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Installing

To start installing Simple Doc Manager, double click on SimpleDocManagerSetup.exe.

The following page will open:

Click on Next

]5! Setup - Simple Doc Manager

\
[ES R

Welcome to the Simple Doc
Manager Setup Wizard
This will nstal Simple Doc Manager 4.0.0 on your computer,

It is recommended that you dose &l other spplications before
conbnung.

Chk Mext to contnue, or Cancel to exit Setup.

Simple Doc
Manager

wahw. simpledocmanager com

powarad by

i Pianeta
v Software

[ hext> | | cancel

iﬁ! Setup - Simple Doc Manager

Information
Please read the folowing important information before continuing.

When you are ready to continue with Setup, didk Next.

This i End-User License Agreement (BULAT) and is a legal agreement between -
you {either an individual or @ single entity), and Software Auther Licchell Massime |
arid PIAMETA SOFTWARE ag & beergar for B Simple Doe Manager safbware. By |7
instaling, copying or otherwiss using the SOFTWARE PRODUCT, you agres to be
baurd by the terms of this EULA, If you do nat agree to the terms of this EULA,

da not install, copy or otherwise use Simple Doc Manager,

1, Licenzes. For purposes of ths License, the term Licensae ™ means the person,
company of entity that uses the Software under this Ucense. The Licersse must
accept and agres to thic License before instaling or wusing the Software. License in
the form of a product or package lzbel or confirmation e-mai wil be sent to the
Licensee and will identify the Softwars licensed to Licensee under this Licenss and
the type of license(s) granted to Licersee for each Software product,

2, Software and Dacumentation, “Software” means the computer programs of the -

| <Back | Mext> | [ Cancdl

Read the software User’s license and then click on Next

This implies full acceptance of all terms of the contract.
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EE! Setup - Simple Doc Manager

Select Destination Location
‘Where should Simple Dac Manager be inctaled?
| Satup wil install Simple Doc Manager nto the folowing folder.
I

To continue, dick Next. If you would lke 1o select & different folder, cick Browse,

Prog SimpleDachanages Browse. ..

Al least 13,8 MB of fres disk space is required.

<Back | bextx | | Cancdl

The software will be installed by default in folder C:\Program Files\SimpleDocManager\
It is possible to change the installation folder, but we recommend to leave the suggested

destination.

iE! Setup - Simple Doc Manager

Select Start Menu Folder
Where should Setup place the program's shortouts?
i Satup wil create the program’s shortouts in the following Start Menu folder.

To continue, dick Next. If you would lke 1o select & different folder, cick Browse.,

Finple Doc anage] Browse...

<Back | bextr | | Cancdl

This is where you may select name for the shortcuts to appear on your Start Menu.
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iﬁ! Setup - Simple Doc Manager

Select Additional Tasks
Which addtional taske should be perfarmed?

Manager, then chck Mext.

addibonzl Ioons:
< | Create & deskiop con
| Add program icon an Quidk Laundh toalbar

Select the additonal tasks you would ke Setup to perform while instaling Simphe Doc

<Back | Mextr | |

Cangel

e

In this window you may create an icon for the Software Quick Start:

- On your Desktop (tick on the first option)

- On your Quick Launch toolbar (tick on the second option)

‘iﬁ! Setup - Simple Doc Manager

Ready to Install

change any s=ttings.

Destination location:
C:\Program Fies\SimpleDoecManager

Start Menu folder:
Smple Doc Manager

Additonal tagks:
Additional Toons:
Create a desktop icon

Setup = now ready to begin instzling Simple Doc Manager on your computer.

Clhck Instal to combnue with the installation, or did: Badk IF you want to review aor

<Back | Instl | |

Cangel

The set-up preferences are now complete.
Click on Install, to complete installation.
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First Run

The first time you run the Software, you need to set-up the directory that the software will
use to save all files associated to your records, through the following window:

Settings - Simple Doc Manager

Thiz iz the firgt run of Simple Doc kManager.
Y'ou may zet main folder to be uszed by the program to zave documents.
[f your do not wish bo change  defaul folder, click on OF.

IMPORTAMTI
|f the program iz uzed in a network, specify netvark, location with
reading/writing access from all workstations.

Folder containing files as=ociated to records:

IC:4SimpleDoch anagertSDMD ocuments E]

ok || Cancel |

If the software will be used in a network with more than one workstation, it is important to
specify a directory which will be available for reading and scripting by all workstations.
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Login

Access to the software is protected by a password. The software is multi-user, keeping
track of which user recorded each single document.

Users are managed from the Settings window (explained later in this guide)

A default User with UserID Administrator and password admin has been pre-set.

Simple Doc Manager - Login @

H Select user

ﬁ:} Adrniniztratar -

Pagsword: if this ig first run, input admin

PR

OE. l ’ Cancel
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Features

This software allows management of your company’s documents and mail, in a simple,
fast and efficient manner, with related scanning in digital format.

With a few clicks, you can memorize all data of each document, associating it to one or
more files. You can even start scanning from the software, which will take charge of
memorizing and managing the image file.

The integrated search engine is a powerful tool, allowing search of a document by all
parameters (Sender/recipient, subject, record date, document date, sending type, type of
document, incoming/outgoing and of course number of record).

There are 7 main windows in the software, all easily reachable through the main menu:

. Record

. Address book

. Dossiers

. Notifications

. Basic data

. Companies/ departments
. Options and Utilities

~NoO o WNBE
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Record
‘S RECORD - Simple Doe Manager by Pianeta Software - Usen Adminiztratar |£|E|ﬁ
| Record  Addressbook  Dossiers  Motifications  Basic data Companies/departments  Options and utilities 7 |

Ciontact:

_ﬂ_ _ © &

Rec, M.: e, date

E— L E R . .

Doc. date hoe Do, bype:

HAecoad n | D ate | Subject | Sert by | Documen... | Documest ... | Cendes/recipient | F
L B 3AA0202  Invoice for puichase of .. Counier mal — Invoce 2510722 Smth & Co. - Richmond... £
- 5 AA02MZ  Drdes for Skylive bag Fax Oircer 28M02ME  Smth & Co, - Richmond . £
L4 4 30AD2ZMZ  Inwoice for navigator ch.,.  Couwier mal — Invoice 2EM0/202  CkhHandslzgeselscha,. &
- 3 W0A0/2012  Enad imvitation boExpo.. E-mail Irveikation A0M0/20N2  Enad - Shekou, Mash., &
- 2 0A0/2M2  Inweoice bor puichaze on.. Mail Invoce 26M0/2N2  CihHandelzgezelscha.. &
- 1 0402002 OHer for Defibeilatar E-mal Offer WNN0FL2MZE Sponghiled whibe Crozs . &
i | ] ¥

There are & records

Rec. N Rec. Date* Sent by* Document bype* Document date  Motes

5 31072012 > ] Fax = Oider » 25100202 -

= |ncoming: Subject®
@ Outgoing®  Ordes for Skyline bag

- . # :1]
Recigiend —  Address Couniry Files
Smith & Co o I 25, 0ld Dear Park Gardens UMITED KINGC | Olader
City P.code Slatelregion  Fax
Richmand, Suriey izt Suriey
Recorded by:  Administrator Dossier (optional) — [l
Companyidept: Purchaze office Putchaze ol Skyline bag - 1 - il ] | |
* Required fizld
Sof & IREE B AE.NE | e ] ﬂ, Yiew nolifications

This is the software’s main frame.
At the top, you will find a blue bar with the various selection options, to easily find
previously input records.

In the centre of the frame all recorded documents are shown, corresponding to filters

previously selected in the above blue bar.

The lower part shows details of current document, or document selected from the list,

allowing new input operations or modifying of a certain record.

Clicking on Print you can either print:
A label to be put on document with record number, date and, if allowed, a bar code

identifying the record (see Bar Code chapter)
A record receipt

A detailed list of records

A detailed list of records without notes
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Inputting a new Record

All input or modification operations of a record are managed through the record navigation
bar at the bottom.

| 2 di 208 N @ ¥ V| &

To record a new document, click on the “new record” icon!

All fields will be cleared and the frame will be ready for a new input.

The record number will be automatically generated in increasing mode in regard to the
last recorded document (visible after saving).

The record date will also be inserted automatically, but can be modified if needed.

If sender/recipient is not yet in the Address Book, a window will automatically open, asking
to insert the new contact:

Item not found in database. [&J

@™ % Item not found in database.

= Input?

| ok || Annulla

When clicking on “OK”, another window will appear, allowing you to insert all data for the
new contact:
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r© N
2 Simple Doc Manager - New contact &J
Autamatic fizlds formatting
Title* Surname* Name Country* Notes
Frivate +  Smith Jaohn LUMITED KIMGDORM - -
Address City P.code
20, 0Id Deer Park, Gardens Richmond, Surrey Wk
Phone _Fax ~ Email
Certified email WAT number
* Reguired field
Save ] | Cancel
L

Upon saving the new contact, all fields of the record for the contact will be automatically
filled in.

All saved contacts can be visualized and managed through the Address book Window.

While inputting a new record, on the right of the recipient fields a vertical button will
appear.

= () Incoming®  =ubject”
4= @ Outgaoing®

+. |2
Recipient® Address Country Files ""| =
ol
City P.code State/region  E-Mail >
Manage multiple recipients_a’sender5|
=]

Clicking on this button you will enter a frame where you can manage multiple senders or
recipients of a single document:
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E Simple Doc Manager - Manage recipients/senders [ﬁj

» Recipientz/senders list:

Sender/recipient | City | P.code |
Springfiled “hite Crozs Springfield kAD1103
Ckh Handelzgeselzchaft Mbh K.amenz D09y
Enad Shekou, Manzhan... 518067
Smith & Co. Richmond, Surey ey

» Recipient's data:

Add recipient Recipient Address
Springfiled ‘white Crozs 1500, Main Street
. .. Country Surname P.code Statelreg
Modify recipient UNITED STATES  Springfield MA0TT
- Email Certified email Fax

Save recipient infof@gzpringfieldwhitecross. col

List
Delete recipient Customers - @ Add list

=3Bl

The Add List button allows you to input with one click as recipients all contacts previously
input in the selected list.

You may also notify the recorded document to other users of the software:

Rec. N. Rec. Date* Sent by™ Document type® Document date  Motes
6 31/10/2012 [ > | Courier mai v Invoice > 25/10/202 .
= @ |ncoming® Subject -
48 () Outgoing®  Irvoice for purchase of Skyline bag

+.
Sender* Addrezz Country Files "’| :‘)| X | | |
Srnitk & Co. i) 25, 0ld Deer Park. Gardens UMITED EIMGC Ireenice
City P.code State/region  E-Mail ¥
Richmond, Sumrey iyt spziSieRample. com
Recorded by Administrator Dossier (optional) =
Company/dept.. Accounting Department hd Iﬁ|
[T] Cancelled Cost€ 1.25

* Reguired field

E] @ 2. Matify to other users @

Motify record to other usersl

For details, see the Notifications Chapter.
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Associating Files to Record
Simple Doc Manager allows you to associate files to a given record.

When in New Record or modification mode, the buttons for management of associated
files are activated:

2|2 %] o

Files
[A] lrvoice

The Add File button .fi] allows association of a file, selecting it from a destination.

Files can also be associated dragging them into the blank window.

This drag & drop feature is particularly useful when recording an email.

An email from any of the major mail clients can be recorded simply dragging it from the
email software into the associated files window. All record fields will be automatically filled
in with the email data.

The Add File from Scanner |_)‘ button allows association of a file directly from a
scanner or another TWAIN source.

With the Delete File ﬁ button a selected file is deleted.

A link to a file can be enabled from the Options and Utilities form. The ﬂ button will be
enabled, allowing a link to a file instead of copying it in the software folder.

The Send email with selected files attached j button allows sending of selected files
as attachments to a new email message, through the pre-set mail client.

For outgoing records, the message recipient will be automatically set using the email
address (or addresses if multiple) chosen for the record.

For incoming messages, it will be possible to add a list of recipients from contacts of the
Address Book (useful, for example, for sending an incoming message to a company
internal list)

Right-clicking on the Associated Files window, a text menu will open, allowing the input of
a dynamic document starting from a pre-set WORD document, which may be defined in
the Documents management template.

For further details, see chapter Documents Models.
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Clicking on the Add file from scanner button, the Import Picture window will open:

B | Acquire image E@ﬁ

@A =
O TwibIN $ Brother MFC-7360N ~ | ADFscan || Scannglpage || addfomfie |7 4dd stamp

»
b

m

m

SIMPLE DOC MANAGER USER’S GUIDE

(Release. 4.0.1)

M s g - e R B D R R P A R R R i 1
SRR . s S S e e et e e e e et e H
o 1 7
Features....._... 8
B B I 20 S S S 9

Inpit of Mew Reooed oo mn i i sieise e s s 10
AT e 14

s .E L F o e 7l
e E— - 4| 1 {
Ed
| ¥ | X | El [ Create PDF Save az JPG Save az BMP Cancel ]
[ Fatate 180° ]

Clicking on the “TWAIN source” button, you can choose which scanner to use.

From this window you can scan paper documents to associate to a record, saving them as
images (BPM or JPG) or as PDF.

You may create a single PDF document with several scanned documents.

Clicking on Add File allows you to add a pre-scanned page, previously saved as image
file.

The “Add Stamp” button simulates a stamp with the date and number of record, which can
be dragged with the mouse in the requested spot and will be impressed on the document
once the PDF file is created.
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Search
Using the filters on the window top part, you may search input records.

Contact: Doszier: Company/dept.:
Rec. M. Rec. date Sent by @ Incoming

— . . O Y . ...

Doz, date Diac, bope:

The possible search criteria are as follows:
e Dossier (FULL and PLUS version only)
e Company or department (FULL and PLUS version only and only if more than a
company/department is present)
e Record number (use this field for Bar Code search also with related reader, see Bar
Code chapter)
Date of Record (a date range can be specified)
Sent By (choosing from pre-set list)
Date of Recorded document (a date range can be specified)
Document Type (choosing from pre-set list)
Incoming, Outgoing or All
Free Text. Text inserted here will be searched even partially in all of the following
fields: subject, sender, recipient, notes, address, city, state, country)

Using the = % % button, situated on the upper right corner of this window, all previously
set search filters can be cleared.
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Address book

Y52 ADDRESS BOOK - Simple Doc Manager by Pianeta Software - User: Administrator [ =N ﬂ
Record Address book  Dossiers  Motifications  Basic data  Companies/departments  Options and utilities B

-

Contact | Address | City | P.code | Stat... | Country | Phone | Fax

C¥h Handelzgezellzchaft... Am Ring 9 K.amenz 009y GERMANY 0357
Enad 3/f - B, Manzhan Medical Equi...  Shekou, ... 518067 CHIMA +86]-7E5-...  +[B6)-
Pianeta Software Yia Dante De Blaszi BE Lecce 300 LE ITALY Q0za 023z, 0039
Srith & Co. 28, Old Deer Park Gardens Richmon... w2yt JWITED KI... BE5EE5EG.. BE&A
Springfiled White Cross 1500, Main Street Springfield  MAODT103 UMITED ST... 0014138 0014
€| 1] | 3

There are 5 records

Title* Company name* Country®
Compary  «  Smith & Co UMITED KINGDORM - .
M anage lizts
- Lists
Main data | Contact person Lizta |
Address City P.code State/region Customers
25, 0ld Deer Park Gardens Richrmond, Surrey 1wyt [ Suppliers
Phone Fax Email
5Bh BEE BRES 5B5 BB5 BREE wyz(@example. com
Certified email WAT number
Website J
Notes
- — * Reguired field
4ofs cHAls DS

From the Address Book form you can view a list of all memorized contacts, which can be
managed through the navigation bar at the bottom.

The Address Book is divided in two different forms:
e General containing all contacts’ main data
e Contact Person containing all data for contact person

You may also create lists of contacts, to be used for forwarding a document to all contacts.
For outgoing records, it will be possible to choose a complete list; all contacts herewith
contained will be added in the recipients field.
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Clicking on Print & you may choose to print:

The Contact Form

A label with the contact’s address (to be stuck to envelope)

The contact’s address directly on the envelope

The whole visualized list on labels
The whole visualized list on envelopes
The entire contacts list in A4 format

Contact form y
Z ®

Address on label h
: | s ®
- Address on ] Eﬁ_’]
envelope < -

L Addresses on e
| | label list =
Addresses on rﬁj
envelopes list =

- '!:rl'l
n.-:"! | Contacts list | [ﬂ_j
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Dossiers
From the 2.2.2 release of the software, the dossier management feature was introduced

(available in Full version only)
You may associate to each dossier one or more recorded documents, attach files which

are not necessarily recorded and keep track of a certain number of text info with date, time
and name of user who originally input records.

= Elﬁ

T

‘s DOSSIERS - Simple Doc Manager by Piansta Software - User: Administrator

| Record  Addressbook Dossiers  Motifications  Basic data Companies/departments  Options and utilities

Diozzier n.:

Dossies | Deseiiplion | Contact | Dpering date | User |.o
1 Pumchaze of Skyine bag Smith & Co, JA0s2002 Budmminiztrator
4 an | b
1record found
Dogsiar n Opening date Description®
ANA0s2012 [ x ] Furchase of Skyline bag
* Required fisld

Dossier history
":,_ | 302012 1208.00 - Administratos -

Person of reference:
Smith & Co.

25, Ol Deer Park Gardens - w2yl Richmond, Surrey

gl
EF xyz@example.com
(_'z 555 555 5555

)

Records associated to dossier Mew record azsocisted lo dosger

Bl |ule]
- desciplion

——
Recod r | Recoed date | Subject | Sent by | Documen... | De
L] 5 3A0/2012  Order for Skylie.. Fax Dinder 25
User-Adminstrator ‘| 1 | r
' ' 1 record found
lof 1 3 AR B | - | | a| E, Wi holifications

H H 13 ” ™
To open a new dossier, click on the “New Record” icon' .

The field Add Note to Dossier will appear, allowing you to save different text info related
to the dossier. The software will automatically insert date and time and name of User who

input documents.

Using the box on the right, you may associate to each dossier any type of file or document
acquired with a scanner:
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2|2 %] o

Files
[A] lrvoice

To associate a new file, click on the yellow icon (folder with an arrow). A window will open,
allowing you to select a file from any path on your computer or a shared net folder.

The selected file will be automatically copied in a dossier associated folder and will remain
linked to it.

Clicking on the scanner icon, you may start scanning a paper document directly from the
software.

The scanned file will also be automatically saved in the current dossier associated folder.
From the Options and Utilities form you may enable links to files. A button will be enabled,
allowing creation of a link to a file instead of copying it in a folder of the software.

If you need to add notes to a saved dossier, you only have to click on Modify Record and
write the new note in the Add Note to Dossier window.

The typed text will be added in the Dossier History box, together with date and time of
input and name of user.

This way you will have a complete and neat picture of the dossier: you may know who did
what and when.

To associate the dossier to a different user, you only need to double-click on the original
user’s name and then select a different user to whom to associate it.

At the bottom of the window you will find a list of records associated to the dossier.
To associate a record to the dossier use the special selection box in the record
management section.

Clicking on Printg you may choose to print:
e alist of viewed dossiers
e alist of the viewed dossiers including Dossier History
e details of current dossier
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Basic data

B BASIC DATA - Simple Doc Manager by Pianeta Softwars - User: Administratos i_l_lé‘:' CL
| Record  Addreszbook Dossiers  Motifications  Sasic data Companies/departments  Options and utilities |
Sent by
Desctiption | Description™
Certiied mil U
Couner rnail
E -minail
Fax
Mal
Telegram
6efe (O IINEE & NN WAY- |
Documents tppe o ,
Descrigtion | Model [ Bcecrpin
C.W./ Rezume rlzllr'iml
Caonlract oo
Invitation —
Irwoice
Difer
Oirder
Gof & B INRELE | 'm | a
Users | ] | User permits:
JPL‘:'E g:::ne li:EnllD ] S et by gt | rccess dizabled
i 5
Many Brown :'nalg..h | Diocuments ype mansgement | Wiew only own records
Saly "-'-"hl_E_ ?Eilj.l!-b_ "] Uzenz management 7| Mew dizsbled
User Admirislsator Adminislrstor | Gereral opfions management || Modfy disabled
| Companiss/dept manzgement ] Cancel deabled
| Dasgiers management L fuss fles compidsa
Mame* Surname* UserlD* Password*
P any Brown mareh s
«© - » B¢ E R B &
* Required feld

From the Basic Data form you may personalize all documents and correspondence types,
and manage users with access to the software.

You may even predefine a pre-set model (eg. A standard Word file) which may be recalled
from the menu, opening when right-clicking on the associated files list of a record.
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For each user you may set the following permits:

1. Users Management
If this box is checked, the user has permission to create new users or modify
existing ones. We advise to allow this permit to the Administrator only.
If this box is not checked, the user will still be allowed to modify his personal
password to access the software.

2. Document Type Management
If this box is checked, user may create new document types or modify existing
ones.

3. _Sent ByManagement
If this box is checked, user may create new types of correspondence or modify
existing ones.

4. Dossiers Management
If this box is checked, user may open new dossiers or modify existing ones.

5. Company/Departments Management
If this box is checked, user may create new companies or departments or modify
existing ones.

6. Options and Utilities Management
If this box is checked, user may set the software options and use Utilities.

7. Access Disabled
Checking this box, access to the software by this user is disabled.

8. View Own Records only
If this box is checked, user may only view documents he recorded.

9. Disable New
If this box is checked, user will not be allowed to input new records, contacts,
document types, correspondence types or dossiers.

10.Disable modify
If this box is checked, user will not be allowed to modify records, contacts,
document types, correspondence types or dossiers

11.Compulsory File Association
If this box is checked, user may compulsory associate a file to records he creates.

12.Header Management (Plus version only)
If this box is checked, user may manage headings and classifications, creating or
modifying headings, class and subclass

13. Compulsory Header (Plus version only)
If this box is checked, user must compulsory classify under heading records he
creates.

14.Header Compulsory (Plus version only)

If this box is checked, user must compulsory classify records as per header.
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Notifications

You may notify a recorded document or a complete dossier to other users to bring it to

their attention.

This allows a better organization of work inside your company and sorting all incoming

documents to whom it may concern.

While inputting data of a certain record or dossier, the “Notify to other users” button will

appear.

Re=c. N Rec. Date” Sent by" Document bype* Document date  Hofes
B 11072012 [ | Cowier mi - Invaice - 25002002 [ -
o @) Incoming SuBiest I
# ) Ouipoing®  Irwoice for purchase of Skdline bag

+ "
Sender” Address Country _ Files -"'l }| x|
Smith & Ca. i | 26, Old Desar Pak. Gandane UNITED EIMGL [ Irvaice
City P.cide Statairegion  E-Mal *
Richmand, Sumey w2yl wyz@example.com
Recorded by:  Administrator Dossier (pplienal c
Comparyldiepl. Accounting Department - "H| |
[ Cancelied Cost€ 1.25

* Reguired field

o 4 a2l E AN | " E_, M otify to ceher weens E

Moty record o other users

Clicking on this button you will be taken to a template allowing you to notify documents or

dossier to other users:
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-

£ Notify record

M ame | Surharme | UzerdD

John Smith johnz

[ Mamy Brrovn maryb

Sally White zallyw

[ User Adrministrator Adrmirigtrator

Motice date (optional)
031172012 <] th | +th | +30m|

Record waz already notified to following users:

Matifiedby | Motifiedta | Motification d... | Natice date | Read | Read an..
Admimstrator  johns 0811720 Ho
Adrminigtrator maryb 0314202 . Si 0341142,
Administrator  zallpw 0911420 Mo

L

To notify other users all you need to do is select user or users from this list.

You may also notify documents to users who will not be allowed to view them since not
enabled for such department or because they can only view their own, allowing them to

manage this document anyway.

If required, you may also specify a date or even a time of notice.

When a user enters the software, if he has not yet read notifications, a message of alert

will appear, informing of new notifications:

Simple Doc Manager - 3 notifications

WY View now?

@8 You have 3 document notifications.

s J|

Mo

e

Clicking on “Yes” the software will show the Notifications window.
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' NOTIFICATIONS - Simple Dot Manager by Pianete Software - User: maryb oo o[ |
| Record  Addreszbook Dossiers  Motificotions  Basic data Companies/departments  Options and utilities ?
M O41 @ MNotresd @ Resd  MNolice dae fiom m 05/12/2M2 |l?.

[E—

Fecond r, | Sender/iecipient | Subject | Fecond date | Sent by

- 1 Springfiled Ya'hite Cross - Spingfisld Offer for Defibnllzton 30404201 2 E-mail

- 2 CkhHandelegesellzchaft Mbh - Kamenz  Imeoice for purchass on eBay 30,104200 2 Mai

- 5  Smith & Co. - Richmond, Sumey Order for Skpline bag ANA20012  Fax

L 6 Smith & Co. - Richmond, Sumey Inwoice for purchase of Skyline ... 31072012  Courier.

- 3 Enad - Shekoi, Manshan Shenz...  Enad invitation lo Exposanita IA02002  E-mal

€| i
There are 5 reconds

= ;

Dazzarn. | Descrption | Opening date | Reporta... |F]e-|:umt date |Flvaa-
- 1 Purchase of Skyline bag N2, Admini.. 0911720

| m 2
1record found

g{ 1 To view details of a certain record or dossier, double chick on corresponding line on list

Maotiiy every 5 miriLkes

To view a record or dossier details, double-click on the related line on the list.

If you wish to mark an already read document as “Not Read”, you only need to select it
from the list and click on the “Mark as Not Read” button.

In the bottom left corner you may decide whether you wish to have an automatic alert for
received notifications and minute span.

To view the sent notifications status and know who has read the notified documents and

how many are still to be read, you just have to select Sent from the Drop-down menu in
the left top corner
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‘S NOTIFICATIONS - Simple Doc Manager by Pianeta Software - User: Administratar [

| Record Address book Dossiers  Motifications  Basic data  Companies/departments  Options and utilibies o
@ Al @ Mot read @ FRazd  Malice dale from m 05/12/2m2 ’m
Fecord n, | Feported to | Repart date | sendeifecpient | Fubject .
- 1 zallpw m9/114201...  Springfiled White Cross - Spring...  Offer for Defibrillator
4 1 maryb 09411/20012 ... Spenghled Whie Cross - Spehgheld Difer fioe Dhefibailabar
» 2 szallpw 09/11/201... Ckh Handelsgesellschaft Mbh - ...  Invoice for purchaze on e =
- 2 mayb 08M122002 .. Céh Handelsgeselschalt Mok - Eamenz  lwoice for puichase on eBay
- 5 szalljw 09/71/20... Smath & Co. - Richmond. Surey Ordes For Skyline bag
- 5  mayh 3/114201...  Smith & Co. - Richmond. Suney Drder For Skyline bag
L4 B szallpw 9/114201... Smith & Co. - Richmond. Surrey Invoice for purchase of 51
- B mampb 9/114201... Smith & Co. - Richmond, Surrey Invoice for purchase of 51 _
L l i | S w341 P | — | [ gl SO EONEY T R BN o S | e | SSE. N LIS PN Seepap
€| m ¢
There are 12 records Divide in pages »
|
Dazzear n. | Reporte... | Desciption I Opering dats I FAepot date | Fea
(1] 1 johns Purchaze of Skyline bag nA0S20.. 0911420
- 1 sallpw Purchase of Skyline bag NAM0S200.  09M17/200..
o 1 maiyh Purchaze of Skyline bag IA0/200.. 09711720,
| 1 Administi..  Purchasze of Skyine bag InAaozoz osAtTRmz. 03
T | (1] »

There are 4 reconds

{1 1 To view details of a certain record or dossier, double click on corresponding line on list

[] Metiy every & miriLkes
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Companies/Departments

‘o COMPANIES/DEPARTMENTS - Simple Dac Manager by Pianeta Softwars - User: Administrator Elﬂlﬁ
| Record Addressbook Dossiers  Notifications  Basic data Companes/departments  Options and utilities |
Departments
D epartrnent | Descrigtion |
Bccounting Department
I ain alfice
Purchazs olfice
Sales Departrient
Department*
Purchaze office lanaged by all uzers
Drescription Users qualified to manage depariment
» Mame | Sumams | UzsrlD |
[[1John St johins:
] tary Biotn marsh
1 54y “while salw
] User Adriniziraton Adminiztiator
4of 4 @ ™| &F
Use different recards pragressive numizerhg for each depariment. @
* Required field

With the Full version of the software, you may divide records by company or department of

the same company.

Companies and departments are managed from the Companies/Departments form. A

different record numbering may be given for each company or department.

You may choose if all users or just some may manage each company or department .

This way, users qualified for management of certain departments, will not see documents

recorded in departments to which they have no access and will not be allowed to record

documents in such departments.
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Options and Utilities

‘G OPTIONS AND UTILITIES - Simple Doc Manager by Pianeta Software - User: Administrator oo o[

| Record  Addreszbook Dossiers  Motifications  Basic data Companies/departments  Opticns and utilities ?

Backup Ligerses
Folder containimg backup: Licenss code;
=] '
- | [ Aequre hcense
| Backup databate with each clesing of program
Databaze Backup |

Date of database labast backup:

_ Associaled fies Backup |

Date of file latest backup

Oplionz |

| Start Simple Do Manages when B computer skarks

(71 Tay Light version
@ Toy Fudl verzsion

0 Ty Flug serson

Folde: contaning database C:hSimpleDockdanagetSDMDalsb aze
Folde: contaning liles azsocisted o recods 0\ SimpleDocH anagehSDMD

The Options and Utilities form manages different functions:

e Backup
To perform the data backup you need to select the folder which will contain the
backup and subsequently click:
- on the “Database Backup” button, to backup the database only
- on the “Associate files backup”, to backup files associated to recorded documents.
You may also choose, checking the related box, to perform backup every time the
software is closed (recommended!).
Warning! Automatic backup will only make a copy of the database.
To make a copy of all associated files you must click on the previously described

button.

PIANETA SOFTWARE Via Dante de Blasi, 66 - 73100 Lecce ITALY - VAT IT03680320755

Tel.(+39) 0832.354162 e-mail: info@simpledocmanager.com - Internet: www.simpledocmanager.com
Pag. 26 di 44



Licenses
Used to register your software or make changes to your license.

Options
Opens a template where you may set the software options.

© -
‘& Options e
Settings: )
[T] Enable link ta file @ Azzociation of files to records and dossiers:
[ Do not check sequence of records dates @ @ Copy selected file Q\)
[T] *iew recaords in increasing order () Move selected file
Wiew dossiers in increasing order (70 Ask if moving or saving file
[T Enable flag Paper Copy E sisting
[T] Enable record secondary number Send email:
nable secondary dossier number o record number in email subjec
[T Enabl dary d b Sh d b | subject
[7] Show notes in records list ) _
[7] Shaw records and dossiers of last 30 daps at startup @ Use MAPI to send email _ @
Extract email attachments after dragging Q) ' - Weslollly Lo e Sen.d el
1 Uze COO to zend email
[T Enable record cost
[T Insert Company/Department on stamp SMTE  Port
Labels: Username Password
Print bar code on labels
Record label margins: s5L
Left {mm]: Upper (mm):
2 3 Shal fingerprint for registered document
Default printer for labels printing: Store zhal fingerprint for registered docurnent
it
L

For details, click on the question mark icons.

At the bottom of the template you may see the path where files associated to recorded
documents are saved. To perform a backup, you will only need to copy this folder and the
Database folder of the software installation folder, or use the special function in Utilities.
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Software Registration
To fully use “Simple Doc Manager” you must register first.

‘s OPTIOMS AND UTILITIES - Simple Doc Manager by Pianeta Software - User: Administrator

| Record  Addreszbook Dossiers  Motifications  Basic data Companies/departments  Opticns and utilities

7

oo o ] |

Backup Ligerses
Folder containimg backup:

=]
| Backup databate with each clesing of program

Licenss code:

[ Aequre hcense

i Databaze Backup ]

Date of database labast backup:

| Associaled fies Backup |
Date of filz latest backup:

Oplionz |

[] Start Simple Doc Manages when e computer starts

(71 Tay Light version
@ Toy Fudl verzsion

(70 Tay Plug wersion

Folde: contaning database C:hSimpleDockdanagetSDMDalsb aze
Folde: contaning liles azsocisted o recods 0\ SimpleDocH anagehSDMD

To register your software, you need to input, in the requested field, the license number you

received via email after purchase and then click on “Acquire license”
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Bar Code

With the software Full version you may also print on labels a bar code identifying the
record.

Record n. 6 of 31/10/2012

The label bar code print is set from the Options and Utilities form, checking the box Print
Bar Code on Label.

If you have a Bar Code reader, you may then get back to the record by simply scanning
the bar code printed on the label. All data related to the record will be shown.
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Document Models

For each document type, you may create a model to add and personalize while recording.
If the model is created using Microsoft Word, you may also add fields which will be
automatically filled in by the software.

For instance, you may create a model for quotations, including data of the customer, date
of document, subject and record number.

This model must then be associated to type of document “quotation”, in the data base.
Before even creating the quotation, you then start recording it with Simple Doc Manager,
you select Quotation as type of document, Customer, subject, then right-click on the blank
box on the right of associated files, then select from menu “model”.

The model you previously created will be automatically associated to the record, all
contact data, subject, record number previously input will be inserted in the model
accordingly and file will be opened in Word to allow you to input the quotation further
details. At this point your document will be already recorded and ready to be sent to the
customer.

Let see now how to create the Word document which will allow automatic input of various
fields.

To do that, you must input bookmarks in the exact position where you like to view the
record data. For example, if you want to view the record number, you must input a
bookmark with name RecNumber.

To input a Bookmark in a Word document you must place your cursor where you wish to
insert the bookmark or highlight the text you wish to replace, then click on menu Insert->
Bookmark then type the bookmark name.
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The bookmarks should be named::

RecordN for the record number

RecordDate for the Record Date

SentBy for correspondence type

DocumentType for the type of document

RecordDate for date of the recorded document

Notes for notes

IncomingOutgoing for incoming or outgoing

Subject for the record subject

SenderRecipient for name of sender or recipient

Address for address of sender or recipient

Country for country of sender or recipient

City for city of sender or recipient

AreaCode for Area Code of sender or recipient

StateRegion for state of sender or recipient

Contacts for the complete list of recipients, including address
Dossier for dossier associated to record

DossierN for dossier number associated to record
SecondaryDossierN for dossier secondary number associated to record
User for user which recorded document

DocumentProgN for the progressive number of records of the same document
type

Department. for company or department of record
DepartmentDescription for description of company or department of record
SecondaryRecordN for the record secondary number

Cost for the cost of record

BarCode for barcode identifying the record

ContactNotes for notes on the contact associated to record
Email for email of sender or recipient

Phone for telephone number of sender or recipient

Fax for fax number of sender or recipient

CertifiedMail for certified mail address of sender or recipient
CodFiscale for codice fiscale of sender or recipient
VATNumber for VAT number of sender or recipient
SecondaryDossierN for a dossier secondary number
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Cost of Records

Simple Doc Manager gives you the option of calculating the cost of a record (stamps,
envelope, paper, etc.), in order to calculate the final cost of a selection of records.

The box Cost of Record, disabled by default, may be enabled in the Software Options;
check the “Enable Record Cost” box, as shown by the red arrow in the picture belo

=

[]*iew recards in increasing arder

Wiew dozsiers in increasing arder

[T Enable flag Paper Copy E xisting

[] Enable record secondary number

[] Enable secondary dossier number

[7] 5how notes in records list

[7] Show records and dossiers of last 30 daps at startup
Extract email attachments after dragaing @

Enable record cost f—

[ Insen Compary/Department on stamp

Labels:

Print bar code on labels
Record label margins:
Left {(mm): Upper (mm):
5 ]

Default printer for labels printing:

"2 Options
Settings:
[T] Enable firk ta file @ Aszzociation of files to records and dozsiers:
[ Do not check sequence of records dates @ @ Copy selected file @

() Move selected file

(7 Ak if moving ar saving file

Send email:

Show record number in email subject

@ Uze MAPI to send emnail @
() Uze OUTLOOK to zend email
() Usze COO ta send email

SMTF Port

Username ~ Password

S5L

Shal fingerprint for registered document

[7] Stare shal fingerprint for registered document

l Cluit

In the record management screen, you will then get a Cost field:

Rec. M. Rec. Date* Sent by* Document type* Document date  Motes
4 30/10/2012 [ > | Courier mail ~  Invaice ~ 26107202 [ > | Documentin German, bought o
=@ Incoming® =ubject” eBay -
4 [Jutgoing®  Invoice for navigator charger =
Sender® . Address Country Files | 1
C&h Handelzgeselzchaft Mbh Am Ring. 9 GERMANY Invoice
City P.code State/region  E-Mail
K.amenz D-01917 orderi@chb, de
Recorded by:  Administrator Dossier (optional)
Companyidept.. Main office bt | |

Coste 452  -<difjm
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To compute the total of a records list:

- click on the arrow at the top left of the records list. A box as shown in the picture will
open

— select the Cost field in the “in” box

- click on TOT.

The sum will be computed on all visualized records or just on selected records, depending
on the checked circle on the right.

%= RECORD - Simple Doc Manager by Pianeta Software - User: Administrator

= | @] = |

|'\

Record Address book Dossiers

Motifications

Basicdata Companies/departments

Options and utilities

Contact:

date

EI'I As2mz

Compaty/dept.:

ﬁﬂ'”

© al

@ |ncoming
----ﬂmmm

=@ |ncoming® =ubject®

Richmond, Surrey

Recorded by:
Company/dept.:

& (utgoing®  Invoice for puru:h

Sender*

Smith & Co. i
City

Record n. [ ate Subject Sent by Documen... | Docurnent ... | Sender/recipient -
» 4 30A0/2M2  Inwvoice for navigator ch...  Courer mail — Invoice 26AM10/2012  Cih Handelzgesellzcha...
= 3 30M0:2012  Enadinvitation to Expo... E-mail Irvitation 301042012 Enad - Shekow, Mansh. .
» 2 30A0/2M2  Inwvoice for purchase on..  kail |rvoice 261042012 Cih Handelzgesellzcha... B
- 1 3omeemz oo &J Springfiled White Crass .. _
4| 3
There are & records . Divide in pages =
(0 Field sum Cost of all records is: € 6,67
WY Summed records are: &
L2 L LER LT s Sent Records average i €1,11
B 31.-'1I:I£2EI12. Col Minimum value is: € 0,00 =

Maximum value is: € 4,52

Administrator
Accounting Department

tof & >

3 |

Cost€ 1,25

¥ | FBCFACAF 234CABOF BFE0E4FC
* Required field

E_.. Yiew notifications E

» Deld|s || S
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PLUS version functions

Cancellation of arecord

With the Plus version of Simple Doc Manager you may cancel a record if erroneously

recorded.

The assigned record number will be kept, avoiding numbering blanks and all recorded info

will remain in history, together with the reason of cancellation.

% RECORD - Simple Do< Manager by Pianeta Softwars - User: Administrator

| Becord  Addreszbook Dossiers  Motifications  Basic data

Companies/departments  Options and utilities

o e |

5

i ]

w‘" Modify record

5| Allows associstion of one or o files

5| Allows association of scanned paper documer

ﬂ Allows erasing of an associeted document

[E] Tosawve. click on this bution

Document type*®
= Onder

Rec. H. Rec. Date™ Sant by*®
5 1020125 | Fax

® 7 Incoming® Subiect

4@ Dulgoing”  Ordes fon Skulive bag

- 25/10/2012

> » R e 8

P

t

Decument date  Motas

S| x| o] ]

Recipient* Address Couniry _ Files
Smith & Co. a3 25, 0Id Dieer Pailk Gardens UMITED EINGC A Qe
City P.code State/ragion  Fax »
Richrmand, Surnay Wt Surrey

Recordad by:  Adminiatrator Dossier (opticnal) : -
Companyidept ;. Purchase office Purchaze af Skyline bag - 1 -

7| Canceded

B

* Required field

ﬁ_, Habfy ta ather uzers @

e

To cancel a record, click on Modify Record and check the “Cancelled” box in the bottom

left.
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ALERT!

=)

Once cancelled, it will not be possible te modify record.
l v Cancel record?

5i

|

Mo

A window will open, asking confirmation of cancellation.

After clicking on “Yes”, a frame will open allowing input of reason for cancellation.

Record canceling

Rec. M. Rec. Date Sent by
T NA0L2m2 Fax

™ |ncoming FPS3
4= @ Outgoing  Order for Skyline bag

Recipient
Smith & Co. - Richmond, Surrey
Country City

UMITED KINGDOM — Richmond, Surrey

Recorded by:  Administrator
FP45 Purchase office

Input reasons for canceling recard:

Document type
Order

Address

25, Old Deer Park Gardens
P.co
1wyt

Dossier

Purchase of Skyline bag

Following summary of data for record wou are canceling:

Document date
280/2012

Motes

Associated

[ Order

wrang recipien

Cancel record

Cuit

e

After input of cancellation reason, click on “Cancel record” to complete cancellation action.

A cancelled record will be shown in grey in the record list and it will be impossible to

modify.
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%% RECORD - Simple Doc Manager by Pianeta Saftwars - User: Administratos S=NRCE

Fecord  Address book D;:;s-si!rs Nutificuh'_uns Basic data Cumpanlesfd‘epurhﬂmb Options am:l utilities T
& Al
2 G, DRE Senil by @ |rcoming
— CIEER EZZar I, ;...
Doc. date Doc kype: .
Aecod n | Date | Subject | Sert by | Documen... | Documert | Sendes/recipient ] F
L B HAANINZ  Inwoics for puichaze af .. Courier mal — Invoice 250202 Smith k Co. - Richmond... &
-
» 4 30A0/2012  Inwoice for navigator ch,..  Courier mal  Invoice 26M 072002 Cikh Handelsgeselscha, &
- 3 AA0/2012  Enad invitaion ko Expo..  E-mal Irveikation A0M0/20M2  Enad - Shebow, Nanshe., &
-, 2 WA02MZ  Invoice for puichaze on..  Mail Invooce 26M10/2N2  Cih Handelsgeselscha.. &
- 1 040202 OHer for Defibeilator E-mal Offer 3007222 Sponghled White Cioss . &
4| 1 r
Theere are 6 records Civide in pages =
Rac. M. Rec. Date™® Sent by*® Document type*® Decument date  Motas
5 NM0/2012 5 | Fax > Order - 2022 [ "
®  |ncomingt Subject” L
4@ Dulgoing” Drder for Skilie bag = _
Recipient® Address Country Filgs "'I IJ o I &
Smith & Co. I 25, Old Dieer Pailk Gardens UMITED EINGC Oider
City P.coda Statelragion  Fax
Richrand, Surray w2t Suprey
Recordad by:  Administrator Dossier (opticnaly . z
Corgany/dept . Purchase office Purchaze af Skyline bag - 1 - J
CAMCELLED - Reasons for canceling:
wrong recipient -
Cancelled on 06/12/200217:26:35 by Admiristator - ﬁ
* Required fiel
Sof & | :“' L . '.' oy | ] | a‘ E ‘iew noliications E
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Operations Log

With the Plus version of Simple Doc Manager , you may even enable a Log of Operations,
to keep track of all operations made by users on the different records.

The Operations Log may be enabled from the Options and Utilities form, checking the
“‘Enable Operations Log” box.

] T ]
‘% CPTIONS AND UTILITIES - Simple Doc Manager by Pianeta Software - Lizer: Administrator o[
| Record Addressbook Dossiers  Notifications  Basic data Companies/departments  Options and utilities |
Backup Licenses
Folder containimg backup: Licenss code;

k=] :

Latabaze Backup |

Date of databasa labast bachkup:

Aszocialed ks Backup |

.l.':arr- af file latest hackup

Acqure hcense

| Backup databaze with each clesing of program

Operations Log:

| Enabilke operations log
Oplions |

[ View cperations kg |

"] Start Simple Doz Manager when he computer starts

(70 Tay Light vessice
0 Toy Fudl wersian

@ Tiy Flug verson

Falde: containing databasze ChSimpleDockdanages 5 DD alaB aze
Folde: contaning liles azsocisted lo reconds:C A\ SimpleDeck snagehSDMD

From this moment on, all operations done on records, by all users, will be shown in the
Operations Log.
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To visualize Log, click on the View Operations Log button; a window with all logs will open,

allowing filtering by date and by user:

& Cperations Log: ﬁ
[ —]
Action date | UsenD | Dparzsions | -
2MAAN2 174505 Administator AdmiziratorLogn successh
2312002 174250 Administiatar Adminiztrabor:Logh successful
121/2012 10621:53  Administratar Adminiztrabor:+&dding fle Angerprink_small pra to record n. B incaming of 311072012
121/2002 102040 Admrinistiatar Adminiztrabor:Logh successful
121/ 2002 1017:39  Admrinistialar AdminiziratorLogh successiul
0991/2072 182920 Adrinistialar Adminizlisbor Logn successiul

09712072 175354 Adminishiator Adminizlrator- Canceled Record n 1 cubgoing of 3041072002 | A esson for cancelal.
0922172550 Adminizbiabor AdmiriziratoeLogn successhl
097122002 17-04:54  Administrabar Adminizirator:Logn suc cesshul

0971/20M2 TE20 07 Adminiskiator Adminiztrabor:Logh successhul

0911/2012 11619 Adminishratar Adminiztrabor:Logh successful

031,202 152509 Administiatar Adminiztrabor:Logh successful

031/2012 152840 mah marph Modified record nd incoming of 3010/2012 - Recod sender’s addiess mo...
09112012 152818 mawbh marpb-Adding file Invoice pdf toecord o B incoming of 31.490/202, =
09122012 15 27:33 mawb marybs Login successul

0922152714 Adminibiator Adminiztrator-Adding Ale Order pd! bo record 0. 5 outgoing of 21052012
DM A2N2 152621 Administiatar Adminiziratoe-operabons log enabled =

There are 48 records Divide in pages »
Dpesatioe datailz
Data Uszar. Record
M11/2012 152816 manb & del 31,70/202
raiybe-4dding file Invoice pdf bo iecoed n. & nooming of 3110720012 -
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You may even view logs of a single record, clicking on @ at the bottom of the Records
window.
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Multiple Scan (ADF)

In the Plus version of Simple Doc Manager you may scan more than one page in just one

passage, using a scanner with Automatic Document Feeder.

To scan, click on Add File from Scanner button to open the Acquire Image window and
then click on the ADF Scan button. Scanning of pages will start, stopping only when all

pages have been scanned.

B ' Acguire image Elﬂlg
G Wl = - -
| ThaIM 3 Brother MFC-7360M - [ ADF scan l [ Scanning 1 page ” Add fram file ]D.ﬁ\dd stamp
Pianeta 1
Software
i-. = " =
I Slmple Doc Manager "
Tl All your documents in a single click
SIMPLE DOC MANAGER USER’S GUIDE
(Release. 4.0.1)

IS g oo T O T S O SR R P A R 0 e 1

Ers RN o o e e e e e e e e e e e h

e 1 T PP [

Features ... 8

Pty b B e e e e e e e e e e 9

Inpak of Mew Reoowr oo s se s s e s 10
LT T v 1 U 14 i
_____':'_'.'_'_ _'.T_'_: 7 |— = = T —r
el
| ¥ | x | El [ Create PDF Save az JPG Save az BMP Cahcel ]
[ Rotate 180° ]

The scanned document may then be saved as PDF clicking on the Create PDF button.
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Header of classification

In the Plus version of Simple Doc Manager you may create a header and classify records.

S5 1 Sales mestings
: |== a1 quarber sales
|=5 b 2nd quaites zalas

Predefined subject

Header
: |== b Brocheres Heading
R S [79) © Exhibitionz Melboume Branch
=50 3 Account meetings 4
: j 5191 cpunler Predefined subjact
|== b 2nd quaites
i [=5 ¢ 3d quarter [ & J )
SN [=5 d dth quarter B
[— L I Hcrg Korg Branch L
1 5ales mesting:

- ':j o Zrd quarter sales ™
_-] d dth quaner sales
i[5 & Chiitings sales
= U 1] Scuttlc Branch
Bl #5901 Sakes mestings

fromemnens 5 a 1at quarter zalas
: 59 b Znd quantes zales

r By

SubClazs
I Chiiztras sales

Predefined subject

~[E & Jd quanter sales AR BB
|=5) d dth quarter sales |
: |=9 & Chnstmas sales - ]
(S L IV Melboume Branch Mumbesing mods
Headings clazzes Subclaszes

=57 1 Sales mestings
o[58 @ 18t quarter sales
|=8 b 2nd quantes sales
|=9 o Zrd quarter sale:
- ':j d 4th quarter zales
-_-] e Christmas sales
i[5 F Chiistrngs sales
= U W Nuu-:ll:l Brarch
=59 1 Sales mestings
..... j a 1t quarber sale:
oo [50) b 2 quiates sales =
~[53 & Srd quaier sales

| BN T 1Y PP S

Aaman numerals
*) Arabic numersls
@ Letlers

@ Aoman numerats Foman numesalz
1 Arabic rumersls

Letters

@ Brabic nureralk:
Lettesz

Record number format

[[RecordM]]

=

Sawe and cloge | I Gk ]

Header may by divided into headings, classes and subclasses.

For each heading, class and subclass you may define a predefined subject, applied to
record once classified.

For headings, classes and subclasses, you may define if numbering should be in roman
numerals, arabic numerals or letters.

If a header of classifications has been created, when inputting a new record, the tree chart
will be shown, allowing classification of the record by simply clicking the heading, class or
subclass of belonging.
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i RECORD - Simple Doc Menager by Pianeta Software - User: Administrator

| Becors  Addreszbook Dossiers  Motifications  Basic data Companies/departments  Options and utilities

| — Eﬁ.‘

T

£l 2 | Main office
- 50 1 Sales mestings
: fee[F9) @ et quarker salas
<[ b 2nd quaner sakes
<[ & 3rd quarker gales
L[ d At quantes sales
! Lo [F9 8 Chiistmas zales
Bl ¢50 2 Makeling mestings
feveee[59) & Adventizing Budgst
E feeee[E9) ¢ Enhibitions
=50 3 Azcount meelings

*

n

w7 Incoming® Subiecl

feeeeee [ 2 st quarten
IE h?ﬂdmaﬂer L
i (= Tl "
Cancel header sekection
Rec. N. Rec. Date™® Sant by*® Document type*® Decument date  Notas
1 2010/2012 > | E-mal - Olfer - 30/07/2012 -

-

@ Oulgoing”  Offer for Defiteilaton = -
Recigient* Address Couniry Filez ""[ ")] X | 2 I ' ]
Spuingfied “white Crozs i 2] 1500, Man Sheat UMITED STATE
City P.code Statelregion  E-Mai 3
Sprincheld MA01102 rfoiEsorncheldhitec
Recordad by:  Adminiatrator Dozsier (optional) -
Companyidept . Main office - .ﬁ
| Canceled

* Required fiel
| - }): ReE % + .lﬁ ﬁINuH}lbnuUﬂcruscls E

When a record is classified, the record number will also show heading, class and subclass.

From the Header setting window, you may set the format in which the record number will
be created, inputting in the number any field by which the record was defined with related

separators.
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To view all records of a heading, class or subclass just select the heading, class or
subclass of interest from the header on the left side of the screen.

‘s RECORD - Simple Doc Manager by Pianeta Software - User: Administrator lﬂlm
Fecord  Address book Dossiers  Motifications  Basic data  Companies/departments  Options and utilities i
@ Al
Rec, date Senl by @ lncaming
Diac. date b Do bype:
Miewe
Header Flacl:-n:ln. | Date | Subeact IEanttﬁ,' | [ocumer
; |53 d 4l querter - | ® 71412002 Sales meebing foe Zd g Emal Invitalion
2 I Hong Korg Branch = B NANINZ  Irwaice for purchase of . Cowier mail  Invoice
El--¢57 1 Sakes mestings - 5 IA0202  Oeder for Skyline bag Fax Dreles
|2 a sk quarber = = 4 30MOSE2  lreeoice for navigetoe o, Cowiermail  Invoics
= bindquater: | 3 30M0/2012  Ernad iwitation bo Expo...  E-mai Irwitation
= e ddquarter s g 1 BVI02M2  Offer for Defibrilator E-rmai Differ
|55 d St quarber 5| =
: |=5 & Chnzimaz za
B Il Seatile Branch
=l @511 Sales mestings
|=5 a1st quater =
|=9 b 2nd quarte: -
[=5 & 3rd quarter =
[== d 4t quarter s ™
1 il | 3 1 In | b
Reset beader fiker There are & records
Rec. N. Rec. Date* Sent by* Document bype* Decument date  Motes
5 3A0/2012 2] Fax - Ouder - 2510202 [ ] .
™ Incoming® Subject -
4@ Oulgaing® Ordes for Skyline bag = .
Recipieni* — y Address Couniry Filea il_]ﬂ : I }i]
Srnith & Co A I 28, 0Id Dvear Park Gardans UMITED FIMGE Oeder
City P.code State/region  Fax
Richmand, Suriey Wt Surrey
Recorded by:  Administrator Dossicr (optienaly .
Company/dept . Purchaze office - BJ
* Required fiek
50f7 NemMbls|D| e Jloc

This filter may be combined with other search criteria, so you may filter for example all
records of a certain classification, incoming or outgoing, in a certain range of dates, of a
certain type, etc.
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Document SHA1

In the Plus version of Simple Doc Manager you may set a SHAL for the recorded

document.

Recording of SHA1 must be enabled from the Options window:

‘8 Options

(oS

Settings:

7] Enable link to file @)

[T Do not check sequence of records dates

[]*iew records in increasing order

Wiew dozsiers in increasing arder

[T Enable flag Paper Copy E xisting

[] Enable record secondary number

[] Enable secondary dossier number

[7] 5how notes in records list

[7] Show records and dossiers of last 30 daps at startup
Extract email attachments after dragaing @
Enable record cost

[ Insen Compary/Department on stamp

Labels:

Print bar code on labels
Record label margins:
Left {mm): Upper (mm):

Default printer for labels printing:

Aszzociation of files to records and dozsiers:

@ @ Copy selected file @
) Move selected file

(7 Ak if moving ar saving file

Send email:

Show record number in email subject

@ Uze MAPI to send emnail @
() Uze OUTLOOK to zend email
() Usze COO ta send email

SMTP ~ Port

Username Password

S5L

Shal fingerprint for registered document

Store shal fingerprint for registered document h

l Cluit

When a file is associated to a record, the SHAL1 is recorded and cannot be further

modified.

File

PEIEIRIR

J curriculum
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Clicking on f‘?‘_l (SHA1 match), you may check recorded SHA1 with the one of selected
record to verify possible manumissions.
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