1-0.  USING APPROVEIT WITHIN MS OUTLOOK.

1-1.  ApproveIt  Supported As Attachment In Outlook  or Exchange Mailer.
ApproveIt 5.23 for Office has been redesigned for improving your mail merge capabilities within Microsoft Outlook 98/2000.  You must process your Word or Excel documents with ApproveIt signatures then include as an attachment into the Outlook or Exchange mailers.  This process will enhance the integrity of validating signatures each time you e-mail.  

If you do any signing, do it within your attached MS Word, Excel, Adobe, or AMEDD document.  Remember both sender and receiver must have ApproveIt, and Outlook or Exchange on their desktop. It is important to understand that you can open an attached signed document inside the mailer, make the necessary changes, sign the document, and continue to forward to the next person. You don’t have to copy or save to your hard drive to make the changes.  It is simple and easy.  Make sure you save the attached document before you sign in the next signature phrase.  If you have multiple signatures, you must do a “Save” before you forward to the next person.  It will help to do a “Verify Approval” before you send a document to make sure you have not modified any contents within the document.  If it is modified, your signature is invalid, and you must inform the previous signer.  They will re-furnish you another copy.  Always keep a backup copy of your work, and rename.  It will be your backup in case someone alters the document(s) during transmission.

1-2.  Attached Documents Within  Microsoft Outlook or Exchange.
The signature phrase will be the same one used inside MS Word or MS Excel. All Signature phrases begin with {SIGNATURE1}.  Adobe Writer/Distiller have a slight different process that is mentioned in a later chapter. Make sure that as your finalizing your text, you include the correct signature phrases for each employee who will be signing a document.  Recommend write-ups be accomplished in MS Word, and inserted as an attachment to your Outlook or Exchange mailer.  If you have multiple signatures, you will have a string of signatures.  Each one will have an additional number added to the next order of signing.  An example would be like:  {SIGNATURE1}, {SIGNATURE2}, {SIGNATURE3}, {SIGNATURE4}, etc.  The signing is accomplished in sequential order. 

1-3.  Forwarding Attached Documents Within Microsoft Outlook or Exchange Mailer.
Signed documents should be secured within the Outlook or Exchange mailer.  The displayed message portion of Outlook or Exchange will not contain any signatures.  All your signed documents will be included as an attached Word, Excel, Adobe, or AMEDD file and secured with ApproveIt.  Your message information in the mailer should contain information you wish the recipient to acknowledge.  The last person to sign the any document should forward to each member on the list a copy of the finalized correspondence.  Do not accept or process a document that has been modified or altered.  Notify the previous signer that their document was not secured when it arrived at your location.
















































































































































































































































































































