Home Team — Document Management System

Introduction

This system was developed to assist organisations to manage their important
documents,

- policies,

- procedures

- forms etc
and to make them readily available for staff, to find and open, then to read or print.

Providing Windows has a “file association” with the type of document, virtually any
type of document can be referenced and opened, for example:

- Word Documents

- PDF Files

- Excel Spreadsheets

- Power Point Presentations

- Images

- Sound Files

- Video Clips

- Web Site Links

The system is written in Visual Basic and uses a Microsoft Access Database.
Microsoft Access does not need to be installed on the PCs using the software.

Computer Environment

The system can run on,
- A single PC
- PC’s in a network with a Central Server
- A Terminal Server, or Citrix environment

The system is simple to install and use.

Adding and removing documents can be restricted to certain staff. Individual
documents can be restricted for viewing by staff above a specific level.

Operation

The following describes the basic operation of the system from a general staff point of
view. A separate document is provided in relation the administration of the system.
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APPLICATION FOR CREDIT Foh Harton 14/01 /2008
CORPORATE COLLECTIONS BILL OF SALE (BOS) - NSW Rob Haoran 14/01/2008
SALES BILL OF SALE (B0S) - QLD Foh Harton 14/01/2008
EI',:‘TKF;ADATA BILL OF SALE (BOS) -vIC Rob Horton 14/01/2008
CONTACTS BORROWERS ACKNOWLEDGEMENT Roh Harton 14/01 /2008
SYSTEM CCIDISCLAIMER Rob Haoran 14/01/2008
MARKETING CHECKLIST - PFERSONAL LOANS & OVERDRAFTS  |Rob Horon 14/01/2008
COMPARISON RATE-23/01/2008 Stacey Cosgrove 23/01/2008
CONSENT FORM-EILL OF SALE (BDS) Roh Harton 14/01 /2008
DIRECT PAY AUTHORITY - LOANS Rob Haoran 1740172008
GUARANTOR & INDEMNIFIER STATEMENT Fiob Horon 14/01/2008
HELPFUL HINTS - LOAN APPLICATIONS Rob Horton 14/01/2008
INFORMATION MOTICE - BILL OF S4LE (BOS) Roh Harton 14/01 /2008
INFORMATION MOTICE - BILL OF SALE (BOE) - GOOD|Foh Horton 14/01/2008
LOANS WORKSHEET Fiob Horon 14/01/2008
PRIVACY INFORMATION - PHONE LOANS Rob Horton 14/01/2008
SERVICE NOMINATION - LOANS Roh Harton 14/01 /2008
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Clicking on a Sub Category brings up the relevant list of Documents.
Double Clicking on the document name opens the document.
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ADMIN » |CARDS {134 APPUCATION Rob Hartan 40172008

CORPORATE CARDS [ VISA REPLACEMENT | [Fab Harton 440172008

SALES ISA CARDS | |Rob Harton 4/01/2008

ULTRADATA

e VISA RECONCILATION | [Rab Harton 40172008

CONTACTS CARDE - VERIFIED B VISA | [Rob Hartan 7/01/2008

SYSTEM CARDS - VI3A CHARGEBACK REQUESTS | [Rab Hartan 740172008

LERLETINTE CARIPS - IS4 DEBIT BALANCES UPDATING | [Rab Harton 7/01/2008
CARDS -VISA DEEIT GARD REQUESTS | |RobHarton 740172008
CAHDS - VISA DEBIT CARD PROCESSING | |RabHartan 7/01/2008
CARDS - VIBA DEBIT CARD RENEWALS | |RobHartan 7/01/2008
CARDS - VISA STATUS CANCELETC | |Rak Haran 7/01/2008
Ig4 BROCHURE | |RobHorton 15/01/2008
UJTRACS - VERIFIED B VISA [VEY) | [RabHarton 10/01/2008
MEMO &0 2006 - VISA DEBIT CARD RENEWALS | [Rab Harlon 10/01/2005
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Entering a word in the Search box and Clicking Find will list all document names that
have that word included.

Conclusion

This is the simple easy to use method for providing staff with the information they
require at their finger tips, well — just a click or two away.

Contact Rob Horton for more information.

R J Horton Solutions

ABI: 42 406 703 271
44 Wlid Dural Rd, Middle Dural FSW 2158
Phone: 02 8651 2034 Mobile: 0415 218 688
Email rob@rihorton com.au



