attaché Alex website (at
www.attacheonline.com/alex

The site includes information on
how to download and then extract
the downloaded files.

Install AlexConnect

To install AlexConnect from an Internet downloadtthiou have extracted:

1.
2.

Ensure that no one is using Prophet Business Saftwa

In Windows Explorer, locate the folder in which yextracted the
AlexConnect download.

To start the AlexConnect installation, double-cI8ETUP.EXE.

ChooseNext until the program asks you to nominate the Instiaih
Directory.

The installation directory defaults @\ALEXCONNECT . You can choose
OK to accept the default or you can install the safenin a different
directory. (If you are running Prophet on a netwoevk recommend installing
AlexConnect in a network location available toRdbphet workstations.)

To continue the installation, choosext.

When the installation is complete, cho&€ .
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Start AlexQ Start AlexQ

To create an AlexQ shortcut and start AlexQ:
AlexQ, the AlexConnect Queue Q Q

Manager, is the part of 1. Using Windows Explorer or My Computer, browse te fbolder in which you
AlexConnect that sends documentg installed AlexConnect.
over your Internet connection. 2. To start the AlexQ Desktop Shortcut Wizard, doutdlek on ALEXQ.EXE.

To proceed with the wizard, chodsext.

4. Type the full name of the AlexQ folder, which shibble the same as the
folder where you installed AlexConnect, or uselthevse button l:l ) to
locate the folder.

5. Complete the rest of the wizard.

6. To start AlexQ, double-click on the shortcut. (If you do not start AlexQ,
no Alex documents are processed.)

© 2006 Attaché Software (New Zealand) Pty Limited |  Attaché Alex Guided Tour | PBS




© 2006 Attaché Software (New Zealand) Pty Limited |

Sender details Set up sender details for Customer documents

(for The system stores a name and email address tinéifielethe sender of
documents.

Cu Sto me rS) 1. ChooseSystem | Alex Control Centre

Your sender name and email 2. :jn eachDisplay namdield, type the name you want to appear on each

ocument you send.

address appears on each document

you send via Attaché Alex. In eachEmail addressdield, type your email address.

You set up sender details 4. Click OK.

separately for Customer and

Creditor documents so that you
can use a different address for each
if you wish.

Here we set up sender details for
Customer documents.

Attaché Alex tip

When using Attaché Alex with your
live company data, use a generic
email address (such as
accounts@company.co.nz ) rather
than the email address of a
particular employee. Using a
generic email address avoids
having to change your sender
details if a staff member leaves
your company or is absent for a
period of time.

I? Alex Control Centre

nclusionsl Defaultlnclusionsl Ltils ]

Alex settings
[T Activate Alex
Domain narne: |mai|f0ra|ex.com
Diocurment folder: |P3\PIUDhBt'\-‘5-|BH

Incluzions netwark. share: |

AP Sender Details

Display name: |Y0ur Mame and Company

Email address: |name@y0ur.address.co.nz

AR Sender Details

Display name: |Your Mame and Company

Email address: |name@y0ur.address.co.nz

General Sender Details

Display name: |Y0ur Mame and Company

Email address: |name@y0ur.address.co.nz

o 0K ¥ Cancel
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Activate Alex Set up Prophet to Attache Alex system settings
Capable 1. ChooseSystem | Alex Control Centre
fu nCtion 2. Enter:
the name of the Alex web site (mailforalex.com)
Within Prophet, details are stored - the Attaché Alex documents temporary folder (whgthe directory you
to hold the Attaché Alex website chose innstall AlexConnecton page 3).
name and the folder where 3. CheckActivate Alex
documents will be temporaril .
- porarty 4. Click OK.
stored for sending electronically. .
I3 Alex Control Centre
l Inclusions] Defaultlnclusions] Ltils ]
Alex settings
[T Activate Alex
Domain narne: |mailf0rale:-c.com
D ocument folder: |P1 “Prophetblex ﬂ
Inclusions network share; | @
AP Sender Details
Dizplay name: |Your Marme and Compaty
Email address: |name@your.address.co.nz
AR Sender Details
Display name: |Y0ul Mame and Compary
Email address: |name@y0ur.address.co.nz
General Sender Details
Attaché Alex tip By mems |Your Marne and Cormpany
Please note that if you have both Email address: |name@your.address.co.nz
AP and AR modules in Prophet,
sender details must be set up in
both modules before Alex R % C :
capability can be activated. ¥ ance
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Sending Send a sample invoice via Attaché Alex
Single Transaction print
usitomer
1. View a historic invoice in the normal way for thestomer and cliclerint.
documents
2. Select theReportStyleas Prophet and check the option to Send copy via
Print a copy of an invoice and Alex.
select to email it to yourself. 3. If you do not want a printed copy, but you wistsemd via Alex, you can
B i either choose Alex as the destination or selectdinto view the invoice on
ecause we can override screen.

permanent customer destinations,
we have skipped the step of setting 4. Set the Alex Options:

up destinations for individual . .
customers. (Complete information Choose delivery by Email or Fax.

is available in the AlexConnect for - Check the delivery notification option so that yegeive an email when
Prophet User Guide.) the recipient opens the document (or when, if yoose to fax the
document, the fax arrives).

Because you enter your own email .
Type the Alex recipient (your name).

address as the email address for the
recipient, the invoice will be sent - Type the destination address (your email addrefasxanumber).
via Attaché Alex to you. . Click Print
Report options - Reprint Invoice Pg
Repart style
E_'§ * Prophet 7 Test
Destination
p . o . . )
Attaché Alex tip % * window ™ Prinker " Alex " E=port [v Sendcopy via Alex
Documents delivered via Attaché Al i
Alex have four possible outputs: S EPR ; - )
local printing, email (on screen), Tk E Delivery Method |Email j [~ Delivery notification required
remote printing and fax. How will /ﬁ“ -
your documents appear to the ToMame |Eusl0mer Mame Addiess |custnmer@thelr.company.co.nzl
receiver? Are your reports suitable
for all formats? Fram Hame | Address |
You might like to test all of your Password [Optional] | Inclusions | Mone) ~| =4
reports by emailing or faxing them
to yourself. If you require any =
changes please contact a Prophet @) Help ‘ kad Save as default | Scheduls ‘ e Print | 3 Cancel ‘
Report Designer.
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Register with Sign in at the Alex Users website
AttaChé Alex 1. Start your web browser.

2. Inthe Address box, typstp://www.attacheonline.com/alexand press
When you send your first Enter.

document via Attaché Alex, you
will receive an email from Alex
asking you to complete a simple 4. Inthe appropriate fields, type your email addiesd your password to sign
registration procedure. After you in to the Alex Users website.

complete the procedurg, you will 5. Click Sign in.

receive alVelcomeemail.

SelectClick Here to Sign In

The Welcome emall te”S yOu hOW leA— M(ernel Explorer provided by Attaché Software NZ Limited

to sign in at the Alex Users Q- O NRAG Lmvo fore @ @3 &-LJE B

website. nor o, 8
Google - | G seach - | §) Bpovioded |4 Check - U\ Auiolik - @ options &

aftachéenline

27 June, 2006

Hame
Contact us
Site help

About Attachs Alex
Benefits

Alesc Walkthrough
Test drivejupgrade
Pricing

FaQs

Attaché Alex tip REeel O dobuienis

. Attaché Website
The appearance of the website [chooss awebste. ] o
may be different to what you see INcLustons

27 Juna, 2006

here. This is because different

browsers interpret web pages Alex Users Sign in to:

differently.
e e e 0 track your document defveres
Microsoft Internet Explorer version O manage your Alex accounts

0O change your account details

5.0 is the most popular browser in
use today. Because virtually all
web pages are created to be

Emal address

compatible with it, Attaché ;yourﬁema\lé‘j{cmcompany co.nz I
Software recommends that you i
use it as your browser. T ey T |

Internet Explorer 5.0 is available i
free at the Microsoft website at |
www.microsoft.com/downloads

Eorgot vour password
Trouble signing in

& Attaché Software  Legal notices and information

&) ® Internet
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Tracking
documents

Attaché Alex tracks the documents

that you send. So, for example,

you can check whether a customer

has opened an invoice that you
sent by email.

Attaché Alex tip

As well as checking on the status
of documents sent via Attaché
Alex, at the website you can
change your password, link
multiple Attaché Alex accounts,
change your account details, find
help and resources, and perform
other Alex-related tasks.

© 2006 Attaché Software (New Zealand) Pty Limited |

Use the Document List form

After signing in to the secure Alex Users websjtm) can use the Document List
form to display a list of documents that you hasets

Here we will display a list of the documents yowédaent via AttachAalex:

1. If necessary, cliclbocument Listto display the Document List form.

2. On the Document List form, sele&hy for each of the four categories.

3. Click theList Now button to see the results.

The list shows the sample document that you seymuoself during this
Guided Tour.

7J Alex @ AttacheDnline - Microsoft Internet Explorer

Arny Recipients
Ay Docurnent nomber
Any Alex Reference

Your information

o)

Account details
Change password
Document managemernt O
Centralised hiling

Exception reports

Hide Alex Reference
O OMT A IBKKOOF IMPREP L

Heln
Resources

75,
Your information

List

Account
Management
Account detais

Change password
Document management
Cenfralsed bilng
Exceptior reports

Help
Resources

=2

3 Alex @ AttacheOnline - Microsoft Internet Explorer

Recipient
& any
€ Delivery address of
€ Name of

© Narne starting with

Document Number
@ any

© Equal to

© Starting with

Alex Reference Number
& pny

© Equal to

Status

€ any

€ Opened by the recipient
@ Mot opened by the recipient

T~ Shaw only hidden documents

From date

For previous

@ Attaché Software  Leaal notices and information

[_[O[x]

Ay Status
Document List From August 02, 2002 Far Previous 1 months
- Mot Hidden
Account | Hide [l New List/lll Print [JEESSaEN|
Management

Sent
August 8, 2002

P Unopened documents are displaved in bold characters.

Receiver

Your Name Invoice

{1 Documents) Documents per page: |2U

Number
3792

Method Pages
A 1

Type
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Printing and
saving
received
documents

After viewing the document on the
screen, receivers will probably
want to print a hard copy and/or
save the document to their hard
drive. Because Attaché Alex uses
Internet technology, the printing of
documents relies on the receiver's
email and browser software.

Print the invoice delivered via Attaché Alex

1.

In your email inbox, locate the sample invoice @i sent to yourself via
Attaché Alex.

Click thePrint button on the top of the email.

If you are using Internet Explorer 5.0, your Pdiglog box is displayed.
Select the appropriate options and then dliék to print.

If you are not using Internet Explorer 5.0, youlwée a Print Preview of the
document. ChoosEile | Print to open your Print dialog box. Select the
appropriate options and then cliekK to print.

Please note that some Prophet documents prinetedfes of the page, so the
margins may need to be set to the absolute minimuthat your printer
allows.

If necessary, refer to the Attaché Alex websiteex®&vers page for further
advice on printing documents received via AttackExA

Save the invoice to your hard drive

1.

In your email inbox, locate the sample invoicetfug customer that you sent
to yourself via Attaché Alex.

Right-click on the body of the email and cho&see Picture As

In the Save Picture dialog box, navigate to thddolvhere you wish to save
the document, type Rile Namefor the document and then cliSave The
document is saved as a .GIF image.

If you want to open the document later, locatefifledn Windows Explorer
and double-click to open it. The document operthénprogram your
computer uses to open .GIF images.

To print the saved document chodslke | Print (or the appropriate print
command).
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Congratu|ations! What you have achieved

You have now successfully completed

the Attaché Alex Guided Tour.
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During the Guided Tour you:
Obtained and installed the AlexConnect software

Set up your system to send a sample Customer datume
(invoice).

Sent the document to yourself via Attaché Alex kel printed
and saved it

Completed the registration procedure and receivedttaché
Alex welcome email

Signed in at the Attaché Alex website and thenldisal a list of
documents you sent via Attaché Alex.
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Further information

If you haven't already done so, Attaché
Software strongly recommends that you
download and read thexConnect

Installation and User Guidawvhich contains
detailed information about all aspects of using
Attaché Alex.

The Attaché Alex website
(www.attacheonline.com/alex) also contains
information to assist you in using the Attaché
Alex service, including special information
about printing documents received via
Attaché Alex.

Your Attaché Accredited Installer can
provide invaluable assistance in using
Attaché Alex.



