TELEPHONE MESSAGE MANAGEMENT SYSTEM TMS
INSTALLATION AND OPERATING INSTRUCTIONS

*Keep these instructions for reference and training new personnel.

STARTA-SYSTEM® CONTENTS

Package includes 250 or 500 Telephone Message
Slips attached to Record of Telephone Message
Logs. There are 25 Telephone Message Slips per
Message Log.

NOTE: Optional pegboard is available if

desired. Order form number WFPR-1-BL.

Recording a Telephone Message

1. Begin at the left by entering the Date, Name of
person to receive the message and the Time
of the call. (See A on the illustration)

2. Complete the top of the message slip with the
caller's Company Name, Contact Name, action
to be taken from Code Classifications and
Phone Number. (See B on the illustration)

3. Inthe remarks section, write in any additional
comments from the caller. (See C on the
illustration)

4. Remove the message slip at the perforation
and give to the proper person.

5. When complete, the Message Log may be
filed for future reference if desired.
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