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EFIS No. 60/2004

November 2004

RANGE: PERSONNEL – RECRUITMENT

FORM 225 IC
-
Induction Checklist

FORM 228 EIF
-
New Employee Information Folder

An error was found on the Induction Checklist, this has now been amended and is enclosed for your use.  As the form also forms part of the New Employee Information Folder this is also enclosed for your use.

Please use immediately upon receipt.
Importing Forms – Version 8 (32Bit software for Windows 98/NT4/2000/XP)

1. Start the OyezForms software (if you are running a networked copy of the software only one user should have the software open at this point).

2. Insert the floppy disk into your floppy drive.

3. Select Admin and then Import new forms…
4. The Import new forms dialog box will appear and a list of the forms contained on the floppy disk will be displayed. 

5. Click Select All and then Import.
6. Once complete you will be asked if there are any more forms to import. If no click No.

If Yes; insert the next disk and click Ok.

7. The screen will refresh to display a new list of forms. Follow step 5 again.

8. Once all the disk(s) have all been imported click No.
If you have any problems please contact Oyez Legal Software on 020 7556 3201
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