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How To READ THIS MANUAL

This manual uses the following conventions to describe, identify and highlight terms and operating
procedures.

Keys

The keyboard keys are used in the text to describe many computer operations. Icons identify the key as
they appear on the keyboard, when used in procedures. For example [enter] identifies the [Enter] key.
When keyboard keys are referred to in body text of the document, they will be identified in text, such as
[OK] or [Cancel].

Key Operations

Some of the operations require you to simultaneously use two or more keys. We identify such operations
by an icon of the key separated by a plus sign (+). For example, |cui] + (€ ] indicates that you must hold
down the [Ctrl] key on the keyboard and at the same time press the letter [C].

If three keys are used, hold down the first two keys and then press the third key. Be careful to only press
the third key once; do not hold it down also, as this will repeat the action.

Buttons

The buttons will be shown as an image. For example the [OK] button will be indicated by .Ifa
button has a shortcut key then this will appear in a pop-up box when you hover the mouse pointer over
the button. For instance, when you hover over the [OK] button, the pop-up box indicates that the
shortcut key is [Alt] + [O].

Messages

Messages are used in this manual to bring important information to your attention. Each type of message
is identified as:

CAUTION: Pay attention! A caution informs you that improper use of software or failure to follow
instructions may cause data loss.

NOTE: Please read. A note is a hint or advice that helps you make best use of the software
and/or it may also inform about the changes (addition or modification) that the software has
carried out to the environment and may be important for proper running of the software.




INTRODUCTION: organiseit v5.1.0

The new version of organiseit, version 5.1.0, has experienced a
number of changes, summarised in this manual. Some of the
changes that you, as a user, experience might relate to the
following functionality:

e creating new folders at the time of saving a document

e checking out a document

e copying files to a clipboard to make them available outside of
organiseit

e saving a document to your system, not to organiseit
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New Features

NEW FEATURES

The new version of organiseit contains a number of simple, new
features or enhancements which we will look at here. They include
creating folders as you bring a file into the database, double-
clicking to check out documents, copying documents directly into an
email to send to others and a file safety enhancement when
cancelling the process of bringing a document into organiseit.
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CREATING FOLDERS ON THE FLY

As you are bringing documents into organiseit, you are now able to create new folders as you need them -
or “on the fly”. This means that if a specific folder does not already exist, and you are in the process of
bringing a file into organiseit, you can create the folder mid-process.

From Microsoft Outlook, or another application, select a file and click on [organiseit] to
send the file to organiseit and display the Properties dialog box

[ N -_ T — T W M
|4 Properties ﬂ
[Quick Find oy Al
organiseit [WinBEAT_New] [ Properties l . Reminders I [ notes }
-® %me Dosument Cl.
= Clients ocument Class:
=l Clients [Unknown | E
-l A Tst Parl/ Prefiic
& 5 [20130503
2nd Part/ Manual:
|FE GiBa
Srd Party! Suffis:
Full Mame:
|20130509 RE GIBA
Colour, = r [~ Archive One | 9/05/2013 =
ld: N/A Extension: NAA Size [k Mt
! Created om: M/A By MAa Locked by: W/A
" Last updated an: N4 By Méd
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» r Burglary Insurance 45789 NOM 123
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£ [ Business Insurance 363874521
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Ed [7 Claim Mumber CL1005
£ [T Claim Number cLi00g ﬂ
] Mandatary Attributes = | | ‘ « ‘ =] | (%] ‘
[ | Calculsted Attributes [Mot Modifisble) Full Path View Log De-Link Apply 0K Cancel

——— E ——

Right-click on the location where you want the folder/subfolder to be created, to display the shortcut
menu

( — UM W .
| Properties

[Buick Find & O y |
organiseit [WinBEAT_Mew] w Properties l /
-4 Acme |

= E Clients Document Class:
=l Clients Unknown
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3 Select New Folder to display the Create New Folder dialog box

-
[ Create New Folder

=

M amne:

I_:| ellow

Colaur:

j [~ Mark as Kepword

[ < ]

%]

ok

Cancel

)

L

You could also have clicked on the Create New Folder k1 tool to display this dialog box directly...

4 Type a Name for the folder, then select a

different Colour if necessary

-
[ Create New Folder

==

M amne:

|2u13

Colaur:

[~ Mark as Kepword

[ < ]

8 |

ok

Cancel

L

)

[OK] = | to save the file in the new

Click on [OK] J I to create the folder and return to the Properties window, then click on

folder

S e T AT T s

EFiIe Edit Tools Archive Administration Maintenance Yiew window Help

-0 X

.88 92 We o

S wiad

‘ IQuick Find

EF- Voluntar_l,l ‘workers Insurance, WO LW
i EiE

T T T \_-

Refresh Excel 0utlook Word My Views Properties  Search Home  Company | Pane Exit
E_ulgamsell MinBEAT_New] Ia Folders & Files | Tazks |{:( Favourites |
® scme
E!—rﬁ Clients Cantent of Folder
& E|IEI’J;S | | Narne | Size(k] | Diate Created
[ ADAMS ﬂ (@] 20130503 RE GlgA 31.00 03/05/2013 14:16:43
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DOUBLE-CLICKING TO CHECK OUT DOCUMENTS

A feature enhancement in organiseit 5.1.0 is the addition of a setting that enables you to double-click on
a document to automatically send it to the CheckOUT folder on the desktop. Here you are able to open
and work with the document, saving the changes and then checking it back in to the database when you
have finished. This feature is particularly useful for those users that tend to keep documents open for
longer periods of time or those that have a less reliable network. In the case that a connection to the
network is lost, any changes to the document will not be as vulnerable to loss because it is checked out.

Click on the Tools menu and select Settings to display the Settings dialog box, then click on the
Check-In/Check-Out tab to display the options

Notice the new Check out Document on double click option...
rﬁ Settings ; ﬁw

-@ Scanner ]q' Column Sorting lé Check-In/Check-Out h_& Export ] 4:6} Registry ] . Reminders l

Default Check Out Path
AU zerghlgert\DeskiophCheck OUT J

™ Check out Document on double click

9 | v ] B |

Feset Path OF. Cloze

L

Click on Check out Document on double click until it appears with a tick
rﬁ Settings ; ﬁw

-@ Scanner ]q' Column Sorting lé Check-In/Check-Out h_& Export ] 4:6} Registry ] . Reminders l

Default Check Out Path
C:\JzershUzer\Desktop\CheckOUT

v heck out Document on double click:

2 I <4 1 B8 |

Reszet Path ak Cloze

.

Click on [OK] to accept the changes

There won’t be any obvious change until you double-click on a document...
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New Features -Checking Out Documents

4 Locate a document and double-click on it to display the Select Folder dialog box, then click on [OK]

to open the document

" —
‘27\ Adobe Acrobat Standard - [20121011 6666 Cover Request Blind Cover RNL.pdf]
- L - —

Let’s open another document...

5 Repeat step 4 to open another document

= File Edit View Document Comments Tools Advanced Window Help ’T"E‘m
= - o |BE - iew =+ (2 - ign +
H = LE] =1l = ,‘(? ‘5 ﬁ Search Eﬁcreate POF - |~=) Comment & Warkup ~ g7 Send for Review E'Secure ZSIQH
[ Irsoee @i [ @[] 5[5 © s - @ [ID%: [ vm| @wer
"
£
=
il E ABC Insurance Brokers Pty Ltd |
fl § ASN 12122123123 ACH 123 456 789 AFS Ligence ro 125638
: el 122 Smiith Street PO Box 123 Tel: 01234587
2. ANYTOWN ANYTOWN VIC 3333 Fax:  D1234588
| i VIC 3333 Mop: 0412121232
M= Email:  infoi@abe. com.au
3
Il €
=3
o Please rensw the following policy as per the details shown belowr:
| CLOSING
— PN _AWIF_N_] S
g =
— — =

6 Return to the organiseit window and click on My Views to display the My Views pane, then click
on My Checked-Out Documents to view the two documents just opened in the right pane

ration  Maintenance  View \Window Help

[&] File Edit Toals Archive Admi

O 808 wWwda oa

My Views Properties  Search Up Home  Cempany

U860 @

Refresh Excel Outlook Word

e
y Recently Accessed Documents

My Recently Created D ocuments
| Name

| s | Dat

@ My Recenily Updated Documents \ .

3 =RN 7h- 20121022 20121011 6566 Non Clert Quots Template
Ry organiseit [WinBEAT_New] B [0 7= 20121011 6666 Cover Fiequest Biind Cover RNL
-4 fcme

_Templates
Claims
= Clignts
=~ Clients
A
[0 ADAMS S

B _Claims
B _Funding [4]

om | »

12.07 22/10/2]
141.94 1140720

| _General

(5301 files from serve |4 Properties | Ke'ywnrdsl =2 Aftributes ||j Notes |

[ Burglary Insurance, BURG
[ Business Insurance, BUS Atribute Y alue -
[ RNL 201213 BKP
B Caravan Insurance, CyWaN | 1940 hd
f‘ ’_I'\I'lﬂ .I“.U‘.il ] I‘I I_"J
2

Application version 5.1.0(5.1.27] - Copyright Organize IT Inc. ‘Logged in: admin
=

You can also view all the checked-out documents by opening the checkOUT folder on the desktop.

Let’s now check the documents back in - normally you would probably have had the documents open

longer and have made changes to them, but we’ll skip that part...

7 Ensure both documents are closed then, in the My Checked-Out Documents pane in the organiseit
window, right-click on one of the checked-out documents to display the shortcut menu
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New
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Select Check In and click on [OK] |I| to check the document back in

It will now disappear from the Checked-Out Documents list...
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s
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Pane Exit
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|4 Properties |Q§ Kaywnrdsl =2 Attributes I [ Notes I

Atribute
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Application version 5.1.0(5.1.27) - Copyright Organise 1T Inc. |Lugged in: admin

Repeat step 8 to check the other document back in also
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COPYING DOCUMENTS INTO EMAIL

In previous versions of organiseit, to send documents from organiseit via email, you would have to place
the document on the desktop and then move it into Microsoft Outlook or another email application. In the
new version of organiseit you are able to copy documents straight into emails as attachments. By simply
selecting a document in organiseit and using the shortcut menu, you are able to copy and paste that

document directly into your email application to send it to other people.

1 In your email application, open a new blank message or reply to one received

This will be the email that receives the documents...

Y e+ w5 RE: CGU CMV policy RN 7777 - Message (HTML) = @] % |
Message Tnsert Options Format Text Review a @
i " — - e
Cut rr ) o IR oo ggﬂ %@] @ 0 ? ¥ Fallow Up "‘ﬁ
23 copy ¥ High Importance
Paste BIU | w-A-|[El== Address Check | Attach Attach Signature Zoom
- < Format Painter = =" 185== Book Names | EBile.  Hem~ = 3 LowImportance
Clipboard F Basic Text 5 HNames Include Tags 3| Zoom
To.. | || wavenire@changewave com |
?il Clone | ‘
Send
Subject: |RE: CGU CMV policy RN 7777 \
BA 1 21 31415 1B Tl B ‘9'\‘1{)'\‘11'\‘11'\‘1!‘I'14‘I'15‘I'16‘I'17‘I'16'\‘19'\‘Z{)'\‘Zl'\‘!!'\‘l‘!‘I'14‘I'15AI|FT_-.||

From: ChangeWave [mailto:dmo@changewave.com]
Sent: Thursday, 3 June 2004 11:35 PM

To: ChangeWave WaveWatcher

Subject: CGU CMV policy RN 7777

ChangeWave's Daily Market Outlook — Sponsored by CyberTrader
Thursday, June 3, 2004

Right now, save up to $350 dollars when you open a new account
with CyberTrader.

Simply put, you can save 52 per trade forup to 175 trades just
for becoming a CyberTrader by July 31st.

-

wavewire@changewave.com

2 In the organiseit window, select multiple documents

You can do this by clicking and dragging the mouse over the small grey square at the very left of the

documents that you want to select...

.la Folders & Files | Tasks Iﬂf Favourites | '

Content of Fol

Marne L
,Cﬂ 20130423 Pw/ 20120303 Closing Advice Sent hatch at cgu I’
|d| 20130423 36874 Endorsement - Extra Premium 2345 $500 (
.0] 20130418 Endorgement Refund ME quote For Adams s HAC
|d| 20130416 RE ME quote Adams 5 36874 ret from archive |
|0] 20130418 Endorgement - Extra Premium iny 2345 ’_(
d| 20130415 900 77345 Reply MEB quaote an Four Mustang cu ta hatch /
| (3] 20130406 20120303 Clasing Advice_001 ;
TR 20130406 Closing Advice - OBE - ADAMS S_004
S 20130411 36874 Request More Details Insurer RNL .
.d| 2013041136874 Endorzement - Extra Premium INY 2345 4

P
&

Ll s rpprpr

|0—| 20130406 20120303 Closing Advice
N e T _‘L-___\‘\‘“L-‘\__‘_“\

-
s
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3 Right-click on any of the selected documents to display the shortcut menu, then select Send To

T AR o NN NN
| &, (I3] 2013041 HROOSTAAE Dlemlo b0 ek e Eom bbby ) g hilich
S IR - ¢
_| @% - 20130408 a Search From Here
BN - 2030411
| AP  olmu P Check Dut...
Q, 0] 20130415 B Check In..
Bl = Undo Check Out
“m :
Inzert Template 2
» N -
N 0/ 2030405 oK Cut
By Copy .
E\_ Paste -
|| x Delete | /
N ﬁ_‘ Open 'with... Compressed [zipped) Folder ?
Proj erllesl K {1
W 4 Ek i g Open'with [Read Only Mode]... Desktop [create shortout) 3
Altribute
& SaveFile As Documents
d 2773 | Gandie I\ » Ernails ogt.of QIT - Shartzaut
Document Class Urkn [ Propsties Fax Recipient
File Size 168.5 - I ail Recipient .
Date Created og/nq  EwportFile List OUTLOOK (
IP"“T'“"l — ez Task » Skype e
f:( Add to Favourites 31:' Copy Filez To Clipboard _}

4 Select Copy Files To Clipboard to make a copy of the selected files

Nothing obvious happens, but the files have been copied to the computer’s memory and we are now
ready to paste the files into the email message...

5 Switch back to your email application and right-click in the body of the email to display the shortcut
menu

To.. [ wavewire @changewave.com
= I

Cc. |

7Subject: !RE: CGU CMV policy RN 7777 'Calibri E~-f11 - A. =

;—E-wl'l'2~|-3~l-4-|-5~|-5-|-7-:B I u W. AP LB

[

From: ChangeWave [mailto:dmo@changewave| = .
Sent: Thursday, 3 June 2004 11:35 PM Pasie Outions:

To: ChangeWave WaveWatcher =
Subject: CGU CMV policy RN 7777

A Font..
=y Paragraph...

:= Bullets | »
| ¥= Numbering | » =~

Styles 4
ChangeWave’s Daily Market Outlook - Sponsored A
Thursday, June 3. 2004 % Hyperlink...
Right now, save up to $350 dollars when you open ¢
with CyberTrader. Look Up »

Synonyms »
Simply put, you can save $2 pertrade forup to 175 5D Translate

for becoming a CyberTrader by July 31st.

N Additional Actions »
=== —=
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6 Click on Paste j in Paste Options to paste the copied documents as attachments

To.. | wavewire @changewave.com
=
: L |
Send
Subject: |RE: CGU CMV palicy RN 7777
Attached: |7_':zn13mms Closing Advice - QBE - ADAMS S 002.pdf (44 KB; -] 20120303 Closing Advice ; -] _CGU CMV policy RH ; - 20120303 Closing Advice
rx‘l-l'l‘l'l'l'\"t'I'5'I'6'I‘?'I'E'I'9'I'ID'I'II'\'IZ'I'll‘I'14'I'15'I'16'I'1?'I'15‘I'19'I‘J{)'I'Zl‘I'ZZ'I‘Z!'I'M'\'
= T T T T T T T T T T T T T T T T T g T

At this point you would send the email...
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New Features - Saving Documents

SAVING DOCUMENTS

When you bring a document into organiseit you might change your mind and choose to cancel the process.
Another feature enhancement is that organiseit will now double-check that you really want to cancel the
process and offer you the opportunity to either change your mind or save the document on your computer
in your regular filing system (e.g. on another drive or on your desktop).

In Microsoft Outlook or another application, use the organiseit tool to bring across a
document to organiseit

You should now see the Properties window...

W e W—wﬁw
[Quick Find iy 5| |wd
organiseit [WinBEAT_New] [ Properties I ' Reminders } [ notes }
=4 Acme
=i Clients Document Class:
=+ Clients
= A Tt Part/ Prefis
=01 ADAMS 3 [20130513
=] Commercial ki otor Vehicle Inzurance, MYC
& oden Ule 2nd Part/ Manual
|ZU121U 11 Wic 17 QUOTATION FOR ATC INSURANCE
Srd Part/ Suffis:
Full Name:
|201 3051320121011 Vi 17 QUATATION FOR ATC INSURAMCE
Calour: hd r [~ Archive On: |13/05/2013 -
ld NAA Extension: N/A Size [k]: M
Createdan: N# By: N/A Lacked by: MeA
Last updated on: W& By: Mé&
L Keywords ]-& Attributes |
v " Category @ Keyword
Attached Category Keyword g
» r Burglay Insurance 45789 NOM 123
= Burglary Insuance T/BA
| £ r Business Insurance 363874521
E- r Caravan Insurance T/B/A
= [~ Claim Number 56367
& [~ Claim Number cLions
T [ Claim Mumber CL1005
=1 ™ Claim Mumber cLioog ﬂ
[] Mandatomw Attibutes = | | | v | =] (%]
[ | Calculated Attibutes Mot Modifiable] Full Path View Log De-Link Apoly i3 Cancel
U J

At this point, let’s assume that we have decided to not bring this document across to organiseit and
therefore will cancel the process...

Click on [Cancel] to display the message box

This message box is confirming that you want to cancel the process...

i N
organiseit - ——

I.-"'_"‘-.I (229): You have chosen not to save the document into organiseit, Are

Y you sure?
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3 Click on [Yes] | || to display the next message box

This message box enables you to save your document in your system, rather than organiseit...

i B
organiseit l-"""-J

. (259): You have chosen not to save the document into organiseit.
Click "Yes' to save the document anywhere in your System,
Click 'Mo’ to exit without saving document.

4 Click on [Yes] |i

() save as . e e )
®O|@ + Libraries » Documents » 'Ji’||_L_SEGEh Documents p|

Organize « Mew folder 4== - @
2 Documens Documents library ) _
J} Music ] Arrange by:  Folder =
Includes: 2 locations
[ Pictures .
H videos ]  Mame Date modified ) =
[
_The Trip 28/08/2012 2:49PM B Iy
#d Homegroup . Adobe PDF 4/10/2012 8:50 AM  F
= Camtasia Studio 8/11/2012 4:05 PM F
18 Computer . Data Files 18/04/20135:09 PM  F
& 05 _Install (C:) . Integration Services Script Component 28/08/201211:29 ... F N
—a Data (D) . Integration Services Script Task 28/08/201211:29 ...  F
4 ; MAGLX_MusicMakerlé_Download_Versicn 27/08/201212:43 .. F
€l Network - OCAGIED o ne = | ST e anan o ar =
FIELELLCERRZ012 10 11 Vic 17 QUOTATION FOR ATC INSURANCE| -
Save as type: vl
~ Hide Folders [ swe || conce |
i
p = - y

Now you are able to navigate to the location on your computer (or network drive) where you want to
save the document. In this instance, we will cancel out without saving...

5 Click on [Cancel] ' to close the Save As dialog box without saving
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