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1.1 PRE SALE ADVICE LETTERS 

To generate Pre Sale Advice Letters: 

1. In the Search box, enter Pre Sale Advice, and then choose the related link.

Alternatively navigate to the auction header, and then select Pre Sale Advice located on the

Ribbon.

The Pre Sale Advice window opens. 
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OPTIONS FASTTAB 

In this FastTab select an auction and an output method. 

Auction No. Lookup Select an auction from the list, currently 
open auction is selected by default. 

Show Details Tickbox Select to include lot description. 

Combine Auctions Tickbox If auction is marked as consolidated, 
select to marge entries. 

E-mail Tickbox Define to email or print Presale Advice 
Letter (only one action allowed) 
Select method: 

 Send (Outlook) – select to use

email address of sending person

 Send (SMTP) – select to use

default email

 Create (Outlook) – tick the box
to open letter in Outlook editing
mode

 Don’t Print – tick the box for
email action only
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ADDRESSES FASTTAB 

To generate Pre-sale advice letters for all vendors from selected auction, leave it blank. 

To action Pre-sale advice letter for a particular vendor or reference, apply filters. 

AUCTION LINES FASTTAB 

In this FastTab you can apply additional filters on Auction Lines. 

NOTE 

Remember to clear filter after you finished, otherwise your selection will apply to any following 
Print/Send actions. 
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Select the Print button or the Preview button. 

Generated Presale Advice Letters will consist of the auction header, vendor details and all auction lines 

assigned to selected auction, including lot number, description, estimates and reserve. 
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