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all forms below contain dates of
approval and revision in the bottom
right corner of each page, which
you can check against the dates
listed in the table below. if the form
you are using has been updated
since you downloaded, you should
download again now. most forms
below are available in both
microsoft word and adobe pdf
formats. you can easily convert
your existing fax numbers to email
addresses in as little as 3 easy
steps! for example, if you have an
existing fax number, you can
convert it to an email address by
going to settings, email and fax,
then clicking on the fax button,
then clicking on the settings icon.
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youll be able to select an email
address and enter your new fax
number. by adding this new email
address as a contact, youll be able
to communicate with your
customers via email. you can even
set up a group email address to
send out important information
about your company! whether you
are using quickbooks self-service to
manage your accountants, or you
prefer to have someone else do it
for you, you can now see what
invoices you owe and pay the ones
that you owe. use the toolbar to
access the quickbooks self-service
functions. select the invoices tab,
then click on pay invoices. youll be
able to see your unpaid and open
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invoices in the list below. you can
now click on any invoice to be able
to pay it or to view the payment
information for it. the second case
requires that you obtain the same
mailing forms as described in the
previous example but, in this case,
you need to print more than one
form. if you do not need a return
receipt, you must print only one
copy of the ps 3811. once the
forms are printed, send them to
the addressee.
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