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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
0291514511 0291514511
(02) 91514511 0291514511
02-9151-4511 0291514511
02'91514511 0291514511
02*91514511 0291514511
[02] 91514511 0291514511
“0291514511” 0291514511
291514511 0291514511

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

Unformatted Formatted
04 0233 3444 0402333444
04-0233-3444 0402333444
04'02333444 0402333444
04*02333444 0402333444
“0402 333 444" 0402333444
(04 02333444) 0402333444
0402 333 444 0402333444

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

A B C D E F G
1 Afttention  Service Mumber
2 John Smith Fax ’0251514555
3 |Jane Smith Fax 10291514556 I
4 JoeBloggs Fax 10291514557
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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 double-click Setup.exe to run it
Step 3: Follow the installation prompts towards the end

Note: It is recommended that you close all other applications before continuing.

-

P
ﬁ! Setup - Mewsnet Number Format Tool - o = e S
Welcome to the Newsnet Number
Format Tool v2.0
This will install the Newsnet Mumber Format Tool as an Excel
Add On.
It iz recommended that you close all other applications before
continuing.
Click Next to continue, or Cancel to exit Setup.
Click Next
A
[ (Ksit l | Cancel |
ﬂ Setup - Newsnet Number Format Tool - =
Select Destination Location
Where should Newsnet Number Format Tool be installed?
Setup will install Newsnet Number Format Toal into the following folder.
To continue, click Mext. ff you would like to select a different folder, click Browse.
Browse...
Click Next
1
At least 1.4 ME of free disk space is required.
< Back H Nexd > l | Cancel
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How to install the Newsnet Formatting Tool?

ﬁ! Setup - Newsnet Number Format Toal - | e

Select Start Menu Folder
Where should Setup place the program's shortcuts

Setup will create the program'’s shortcuts in the following Start Menu folder.

To continue, click Mext. If you would lilke to select a differert folder, click Browse.

zwsnet Number Format Tool| Browse. ..

Click Next
A
¢<Back | Net> | [ Cancel |
p
ﬁ%‘ Setup - Newsnet Number Format Tool T —
Ready to Install

Setup is now ready to begin installing Newsnet Number Format Tool on your

computer.

Click Install to cortinue with the installation, or click Back if you want to review or

change any settings.

Destination location: -

C:\Program Files'\Newsnet Applications'Mewsnet Mumber Format Tool
Start Menu folder:
Newsnet Number Format Tool
Click Install
A
4 I3
[ <Back ][ tast | [ Concel |
ﬁl Setup - Newsnet Number Format Tool ‘ [ = — "'J
Completing the Newsnet Number
Format Tool Setup Wizard
Setup has finished instaling Newsnet Mumber Format Tool on
your computer. The application may be launched by selecting
the installed icons.
Click Finish to exit Setup.
Click Finish
A

© Newsnet PTY LTD 2009 | Not to be sold or published | www.newsnet.com.au Page 4



9 NEWSnet

messaging solutions

How to use the Newsnet Formatting Tool?

Step 1: Open the Microsoft Excel worksheet to be formatted.
Step 2: You should see the Number Formatter' tab on the Toolbar.
:ff!g\\ % S
: Home Insert Page Layout Formulas Data Review View Number Formatter
= | &
Format Help
Tools
Step 3: Highlight the column that you wish to format
A B & D E F G H I
1 |Attention  Service Mumber
2 |JohnSmith Fax 61291514555
3 Jane Smith  Fax 61291514556
4 JoeBloggs Fax 61291514557
5 JaneBloggs Fax 61291514558
]
7
Step 4. Click the ‘Format’ button under the Number Formatter tool tab to view the below screen.
Step 5: Check ‘The selected column has a header’, otherwise leave unchecked if no header.

-
Format Telephone Mumbers

Thizs tool wi1ll help wou to format the telephone numbers

¥ The =zelected column has a header|

1] Cancel
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How to use the Newsnet Formatting Tool?

Step 6: Click Ok on the Format Result prompt.
A B 0 D E F G
1 Attention Service Mumber 1
2 [John Smith Fax 0291514555
3 |Jane Smith Fax 0291514556
4 Joe Bloggs Fax 0291514557 r
5 JaneBloggs Fax 0291514558 o Cx
]
7 i . ! Formatted: 4
8 "W Empty: 0
9 Incorrect: 0
10
11
12
13
Note: Any incorrect numbers in the column will be highlighted in Red.
For example:
A B C D E F G
1 Attention  Service Mumber
2 |John Smith  Fax
3 |Jane Smith Fax
4 Joe Bloggs Fax
5 |Jane Bloggs Fax
]

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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