PNEwshet

messaging solutions

Formatting Tool Guide

Version 2.1

Newsnet PTY LTD (A Pisces Group Co.) L39, 100 Miller St North Sydney NSW Australia | ph 0291514598 | fax02 91514511 | www.newsnet.com.au



/NEwshet

messaging solutions

What is the Newsnet Formatting Tool?

The Newsnet Formatting tool is a ‘macro’ tool used with Microsoft Excel. This tool helps you with formatting
your list of phone, fax or SMS numbers to the Newsnet required format for sending.

The various operations performed by the Macro are removing spaces and unwanted characters from your list,

as well as highlighting numbers which are incorrect. This tool can only be used on Australian Phone, Fax &
Mobile numbers.

Please see below example of a list before and after the formatting tool has been used.

FAX—Formatting required for Newsnet for Fax numbers;

Unformatted Formatted
02 9151 4511 +61291514511
(02) 91514511 +61291514511
02-9151-4511 +61291514511
NHQMMp MmN HMRM514511
02*91514511 +61291514511
[02] 91514511 +61291514511
GnH dmp mAGAMEI511
291514511 +61291514511

SMS/ VOICE—Formatting required for Newsnet for SMS or Voice numbers;

Unformatted Formatted
04 0233 3444 +61402333444
04-0233-3444 +61402333444
nnQnH o o|o fA6H402333444
04*02333444 +61402333444
annnH o ¢ o+t61A0RA3R83444
(04 02333444) +61402333444
0402 333 444 +61402333444

See below and example of a final formatted list ready for broadcasting;

) Fax List tibility Mods R —haL,
A B C D € ; G J K
1 Attention ]Semce|Nu'nber :
2 lJoeBloggs Fax  +61211111111 k
3 JohnSmith Fax  +61222222222
4 JaneDoe Fax  +61233333333 |
5 v
M4 Ml Fax <73 1 T
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How to install the Newsnet Formatting Tool?

Step 1: Download the file from http://www.newsnet.com.au/downloads/

Step 2: Open Newsnet.Zip using Winzip and extract Newsnet.xla to C:\Program Files\Microsoft
Office\Office\XLStart\Newsnet.xla) or wherever you have installed Microsoft Office.

Step 3: Then double click and open Newsnet.xla.

Step 4: Thenselecti Enabl e M3eebelowsfar Microsoft Excel 2007.

Microsoft Office Security Options

@ Security Alert - Data Connection

Data Connection

Data connections have been blocked, If yvou choose to enable data connections, your
computer may no longer be secure, Da not enable this content unless you trust the
source of this file,

File Path:

) Helo g

otect me from unknown content {recommended)

Cpen the Trust Center I K j I Cancel
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How to use the Newsnet Formatting Tool?

Step 1: Open Microsoft Excel

Step 2: With the Macro installed you should see the ‘Newsnet’ Button on the Toolbar. For users
with Excel 2007 it will be under the “Add ins” Tab.

41

o) d 0 - Bookl [Compatibility Mode] - Microsoft Excel
a

- Home Insert Page Layout Formulas Data Review View Add-Ins PDF Acrobat

—p. Newsnet ™ Prompt

Toolbar Commands| | Custom Toolbars

‘ Al v £

A B e D E F G H 1 J
]
2
Step 3: Click the ‘Newsnet’ button to view the below screen.

Newsnet Number Formatter @

messaqgina ¢ marketina ¢ media
Header Information
@ Included; " Not included
Other Information 5
Column containing Mumber field | <
{ A to Zonly)
RUN | EXIT |
Status
Step 4: If you have header line in your document then select “Included” otherwise select “Not
included”.
Step 5: Select the column that contains the numbers that need formatting.
Other Information
Column containing Mumber field c
( Ato Z only)
Step 6: Click “RUN”. A box will pop up showing how many numbers were formatted.
Note: Any incorrect numbers in the column will be highlighted in Red.
Click “OK”

For help or more information please feel free to contact us on: customersupport@newsnet.com.au.

Newsnet Hours of operation are 9am—5pm Monday to Friday.
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