TACT                                        (Revised 04/20/99)                                          9.1

TACT WORDLINK
GETTING STARTED
To use TACT’s Optional WORDLINK system, use selection I for Company Files on the TACT Main Menu, then E to Update Company Info and the D for Documents.
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Fill in the document name that you wish to use for each of the WordLink options.  The documents that are provided from TACTWORKS are shown on the right.  If you do NOT wish to use one of the WordLink features, just leave that document name blank.  Choose the proper document names for the version of WORD that you are using.

NOTE:  You must enter a document name in order to use that feature, even if you are using the TACT default documents.

As part of the installation of WordLink, we will help you to edit your C:\TACT.BAT file to include the setting of an environment variable that points to the path you use for Microsoft Word.  Also, the Macro Security level in Microsoft Word must be set to Medium in order to use the macros provided with the WordLink documents.

Important note:  You cannot use a quote (“) in any data that will be used with WordLink.  The merge files that are created are ASCII delimited files, which use quotes to separate fields.  If your data contains a quote, you will get an error when you try to use WordLink telling you that it cannot find the Source File.  If you get this error, update and remove any quotes in your data and do the WordLink function again.

DESIGNING YOUR OWN DOCUMENTS

You may use Microsoft Word to design your own documents for use with WordLink.  The best way to do this is to save the document that was provided by TACTWORKS into a new document.  Do the WordLink function for the document that you wish to change.  When WORD opens, chose Enable Macros.  Then cancel out of whatever function you are left in until you see the original document with the merge fields in it (not the one with the data in it).  Then choose FILE, then SAVE AS and enter a name that is 8 or less characters long.  Do not change the folder, the new document must be saved in the FP folder.
When you copy the document, the Merge information is also copied so you have access to all of the merge fields if you wish to move them around.  

There is a macro called FPMACRO that runs with each document in order to do the merge of the TACT data.  That macro is also copied when you save the document as a new name.  There is no need to modify the macro.

You can make any changes you like to your new document  - different fonts, move the data around on the page, add boxes, whatever you like as long as you use all of the merge fields shown on the original document.  Some fields may be left off if you prefer not to show them as long as they do not affect the dollar amounts shown.  You may also add your logo to your new document if you have an electronic copy of it.  You can leave out the company name and address information and replace them with your logo or letterhead information.

Once you have created a new document, go to the Company Files Menu, Update Company Info and select D for Documents.  Enter in the new document name as needed.

NOTE:  TACTWORKS does not support WORD.  We cannot provide help in creating or editing your new documents, that is up to you or to someone you hire to help you.

POSSIBLE ERROR MESSAGES

If, when merging into WORD, you are presented with a File Conversion window, just click OK.

If you receive the message that WORD could not spell check the complete document, just click OK.

If the data doesn’t automatically merge into the document because of settings you may have in Word, simply choose TOOLS, then MAIL MERGE and the MERGE.  At that point you can choose to merge to a file or to the printer.

If WORD says it cannot find the source file, it is most likely because you have used a quote (“) in your data.  Update the item and remove the quotes and try WordLink again.

USING WORDLINK WITH PURCHASE ORDERS
If you have entered a document name in the Company Files for Purchase Orders, the WORDLINK features will go into affect.  

WHILE ENTERING PO’S

When choosing I for Print when looking at a PO, you will now have the option to View, Print or WordLink.  If you choose WordLink, WORDLINK will do the following:

1. Create a merge file with the PO information in it (C:\PO.TXT)
2. Open WORD with the document name you have specified in the Company File
3. Merge in the PO data to a new document
All you have to do is click “Enable Macros”.

At this point you can save this document, print it or fax it (if you have faxing software installed and linked to Word).  Since PO’s can be reprinted at any time, there is no point in saving the merged PO’s unless you are editing them in WORD.  If you do save them, save them to your normal document folder, do not save them to the FP folder.

FROM THE REPORT MENU

If you have several PO’s and would like to fax them all at once, use selection A, B, E, G or H on the PO Report Menu.  You will have a choice of View, Print or WordLink.  Choose W and enter the selection criteria.  The system will then open Word and do the 3 steps listed above.  

PRINTING OR FAXING TO MULTIPLE VENDORS

If you are faxing directly, you will need to choose to print to your fax printer by SECTION if the PO’s that you printed are for multiple vendors.  You can print a section by entering Sx-Sy, where x and y are section numbers (each PO has a different section number), in the PAGES box after selecting FILE, PRINT in Word.  

Note:  Using the printer icon in Word will not give you the opportunity to specify section numbers or printer so you will most likely get all PO’s printed to your default printer.

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

The following is the standard TACT Purchase Order Document – TACTPO.DOC showing the merge fields.
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USING WORDLINK WITH INVOICES
If you have entered a document name in the Company Files for Invoices, the WORDLINK features will go into affect.  

WHILE ENTERING INVOICES

When choosing I for Print when looking at an Invoice, you will now have the option to View, Print or WordLink.  If you choose WordLink, WORDLINK will do the following:

1. Create a merge file with the Invoice information in it (C:\INVOICE.TXT)
2. Open WORD with the document name you have specified in the Company File
3. Merge in the Invoice data
All you have to do is click “Enable Macros”.

At this point you can save this document, print it or fax it (if you have faxing software installed and linked to Word). Since invoices can be reprinted at any time, there is no point in saving the merged invoices unless you are editing them in WORD.  If you do save them, save them to your normal document folder, do not save them to the FP folder.
FROM THE REPORT MENU

If you have several Invoices and would like to fax them all at once, use selection F on the Receivables Report Menu.  You will have a choice of View, Print or WordLink.  Choose W and enter the selection criteria.  The system will then open Word and do the 3 steps listed above.  

PRINTING OR FAXING TO MULTIPLE CUSTOMERS

If you are faxing directly, you will need to choose to print to your fax printer by SECTION if the Invoices that you printed are for multiple customers.  You can print a section by entering Sx-Sy, where x and y are section numbers (each Invoice has a different section number), in the PAGES box after selecting FILE, PRINT in Word.  

Note:  Using the printer icon in Word will not give you the opportunity to specify section numbers or printer so you will most likely get all Invoices printed to your default printer.

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

The following is the standard TACT Invoice document – TACTINV.DOC showing the merge field names.



USING WORDLINK WITH LIEN WAIVERS
If you have entered a document name in the Company Files for Lien Waivers, the WORDLINK features will go into affect.  

When choosing I for Print Subcontractor Lien Waivers from the Payables Report Menu, you will now have the option to View, Print or WordLink.  If you choose WordLink, WORDLINK will do the following:

1. Create a merge file with the Lien Waiver information in it (C:\WAIVER.TXT)
2. Open WORD with the document name you have specified in the Company File
3. Merge in the Lien Waiver data into a new document.
All you have to do is click “Enable Macros”.  Click in the box under “FOR LABOR AND/OR MATERIALS AS FOLLOWS” and type in the text you want on the Lien Waiver.

SAVING LIEN WAIVERS

At this point you can save this document, print it or fax it (if you have faxing software installed and linked to Word).  It is good practice to SAVE Lien Waiver documents in Word since TACT does not save them.  Save them in your normal folder for these kinds of documents, do not save them in the FP folder.

PRINTING OR FAXING TO MULTIPLE SUBCONTRACTORS

If you are faxing the Lien Waivers directly from Word, and have multiple Lien Waivers to multiple subcontractors, you will need to choose to print to your fax printer by Section.  You can print a section by entering Sx-Sy, where x and y are section numbers (each Lien Waiver has a different section number), in the PAGES box after selecting FILE, PRINT in Word.  

Note:  Using the printer icon in Word will not give you the opportunity to specify section numbers or printer so you will most likely get all Invoices printed to your default printer.

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

The following is the standard TACT Lien Waiver document – TACTWAIV.DOC showing the merge fields.



USING WORDLINK WITH CHANGE ORDERS
If you have entered a document name in the Company Files for AIA Change Orders, the WORDLINK features will go into affect.  

When choosing K for Print AIA Change Order Form from the AIA Menu, you will now have the option to View, Print or WordLink.  If you choose WordLink, WORDLINK will do the following:

1. Create a merge file with the Change Order information in it (C:\TACTCO.TXT)
2. Open WORD with the document name you have specified in the Company File
3. Merge in the Change Order data into a new document.
All you have to do is click “Enable Macros”.  Click in the box under “You are directed to make the following changes in this Contract:” and type in the text you want on the Change Order.

SAVING CHANGE ORDERS

At this point you can save this document, print it or fax it (if you have faxing software installed and linked to Word).  It is good practice to SAVE Change Order documents in Word since TACT does not save them.  Save them in your normal folder for these kinds of documents, do not save them in the FP folder.

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

The following is the TACT standard Change Order document – TACTCO.DOC showing the merge fields.



USING WORDLINK WITH CREDIT MEMOS
If you have entered a document name in the Company Files for Credit Memos, the WORDLINK features will go into affect.  

When choosing A or B from the Credits Report Menu in A/R, you will now have the option to View, Print or WordLink.  If you choose WordLink, WORDLINK will do the following:

1. Create a merge file with the Credit Memo information in it (C:\CMEMO.TXT)
2. Open WORD with the document name you have specified in the Company File
3. Merge in the Credit Memo data into a new document.
All you have to do is click “Enable Macros”.  Click in the Description box and type in any additional text you may want.

SAVING CREDIT MEMOS

At this point you can save this document, print it or fax it (if you have faxing software installed and linked to Word).  If you have changed the description of the Credit memo and would like to save it,  save it in your normal folder for these kinds of documents, do not save them in the FP folder.

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

The following is the TACT standard Credit Memo document – TACTMEMO.DOC showing the merge fields.



USING WORDLINK WITH STATEMENTS
If you have entered a document name in the Company Files for Balance Forward or Open Invoice Statements, the WORDLINK features will go into affect.  

When choosing A, B or C from the Statements Menu in A/R, you will now have the option to View, Print or WordLink.  If you choose WordLink, WORDLINK will do the following:

1. Create a merge file with the Credit Memo information in it (C:\STATEMNT.TXT)
2. Open WORD with the document name you have specified in the Company File
3. Merge in the Statement data into a new document.
All you have to do is click “Enable Macros”.  

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

The following is the TACT standard Open Invoice Statement and Balance Forward Statement documents – TACTSTMT.DOC and TACTBLST.DOC showing the merge fields.





USING WORDLINK WITH VENDORS
ENVELOPES OR OTHER DOCUMENTS FOR ONE VENDOR

When looking at a vendor record, you can choose M for Merge.  You will then receive the option of Merging to a #10 envelope or any other document that you have created.  When you choose # 10 envelope, the system will do the following:

1. Create a merge file with the Vendor information in it (C:\VENDORS.TXT)
2. Open WORD with a document for a #10 envelope.
3. Merge in the Vendor data into a new document.
All you have to do is click “Enable Macros”, put a #10 envelope in your printer and choose to Print.

If you choose to merge to another document, you will have to have created the document previously and stored it with an 8, or less, character name in the FP directory in the TACT folder on your server.  To create the mail merge document, refer to page 7 in the Vendors/Customers section of the TACT manual for the field names of the fields in the merge file created by TACT.  The name of the merge file is C:\VENDORS.TXT.

Note:  TACTWORKS does not support WORD.  We cannot help you with creating merge documents.  Refer to your WORD documentation for creating mail merge documents.  You will only need to know the name of the merge file that TACT creates.  When putting the merge fields into the merge document, WORD provides you with the list of the fields that are in the file created by TACT.

LABELS FOR MANY VENDORS

When you choose selection E-Print Vendor Labels on the Vendor Report Menu, you will be given the option of Regular or Wordlink.  Regular will give you the same options as without Wordlink and will allow you to print a full page of labels for one vendor if you wish.  If you choose Wordlink, you will be given the option of Small (30 labels per sheet) or Large (6 labels per sheet).  TACT will do the 3 steps shown above and them you will be presented with the merged label document for printing.

You may edit the large label document to add your logo or other information by editing the document TACTLAB2.DOC in the FP folder in the TACT folder on your server.  You must save it again with the same name.

OTHER DOCUMENTS

You may create any documents you like in WORD using the C:\VENDORS.TXT merge document.  Just use the Create Mail Merge option on the Vendor Report Menu to create the file.  Then open WORD and merge in the data.

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

USING WORDLINK WITH CUSTOMERS
ENVELOPES OR OTHER DOCUMENTS FOR ONE CUSTOMER

When looking at a customer record, you can choose M for Merge.  You will then receive the option of Merging to a #10 envelope or any other document that you have created.  When you choose # 10 envelope, the system will do the following:

1. Create a merge file with the Customer information in it (C:\CUSTOMER.TXT)
2. Open WORD with a document for a #10 envelope.
3. Merge in the Customer data into a new document.
All you have to do is click “Enable Macros”, put a #10 envelope in your printer and choose to Print.

If you choose to merge to another document, you will have to have created the document previously and stored it with an 8, or less, character name in the FP directory in the TACT folder on your server.  To create the mail merge document, refer to page 15 in the Vendors/Customers section of the TACT manual for the field names of the fields in the merge file created by TACT.  The name of the merge file is C:\CUSTOMER.TXT.

Note:  TACTWORKS does not support WORD.  We cannot help you with creating merge documents.  Refer to your WORD documentation for creating mail merge documents.  You will only need to know the name of the merge file that TACT creates.  When putting the merge fields into the merge document, WORD provides you with the list of the fields that are in the file created by TACT.

LABELS FOR MANY CUSTOMERS

When you choose selection E-Print Customer Labels on the Customer Report Menu, you will be given the option of Regular or Wordlink.  Regular will give you the same options as without Wordlink and will allow you to print a full page of labels for one customer if you wish.  If you choose Wordlink, you will be given the option of Small (30 labels per sheet) or Large (6 labels per sheet).  TACT will do the 3 steps shown above and them you will be presented with the merged label document for printing.

You may edit the large label document to add your logo or other information by editing the document TACTLAB4.DOC in the FP folder in the TACT folder on your server.  You must save it again with the same name.

OTHER DOCUMENTS

You may create any documents you like in WORD using the C:\CUSTOMER.TXT merge document.  Just use the Create Mail Merge option on the Customer Report Menu to create the file.  Then open WORD and merge in the data.

EXITING FROM WORD

When closing out the ORIGINAL document, click NO when asked if you want to save the changes.

USING WORDLINK FOR TRANSMITTALS OR OTHER JOB-RELATED DOCUMENTS

TACTWORKS provides a default Transmittal form called TACTTRAN.DOC or W97TRAN.DOC.  You will most likely want to save these files to another name in the FP folder and then add your logo and company information before using.

To create a merge file for job-related information, choose M on the menu when looking at the Jobcost screen.  

You will be asked if you want to include Customer or Vendor information for the merge.  If you answer C, the customer information will be automatically pulled from the job record.  If you answer V, you will be prompted for the VENDOR ID.  Note:  You must know the vendor ID ahead of time, there is no Browse available.

You will then be prompted for the document name.  You can use the default names or enter the name of a document that you have created and stored in the FP folder in TACT.

When you are presented with the document in Word, you will need to first choose to Merge. The default Transmittal forms supplied by TACTWORKS are Word Forms.  With forms, you cannot merge to a new document, you must simply use the merge selection on your Word menu.  Then, to update the form, you need to first PROTECT THE FORM.  This is done by VIEW, TOOLBARS, FORMS and then clicking on the Lock Icon (furthest to the right).  Now you are ready to fill in the form.

To check a box, just click on it.  To fill in data, just click in the shaded area and start typing.  The TAB key will also allow you to move between boxes.

When you are finished, you can print the form.  If you wish to save it for your files, choose FILE, SAVE AS, and choose the proper place to save it according to your company’s procedures.  DO NOT SAVE IT IN THE FP FOLDER.

When closing Word or the original document, answer N to save the changes.  You do not want to change your original document.

The name of the Merge file created when doing Job-related documents is C:\JOBINFO.DOC.

The following is the TACT standard Transmittal document – TACTTRAN.DOC showing the merge fields.
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	Number:	� MERGEFIELD INVNUM �«INVNUM»�	Date: � MERGEFIELD DATE �«DATE»�





� MERGEFIELD PONUM �«PONUM»�





	Acct ID:	� MERGEFIELD ACCTID �«ACCTID»�





	Job:	� MERGEFIELD JOBNUM �«JOBNUM»� � MERGEFIELD JOBNAME �«JOBNAME»�





� MERGEFIELD ATTN �«ATTN»�


� MERGEFIELD CUNAME �«CUNAME»�


� MERGEFIELD CUADDR1 �«CUADDR1»�


� MERGEFIELD CUADDR2 �«CUADDR2»�


� MERGEFIELD CUADDR3 �«CUADDR3»�








� MERGEFIELD COMPANY �«COMPANY»�


� MERGEFIELD CADDR1 �«CADDR1»�


� MERGEFIELD CADDR2 �«CADDR2»�


� MERGEFIELD CADDR3 �«CADDR3»�





� MERGEFIELD CPHONE �«CPHONE»�


� MERGEFIELD CEXTRA �«CEXTRA»�





INVOICE











LIEN WAIVER








Whereas, the undersigned has been contracted by � MERGEFIELD COMPANY �«COMPANY»� to furnish labor and/or materials on the premises described as:





	Job Name:	� MERGEFIELD JOB �«JOB»�	Task:	� MERGEFIELD TASK �«TASK»�


	Job Number:	� MERGEFIELD JOBNUM �«JOBNUM»�	Invoice #:	� MERGEFIELD INVNO �«INVNO»�


	Job Address:	� MERGEFIELD JADDR1 �«JADDR1»�	Invoice Date:	� MERGEFIELD INVDATE �«INVDATE»�


		� MERGEFIELD JADDR2 �«JADDR2»�	Check Number:	� MERGEFIELD CHECKNO �«CHECKNO»�


		� MERGEFIELD JADDR3 �«JADDR3»�





For labor and/or materials as follows:


























Now, therefore we the undersigned, in the consideration of $� MERGEFIELD AMOUNT �«AMOUNT»� and other good and valuable consideration, the receipt of which is hereby acknowledged, do hereby waive and release any and all liens, and any or all claims or right to a lien on the said described building and premises under the Statutes of the State of � MERGEFIELD STATE �«STATE»� relating to Mechanic’s liens, on all accounts including but not limited to labor, materials or services furnished as aforesaid, up to the date noted on this waiver.





NOTE:  THIS WAIVER IS TO BE SIGNED BY THE OWNER OF THE COMPANY, PRESIDENT OR OFFICER OF THE CORPORATION.  TITLE MUST BE DESIGNATED.








	Federal I.D. Number:	� MERGEFIELD FEDID �«FEDID»� 	Company:	� MERGEFIELD SUBNAME �«SUBNAME»�


	Corporation ___ Other ___		� MERGEFIELD SADDR1 �«SADDR1»�


				� MERGEFIELD SADDR2 �«SADDR2»�


				� MERGEFIELD SADDR3 �«SADDR3»�





Date: _____________		Name:	_________________________________________


			Title:	_________________________________________


Notary Required? ___





	State of:	� MERGEFIELD STATE �«STATE»�


	County of:	� MERGEFIELD COUNTY �«COUNTY»�





Subscribed and sworn to before me this _____________ day of ________________________





Notary Public: ________________________________   My commission expires: _____________________











CHANGE


ORDER





OWNER		__


ARCHITECT		__


CONTRACTOR		__


FIELD			__





AIA DOCUMENT TYPE G701





PROJECT: 	� MERGEFIELD JOB �«JOB»�	CHANGE ORDER #:	� MERGEFIELD CONUM �«CONUM»�


	� MERGEFIELD JADDR1 �«JADDR1»�		� MERGEFIELD CODESC �«CODESC»�


	� MERGEFIELD JADDR2 �«JADDR2»�									DATE:	� MERGEFIELD DATE �«DATE»�





TO:	� MERGEFIELD CONTRACTOR �«CONTRACTOR»�	ARCH PROJ NUMBER:	� MERGEFIELD PROJNUM �«PROJNUM»�		


	� MERGEFIELD CADDR1 �«CADDR1»�				


	� MERGEFIELD CADDR2 �«CADDR2»�	CONTRACT FOR:	� MERGEFIELD CONTRACTFOR �«CONTRACTFOR»�


	� MERGEFIELD CADDR3 �«CADDR3»�	CONTRACT DATE:	� MERGEFIELD CDATE �«CDATE»�








You are directed to make the following changes in this Contract:











The original Contract sum was . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .	$	� MERGEFIELD ORIGCON �«ORIGCON»�


Net change by previous Change Orders . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .	$	� MERGEFIELD NETCHG �«NETCHG»�


The Contract Sum prior to this Change Order was . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .	$	� MERGEFIELD CONSUM �«CONSUM»�


The Contract Sum will be � MERGEFIELD INCDEC �«INCDEC»� by this Change Order . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .	$	� MERGEFIELD INCDECAMT �«INCDECAMT»�


The new Contract Sum including the Change Order will be . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .	$	� MERGEFIELD NEWCONTR �«NEWCONTR»�


The Contract Time will be � MERGEFIELD INCDECD �«INCDECD»� by � MERGEFIELD DAYSW �«DAYSW»�	(� MERGEFIELD DAYSN �«DAYSN»�) Days


The Date of Completion as of the date of Change Order therefore is � MERGEFIELD COMPLDATE �«COMPLDATE»�





ARCHITECT	CONTRACTOR	OWNER


� MERGEFIELD ARCH �«ARCH»�	� MERGEFIELD CONTRACTOR �«CONTRACTOR»�	� MERGEFIELD OWNER �«OWNER»�


� MERGEFIELD AADDR1 �«AADDR1»�	� MERGEFIELD CADDR1 �«CADDR1»�	� MERGEFIELD OADDR1 �«OADDR1»�


� MERGEFIELD AADDR2 �«AADDR2»�	� MERGEFIELD CADDR2 �«CADDR2»�	� MERGEFIELD OADDR2 �«OADDR2»�


	� MERGEFIELD CADDR3 �«CADDR3»�	� MERGEFIELD OADDR3 �«OADDR3»�





BY ________________________________________	BY ________________________________	BY _____________________________


DATE ______________________________________	DATE ______________________________	DATE ___________________________	





PURCHASE ORDER





Number: � MERGEFIELD PONUM �«PONUM»�


     Date: � MERGEFIELD DATE �«DATE»�		� MERGEFIELD PAGENO �«PAGENO»�





Ship to: � MERGEFIELD SHIPTO1 �«SHIPTO1»�


� MERGEFIELD SHIPTO2 �«SHIPTO2»�


� MERGEFIELD SHIPTO3 �«SHIPTO3»�


� MERGEFIELD SHIPTO4 �«SHIPTO4»�





Buyer: _____________________________________   Date: ____________	Subtotal: 	� MERGEFIELD SUBTOTAL �«SUBTOTAL»�


Seller: _____________________________________   Date: ____________	          Tax: 	� MERGEFIELD TAX �«TAX»�	        Total: 	� MERGEFIELD TOTAL �«TOTAL»�


� MERGEFIELD MODIFIED �«MODIFIED»�	� MERGEFIELD COPYNAME �«COPYNAME»�	





� MERGEFIELD LINE1 �«LINE1»�


� MERGEFIELD LINE2 �«LINE2»�


� MERGEFIELD LINE3 �«LINE3»�


� MERGEFIELD LINE4 �«LINE4»�


� MERGEFIELD LINE5 �«LINE5»�


� MERGEFIELD LINE6 �«LINE6»�


� MERGEFIELD LINE7 �«LINE7»�


� MERGEFIELD LINE8 �«LINE8»�


� MERGEFIELD LINE9 �«LINE9»�


� MERGEFIELD LINE10 �«LINE10»�


� MERGEFIELD LINE11 �«LINE11»�


� MERGEFIELD LINE12 �«LINE12»�


� MERGEFIELD LINE13 �«LINE13»�


� MERGEFIELD LINE14 �«LINE14»�


� MERGEFIELD LINE15 �«LINE15»�


� MERGEFIELD LINE16 �«LINE16»�


� MERGEFIELD LINE17 �«LINE17»�


� MERGEFIELD LINE18 �«LINE18»�


� MERGEFIELD LINE19 �«LINE19»�


� MERGEFIELD LINE20 �«LINE20»�


� MERGEFIELD LINE21 �«LINE21»�


� MERGEFIELD LINE22 �«LINE22»�


� MERGEFIELD LINE23 �«LINE23»�


� MERGEFIELD LINE24 �«LINE24»�


� MERGEFIELD LINE25 �«LINE25»�


� MERGEFIELD LINE26 �«LINE26»�


� MERGEFIELD LINE27 �«LINE27»�


� MERGEFIELD LINE28 �«LINE28»�


� MERGEFIELD LINE29 �«LINE29»�


� MERGEFIELD LINE30 �«LINE30»�


� MERGEFIELD LINE31 �«LINE31»�


	


























Quantity	U/M	Description	Task	Price/Unit	Extension











     Job: � MERGEFIELD JOB �«JOB»�	Ordered: � MERGEFIELD ORDERED �«ORDERED»�	Release: � MERGEFIELD RELEASE �«RELEASE»�


Freight: � MERGEFIELD FREIGHT �«FREIGHT»�	  Quoted: � MERGEFIELD QUOTED �«QUOTED»�	  Deliver: � MERGEFIELD DELIVER �«DELIVER»�








TO














JOB NO: � MERGEFIELD JOB_NUM �«JOB_NUM»�








� MERGEFIELD MESSAGE �«MESSAGE»�	








	� MERGEFIELD CONTINUE �«CONTINUE»�	� MERGEFIELD PAGE �«PAGE»�





				








� MERGEFIELD LINE1 �«LINE1»�


� MERGEFIELD LINE2 �«LINE2»�


� MERGEFIELD LINE3 �«LINE3»�


� MERGEFIELD LINE4 �«LINE4»�


� MERGEFIELD LINE5 �«LINE5»�


� MERGEFIELD LINE6 �«LINE6»�


� MERGEFIELD LINE7 �«LINE7»�


� MERGEFIELD LINE8 �«LINE8»�


� MERGEFIELD LINE9 �«LINE9»�


� MERGEFIELD LINE10 �«LINE10»�


� MERGEFIELD LINE11 �«LINE11»�


� MERGEFIELD LINE12 �«LINE12»�


� MERGEFIELD LINE13 �«LINE13»�


� MERGEFIELD LINE14 �«LINE14»�


� MERGEFIELD LINE15 �«LINE15»�


� MERGEFIELD LINE16 �«LINE16»�


� MERGEFIELD LINE17 �«LINE17»�


� MERGEFIELD LINE18 �«LINE18»�


� MERGEFIELD LINE19 �«LINE19»�


� MERGEFIELD LINE20 �«LINE20»�


� MERGEFIELD LINE21 �«LINE21»�


� MERGEFIELD LINE22 �«LINE22»�


� MERGEFIELD LINE23 �«LINE23»�


� MERGEFIELD LINE24 �«LINE24»�





				PAYMENTS/	INVOICE


	DATE	INV #	JOB #	JOB NAME	CHARGES	CREDITS	BALANCE





	Date: 	� MERGEFIELD DATE �«DATE»�





	Acct ID:	� MERGEFIELD ACCTID �«ACCTID»�

































































�


SIGNED





	� MERGEFIELD CURRENT �«CURRENT»�	� MERGEFIELD M_30DAYS �«M_30DAYS»�	� MERGEFIELD M_60DAYS �«M_60DAYS»�	� MERGEFIELD M_90DAYS �«M_90DAYS»�	� MERGEFIELD AMTDUE �«AMTDUE»�





	CURRENT	30 DAYS	60 DAYS	90+ DAYS	AMOUNT DUE








� MERGEFIELD MESSAGE �«MESSAGE»�	








	� MERGEFIELD CONTINUE �«CONTINUE»�	� MERGEFIELD PAGE �«PAGE»�





				








� MERGEFIELD BALANCE_FWD �«BALANCE_FWD»�


� MERGEFIELD LINE1 �«LINE1»�


� MERGEFIELD LINE2 �«LINE2»�


� MERGEFIELD LINE3 �«LINE3»�


� MERGEFIELD LINE4 �«LINE4»�


� MERGEFIELD LINE5 �«LINE5»�


� MERGEFIELD LINE6 �«LINE6»�


� MERGEFIELD LINE7 �«LINE7»�


� MERGEFIELD LINE8 �«LINE8»�


� MERGEFIELD LINE9 �«LINE9»�


� MERGEFIELD LINE10 �«LINE10»�


� MERGEFIELD LINE11 �«LINE11»�


� MERGEFIELD LINE12 �«LINE12»�


� MERGEFIELD LINE13 �«LINE13»�


� MERGEFIELD LINE14 �«LINE14»�


� MERGEFIELD LINE15 �«LINE15»�


� MERGEFIELD LINE16 �«LINE16»�


� MERGEFIELD LINE17 �«LINE17»�


� MERGEFIELD LINE18 �«LINE18»�


� MERGEFIELD LINE19 �«LINE19»�


� MERGEFIELD LINE20 �«LINE20»�


� MERGEFIELD LINE21 �«LINE21»�


� MERGEFIELD LINE22 �«LINE22»�


� MERGEFIELD LINE23 �«LINE23»�


� MERGEFIELD LINE24 �«LINE24»�





				PAYMENTS/	BALANCE


	DATE	INV #	JOB #	JOB NAME	CHARGES	CREDITS	FORWARD





	Date: 	� MERGEFIELD DATE �«DATE»�





	Acct ID:	� MERGEFIELD ACCTID �«ACCTID»�











STATEMENT





� MERGEFIELD ATTN �«ATTN»�


� MERGEFIELD CUNAME �«CUNAME»�


� MERGEFIELD CUADDR1 �«CUADDR1»�


� MERGEFIELD CUADDR2 �«CUADDR2»�


� MERGEFIELD CUADDR3 �«CUADDR3»�








	� MERGEFIELD CURRENT �«CURRENT»�	� MERGEFIELD M_30DAYS �«M_30DAYS»�	� MERGEFIELD M_60DAYS �«M_60DAYS»�	� MERGEFIELD M_90DAYS �«M_90DAYS»�	� MERGEFIELD AMTDUE �«AMTDUE»�





	CURRENT	30 DAYS	60 DAYS	90+ DAYS	AMOUNT DUE





STATEMENT





� MERGEFIELD ATTN �«ATTN»�


� MERGEFIELD CUNAME �«CUNAME»�


� MERGEFIELD CUADDR1 �«CUADDR1»�


� MERGEFIELD CUADDR2 �«CUADDR2»�


� MERGEFIELD CUADDR3 �«CUADDR3»�








� MERGEFIELD COMPANY �«COMPANY»�


� MERGEFIELD CADDR1 �«CADDR1»�


� MERGEFIELD CADDR2 �«CADDR2»�


� MERGEFIELD CADDR3 �«CADDR3»�





� MERGEFIELD CPHONE �«CPHONE»�


� MERGEFIELD CEXTRA �«CEXTRA»�








Please reduce the outstanding balance on invoice � MERGEFIELD INVNUM �«INVNUM»� by � MERGEFIELD AMOUNT �«AMOUNT»�.  Thank you.





	Description	Amount








Credit on Invoice # � MERGEFIELD INVNUM �«INVNUM»�	Dated: � MERGEFIELD INV_DATE �«INV_DATE»�	� MERGEFIELD AMOUNT �«AMOUNT»�





Job: � MERGEFIELD JOBNUM �«JOBNUM»� � MERGEFIELD JOBNAME �«JOBNAME»�





Comment:  � MERGEFIELD COMMENT �«COMMENT»�














	Inv Number:	� MERGEFIELD INVNUM �«INVNUM»�





	Date: 	� MERGEFIELD DATE �«DATE»�





	











CREDIT MEMO





� MERGEFIELD ATTN �«ATTN»�


� MERGEFIELD CUNAME �«CUNAME»�


� MERGEFIELD CUADDR1 �«CUADDR1»�


� MERGEFIELD CUADDR2 �«CUADDR2»�


� MERGEFIELD CUADDR3 �«CUADDR3»�








� MERGEFIELD COMPANY �«COMPANY»�


� MERGEFIELD CADDR1 �«CADDR1»�


� MERGEFIELD CADDR2 �«CADDR2»�


� MERGEFIELD CADDR3 �«CADDR3»�





� MERGEFIELD CPHONE �«CPHONE»�


� MERGEFIELD CEXTRA �«CEXTRA»�





DATE: � TIME \@ "MMMM d, yyyy" �November 17, 2000�





� MERGEFIELD COMPANY �«COMPANY»�


� MERGEFIELD CADDR1 �«CADDR1»�


� MERGEFIELD CADDR2 �«CADDR2»�


� MERGEFIELD CADDR3 �«CADDR3»�





� MERGEFIELD CPHONE �«CPHONE»�


� MERGEFIELD CEXTRA �«CEXTRA»�





4395 Broadway      Denver, Colorado  80216-3549                 Phone 303-296-9644          Fax  303-296-9854











4395 Broadway      Denver, Colorado  80216-3549                 Phone 303-296-9644          Fax  303-296-9854






















































































SIGNED





� MERGEFIELD COMPANY_NAME �«COMPANY_NAME»�


� MERGEFIELD COMP_ADDR1 �«COMP_ADDR1»�


� MERGEFIELD COMP_ADDR2 �«COMP_ADDR2»�


� MERGEFIELD COMP_CITY �«COMP_CITY»� � MERGEFIELD COMP_STATE �«COMP_STATE»� � MERGEFIELD COMP_ZIP �«COMP_ZIP»�





� MERGEFIELD COMP_PHONE �«COMP_PHONE»�  FAX: � MERGEFIELD COMP_FAX �«COMP_FAX»�


� MERGEFIELD COMP_EXTRA �«COMP_EXTRA»�














SIGNED





RE:	� MERGEFIELD JOB_NAME �«JOB_NAME»�


	� MERGEFIELD LOCATION_1 �«LOCATION_1»�


	� MERGEFIELD LOCATION_2 �«LOCATION_2»�


	� MERGEFIELD LOCATION_3 �«LOCATION_3»�





� MERGEFIELD ATTENTION �«ATTENTION»�


� MERGEFIELD NAME �«NAME»�


� MERGEFIELD ADDR_1 �«ADDR_1»�


� MERGEFIELD ADDR_2 �«ADDR_2»�


� MERGEFIELD CITY �«CITY»� � MERGEFIELD STATE �«STATE»� � MERGEFIELD ZIP �«ZIP»� 


� MERGEFIELD PHONE �«PHONE»�  FAX: � MERGEFIELD FAX �«FAX»�





LETTER OF TRANSMITTAL








TACT WORDLINK
                      (Revised 9/15/2000)
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