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preparing evidence request forms

| figured it made sense to write this process down.1. Determine which documents are to be reviewed by the
board at an upcoming meeting and decide on the appropriate evidence due date a week or so before the
meeting.2. Copy those documents and their duplicates from the "not open" fbi database into the review track
database.3. Select the documents in the Review Track database. It is easiest to do this by knowing how many
documents you have copied into the Review Track (let's say 100 documents), and using the "untitled" view
(which lists all the documents in order of entry into the database), select the last 100 documents in the view,
and that should be the 100 you just copied into the database. 4. Run the printing macro "Evidence Form
Processing Macro". It will ask a series of questions about the due date, the date the letter will be sent, the
letter number, and where to start counting the packs. In this last dialogue box, the default is 1, but | always
change it to 0, and that makes the first pack "1". 5. Load the printer with green paper. Print view in the first
printing box (it will print a list to go with the file copy of the letter). In the second printing box, hit form
override, and choose the Agency evidence request form. The macros take a long time after this process is
finished.
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