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Overview

Professional Office Forms consist of the 4 formeg tome free with the Forms Reader
application and a powerful invoice form, with thred office forms that come with the
Forms Reader you can access your Outlook contadtsraate all 4 forms with the
standard template provided. But with the professiéorms you can customize all 5
forms with your own templates and more.

Use your own templates or customize one of ourgaibnal templates. Change
templates to suit your business needs and moventartds to where they should be with
the field inserter tool.

The field inserter tool shown to the right lets yoodify existing templates and
customize your own templates. Simply go to the Tlabeg tab in any professional form
and add your own template and then choose totedihé selected template will be
opened in Microsoft Word and then the Field Ingentdl be loaded for you to drag and
drop your fields.

With the professional office forms you get manyfpssional looking templates included
that are ready to process. These templates asdglppulated with fields and can be
easily modified to fit any business.

Along with the Letter, Fax, Memo, and Envelope wig0 get a powerful Invoice form
shown to the right that not only processes profesgdiinvoices, allows for custom
invoice templates, and stores all your productgarskrvices but also keeps track of all
your processed invoices in the history so you ederito customers details and orders or
re-create the invoice anytime.

Customize the tax for your state or province amndl stdpping or other charges that are all
calculated on the fly. With this form you can presan invoice in under 10 seconds.

This manual will show you how to use all of thesatfires in detail and more.
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Installing Professional Office Forms

You can only run the Professional Office forms gdime Vinade Forms Reader. Once
installed you can either download the forms from @nline Forms Library or by
downloading the collection.

Visit www.vinade.conto get the Forms Reader installed.

Once you download and installed the Forms Readercga visit the collection download
page and download the VFC collection file. Instgjla collection is an easy 5 step
process. You are first prompted confirming that yeant to install the selected
collection:

@ library?

Click "Yes" to if you have chosen the right coliect Usually you will then be shown
the license agreement for the collection of forms:

publisher's license to begin installing the

_‘&:l forms,

IIILI I'I'ILIS rea l.

VINADE PROFESSIONAL OFFICE FORMS S
EMD-USER LICEMCE AGREEMENT H

This work {and included software, docurmentation
such as README's, ar other related itermns) is being )
provided by the copyright holders under the following
license, By obtaining, using andfor copying this worls,
yvou (the licensee) agree that you have read,
understoond, and will comply with the fallowing terms
and conditions, Permission to copy, modify, and
distribute this software and its documentation, with or
without riadification, for any purpose and without fee
ar rovalty is hereby granted, provided that yvou
include the following on ALL copies of the software
and docurmentation or portions thereof, including
modifications:

1. The full text of this MOTICE in a location viewable
to users of the redistributed or derivative worls,
2, 4ny pre-existing intellectual property disclaimers,

notices, or terms and conditions, If none exist, the
Wimnade Salitinne Tie BMatice chanld ke inclided

b

Cancel || Agree
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If you agree to the agreement click "Agree" to amng. At this point if the forms require
to be activated and/or purchased you will be preapd log in with your account:

Account Sign In - Forms Library

password see links below,

. | ALEIL Y ) '-.-..-;-_..:;-.-.-.__._.. dbSlEIL il '; -:_.:
| _ have an account or have forgotten your

E-Mail: I

FPassword: I

Click here to create a new user... -
Sign In
Forget your password?

Here you enter the email address and account pass$weither purchase and/or install
the forms. To create an account click the link freithin this window at the bottom
called "Click here to create a new user...". Onm@'we created your account simply click
the "Sign In" button. At this point your accountivae checked and if you have already
purchased these forms then you will be taken tortstall screen, if you haven't
purchased these forms you will be prompted to pagetthem:

Purchase Forms - Faorms Library

install click "Buy" below, [
*Tax applied depending on ypour focation,

Formifs): Professional Office Forms

Price: 29,95

License(s): il

*Total; 29.95 U=D

\ 128 B S5 Encryplion Cancel || Buy

Security Policy
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In the purchase screen you can change the amoliot$es you desire for these forms
by editing the Licenses box. Once you have confirpress the "Buy" button to charge
the forms your accounts credit card on file. Thechase process usually only takes
about 5-10 seconds. Once complete and approvedildhen be taken to the install
screen which will begin to extract and install tbems and required files:

Forms Collection - Farms Library

fil rar a dded to 1:r|:n_-n‘ -
local library. This may take a moment.

q |
Collection: Professional Office Forms
Fublisher: Vinade Salutions Inc,

Fegistering Frofessional Envelope, usf

Once the progress bar reaches the end and the &wenadl installed you will be taken to
the forms library where your forms will be listed.

Page 6

All rights reserved. © 2007 Vinade Solutions, Inc. http://www.vinade.com



\"\ VIMNADE SOLUT I ONS
I

Using Professional Office Forms

The Professional Office Forms are run by the FdReader and once installed are listed
in your Forms Library. To run any of the forms pisnload the Forms library from the
shortcut on your desktop or in your start menu @mabse the desired form to run.

Vinade Forms Library

» Local Forms Library -

=} Professional Office Forms
Professional Envelope
Professional Fax
Professional Letter
Professional Memao
+--|®] QuickOffer OREA 2007
=] Standard Office Forms
Standard Envelope
Standard Fax
Standard Letter
Standard Memo

il ficl ficl il il J

AFaFaFal

Description: Collection of Professional Office Forms,
including a powerful Invoice form.

Fublisher: Vinade Solutions Inc.

To run a form select it from the list and click thun Form” button in the bottom right
or double click the form.

Once the form you selected is loaded simply fill the simple interface and click t/#%
“Process” button to the bottom right. The formlwiben Microsoft Word and the
selected template and fill in your details.
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Adding/Editing Templates

Each form has a second tab called Templates wistshdach template associated with
the form. This is how you choose which document want used when you process the
form and where you can edit the available templatescustomize them to fit your needs
or business.

Professional Letter - Forms Reader

ri{_\ Professional Letter -

?E | m E & . |@|

Letter | Templates

You can add templates by click the + button, to edit
templates and add merge fields click the edit button.
Afterwards select a template to merge yvour data with,
the last template used will be the default.

Available Templates: 4+ B =

E_] BElue Letter.doc

_] Flain Letter.doc

For help, manuals, and demos click here.

'.‘I @ Process -

vl

Select a template to process, your last selectedléde will be remembered. You can
also add/remove documents or templates with the @luninus buttons. As well the edit
button which resembles a word icon with a curs@ansthe selected document and
brings up the field inserter.

4 Add another document or templates
[ Edit selected template

= Remove selected templdfehis WILL NOT delete the file from your computer)
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Editing a template is fairly simple. Select theided template or document from the list
and click the edit template button. This will ogéie document in Microsoft Word and

display the field inserter tool:

Insert Fields

Wi

Drag and Drop vour available
fields below to your Microsoft
Word Document.

* Save your document

SenderMame -
SenderCompany
SenderTitle
SenderPhone
SenderPhone?
SenderDepartment
SenderFax
SenderFax2
SenderEmail
SenderPrefix
SenderAddress
SenderClosing
SenderCountry
LetterDated
LetterRecipient
LetterTitle

| R .

W

Close

(X

Here you will see a list of available fields toumeed in your document. Simply drag and
drop the field to the desired location in your doeunt. You should see a bookmark in

the document likL. This is where the information for the selectietbfwill go when the

document is processed. These bookmarks will ngtrinéed when you print your

document, you will notice this if you look at thealiment in Print Preview mode by
choosing File and Print Preview in Microsoft Word.

Sometimes by default word doesn’t show bookmaiks turn on viewing bookmarks
simply choose Tools and Options from the Micro$®tird menu and then make sure the

Bookmarks option is checked in the View tab. Ybowdd see a screen like this:
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To enter your desired logo in any of your templaiesply copy the picture and choose
Edit and Paste from the Microsoft Word menu or gan also import from a picture file
by choose Insert and Picture and then From FiteenNord menu.

For more information and demos on working with wosdvisiting some of these
websites:

http://office.microsoft.com/en-us/word/FX100649233aspx

Detect your version of word view how-to and moreusing Microsoft Word:
http://office.microsoft.com/en-us/myoo/appset.aspx
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Processing an Invoice

The invoice form can not only track all your invegcever created but it can also be
customized for many products and/or services. da@uhave as many products or
services listed as you want and with each invoame greate you simply check the
product(s) or service(s) being sold. You can alscease the quantities and choose to
charge tax and/or shipping on this invoice. Thaice form is fairly simple to
understand and once you’ve stored all your prodadtservices you will be able to fill
out invoices in seconds.

Like the Standard Office forms that come with tloerfs Reader application you can edit
your details by clicking on the button and entering your details. As well you pat

contacts from the Outlook address book by clicklmg  button and choosing a contact.
You can also type in the details if you don’t héve contact in your Outlook address
book.
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The product section lets you choose from yourdigiroducts or services that you are
filling out the invoice for. Just simply check theoduct or service desired and you will
notice the Tax/Shipping and Total changes. To gbdhe quantity use thebuttons, or
you can change the quantity directly.

Sometimes you may not want to charge shipping oniadees, for example for
purchases over a certain amount. Simply unchexkGharge tax on purchase” and/or
“Charge shipping on purchase”.

To load or view history of any invoice you ever geesed click the History button in
the Forms Reader tool bar. Once loaded you wihmvn a list of invoices created that
are listed by date created and the customer.

For information on editing your own template or gurrent templates see the
Adding/Editing Templates section.

For information on editing Products or ServicestbeeEditing Products/Services
section.
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Adding Products/Services to an Invoice

To add or edit products and services you need ¢ tipe invoice form and click the
“Edit Products” button:

This will bring up the editing products screen:

Click the  “New” button to add a new product or service. sSThill create an entry in

the list called “New Product 1”, select it from th&t and the Product/Service name and
Price per unit will be listed. Make your desirdthnges. To edit any previously created
product or services follow the same steps by selgdtand changing the current details.

This screen you can also edit the tax rate depgratinyour state or province and the
usual shipping or admin fees you charge.

To delete a product or service, select one fromishand click the “Delete” button.
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Working with History

Saving each forms history when you process a dootis@ standard feature of the
Forms Reader application. To load any of your [mesly generated document data
simply open the desired form and click the“History” button, this will bring up the

load history screen:

All your history is ordered by the date processed the customer details. Simply
choose the history from the list and click the “dbautton or double click the selected
history.

You will notice that the form now gets populatedhthe selected history information.
All you need to do is make any desired changesoamil/the process button to re-create
the document.
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Getting Updates

Updates are automatically checked when you loadrtiens Library if you are
connected to the internet. If there are updatésctkd you will be prompted if you want
to update:

Click “Yes” to proceed to the download screen:

Click the “Begin” button to start downloading upéldtforms and/or dependencies
required to update your system.

If you would like to force the application to chegkline for an update you can open the
Forms Library and click the library icon:

You will notice the list of force get refreshedyidu don’t get prompted you are up to
date with your forms.
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Networking History

You can only network your history with the netw@dition of the Forms Reader, all
history is local and in the per user data on yoacime. For networking information
check the networking forms library section of treerfs Library. Open the Forms
Library and click the “Local Forms Library” drop @wo and choose “Network Forms
Library”. This will tell you a little more inform#on on networking the Professional
Office forms and also point you to a link on ourbsige with more information.
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License Agreement

VINADE PROFESSIONAL OFFICE FORMS
END-USER LICENCE AGREEMENT

This work (and included software, documentatiorhsas README's, or other related items) is being
provided by the copyright holders under the follogvlicense. By obtaining, using and/or copying this
work, you (the licensee) agree that you have readerstood, and will comply with the following tesm
and conditions. Permission to copy, modify, andritiste this software and its documentation, with o
without modification, for any purpose and withoeéfor royalty is hereby granted, provided that you
include the following on ALL copies of the softwaaad documentation or portions thereof, including
modifications:

1. The full text of this NOTICE in a location vieble to users of the redistributed or derivative kvor
2. Any pre-existing intellectual property disclairsenotices, or terms and conditions. If none exist
Vinade Solutions Inc. Notice should be includedp@ryext is preferred, text is permitted) within thady
of any redistributed or derivative code.

3. Notice of any changes or modifications to thesfiincluding the date changes were made. (We
recommend you provide URLSs to the location fromakhthe code is derived.)

THESE FORMS AND DOCUMENTATION IS PROVIDED "AS ISAND COPYRIGHT HOLDERS
MAKE NO REPRESENTATIONS OR WARRANTIES, EXPRESS ORRLIED, INCLUDING BUT
NOT LIMITED TO, WARRANTIES OF MERCHANTABILITY OR FTNESS FOR ANY
PARTICULAR PURPOSE OR THAT THE USE OF THE SOFTWARIR DOCUMENTATION WILL
NOT INFRINGE ANY THIRD PARTY PATENTS, COPYRIGHTS,RADEMARKS OR OTHER
RIGHTS.

COPYRIGHT HOLDERS WILL NOT BE LIABLE FOR ANY DIRECTINDIRECT, SPECIAL OR
CONSEQUENTIAL DAMAGES ARISING OUT OF ANY USE OF THEOFTWARE, FORMS OR
DOCUMENTATION.

The name and trademarks of copyright holders may R®used in advertising or publicity pertaining to
the software without specific, written prior persitn. Title to copyright in this software and any
associated documentation will at all times remaiith wopyright holders.

DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS

*Limitations on Reverse-Engineering, Decompilataord Disassembly: You may not reverse-engineer,
decompile, or disassemble the software product.

*Rental: You may not rent or lease the softwaredpua.

*Termination: Without prejudice to any other righténade Solutions Inc. may terminate this liceiise
you fail to comply with the terms and conditionstlois license agreement. In such event, you mestroy
all copies of the software product and all of isnponent parts.

*Software Transfer: You may not transfer the licerthe SOFTWARE PRODUCT (including, but not
limited to, any images, photographs, animationge®j audio, music, text, and "applets" incorporatéal
the SOFTWARE PRODUCT) or any copy of the SOFTWAREIDUCT.

*Separation of Components: This SOFTWARE PRODUCIIcensed as a single product. You agree that
you will not separate the component parts (inclgdbut not limited to the macros, templates, databa
help files, DLL and OCX files) for distribution, @®on more than one computer, or any other use.

*Limitations on software usage: This software isidaeed for office professionals to generate their
correspondence documents. You agree that yowaetiluse this software product, its intellectualpany
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or the forms created by the software for any othepose. You will not utilize the software prodoctits
components for the creation of any other softwaecgpct (including, but not limited to XML, HTML or
other media formats) for any other use.

*WARRANTY: No implied warranty (or condition) as the quality or performance of the software,
including any warranty (or condition) of mercharili&por fithess for a particular purpose is giviem the
software and all such warranties are expresslyadised. No other warranty or guarantee given by an
person, firm or corporation with respect to thewafe or delivery of the software shall bind theehisee or
anyone else who has been involved in the cregpimduction or delivery of the software.

*REFUND: Refund is granted within 30 days of pursbavhere a valid reason is given and the Office
Professional custom uninstall is run on every caepwhere Professional Office forms have been
installed and the account to which the forms whmenehased are fully re-credited before a refundlman
processed. For a link to the Uninstall tool or mafermation please contact us.
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