1-0.  HOW TO USE MICROSOFT ACCESS TO OUTPUT FILES WITH APPROVEIT

1-1.   Converting Access Output Files To Word/Excel for Signature Approval.

· If you have the MS Access program on your desktop, you have the capability to convert your Access Output files into MS Word or MS Excel, and sign with ApproveIt.  You have the additional capability of converting the signed document into Adobe Acrobat as described in a later chapter on Adobe. 

· This can be accomplished by doing the following:

Decide what report or output file you wish to generate.  Once you generate the report and have it on the screen, go to the Tools bar in Access, and click on Office Links.

You will see the following dialog box:
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Click on “Publish It with MS Word” or “Analyze It with MS Excel”.
Upon generating the output file, you will see the number of pages being printed out plus the extension associated with the file. 
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 The printing document will have “.rft” extension for rich text format.

The next dialog box you will see will be the Convert File dialog box.  Hit OK.
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Your output file or report file will appear on your screen.  Note that the title of the file will have an extension of .rtf.  Save the file to a new name with an extension of .doc. The .doc extension is for Word.

Now that you have changed your file extension to a word or Excel document, you are ready to place a signature block within the report to validate.  Remember, if you choose to convert your database to Excel, click on “Analyze It With MS Excel” from the Office Links.

The above step describes how to setup your output file.  The next step is to include your electronic signature element within the document authenticating its contents.  To do this, you need to open from the Tools area the Drawing Tool Bar.  See below for dialog box:
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The Drawing area of the tool bar will display as the following:
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Select the Text Box shape to draw your box for the signature element.   Open the box in the area where you wish to place your signature element.  Inside the box, type in “Certified by:” or whatever, then follow by: {SIGNATURE1}, your full name in caps, Title, Organization, and Date: {DATE1}.  The example block will appear as follows: 


Do a save.  Click on ApproveIt, Click on Approve.  Type in your password, and click OK.  {SIGNATURE1} will be replaced with your signature seal, and {DATE1} will be replaced with the current system date.


Below are the final results of the rich text format file with this text box insert for signing with ApproveIt.


Once you have the seal exposed and the rest of the information, you can then forward the report via e-mail to a recipient or you can print out the report with your full signature by clicking on ApproveIt, Verify Approval.

Additional benefit is converting this file into Adobe Acrobat Writer to PDF format.  It takes only seconds, with your signature visible within the file.


You will need Adobe Acrobat 4.0 or 5.0 on your PC to convert the file to PDF format.  This can be accomplished by clicking on ApproveIt, Secure Print, then selecting Adobe Writer as the format.  Make sure that you click on “View PDF File” to launch and view your final product in PDF.  You will also be asked what you want to name the file and 

File location.  The process is easy and can be accomplished in seconds.

Adobe 6.0 has not been certified by Silanis  to work with ApproveIt.  Wait until your system administrator has been given the OK to procure the 6.0 version.
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Certified by:





{SIGNATURE1}


DAWN SMITH


Budget Analyst


IOD, Date: {DATE1}
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