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 Installing 

To start installing  Simple Doc Manager, double click on SimpleDocManagerSetup.exe. 
The following page will open: 
 
 

 
 
Click on Next 
 

 

 
 

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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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. 
 
 

 

 
 

 
This is where you may select name for the shortcuts to appear on your Start Menu. 
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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) 

 
 

 
 

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: 
 

 
 
 
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. 
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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: 
 
 
1. Record 
2. Address book 
3. Dossiers  
4. Notifications  
5. Basic data 
6. Companies/ departments 
7. Options and Utilities 
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 Record 
 

 
 
 
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. 
 

 
 

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: 
 
 

 
 

 
When clicking on “OK”, another window will appear, allowing you to insert all data for the 
new contact: 
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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. 
 
 

 
 

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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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: 
 

 
 
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:  
  

 
 

 

The Add File button  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   button a selected file is deleted. 
 

A link to a file can be enabled from the Options and Utilities  form. The    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   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: 
 

 

 
 

 
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. 
 
 

 
 

The possible search criteria  are as follows: 

 Dossier (FULL and PLUS version only) 

 Company or department (FULL and PLUS version only and only if more than a 
company/department is present) 

 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 
 

 
 

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: 

 General containing all contacts’ main data 

 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 
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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. 
 
. 
 

 
 

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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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 Print  you may choose to print:: 

 a list of viewed dossiers 

 a list of the viewed dossiers including Dossier History 

 details of current dossier 
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Basic data 
 

 
 

 
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. 
 

 
 

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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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: 
 

 
 

Clicking on “Yes” the software will show the Notifications window. 
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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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 Companies/Departments 
 

 
 

 
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 
 

 

 

 
 
 
The Options and Utilities form manages different functions: 
 
 

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

 

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

 

 
 

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. 
 
 

 
 
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. 
.  
 

 
 
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 below. 

 
 
In the record management screen, you will then get a Cost field: 
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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. 
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 PLUS version functions 

 Cancellation of a record 

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. 

 

 
 

To cancel a record, click on Modify Record and check the “Cancelled” box in the bottom 
left. 
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A window will open, asking confirmation of cancellation. 
After clicking on “Yes”, a frame will open allowing input of reason for cancellation.  
 
 

 
 

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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 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. 
 

 
 
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: 
 

 
 

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. 
 

 
 
 
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. 
 

 
 

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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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.  
 

 
 
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 SHA1 for the recorded 
document. 
 
Recording of SHA1 must be enabled from the Options window: 
 
 

 
 
When a file is associated to a record, the SHA1 is recorded and cannot be further 
modified. 
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Clicking on  (SHA1 match), you may check recorded SHA1 with the one of selected 
record to verify possible manumissions. 


