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Acquire to display the Properties window

[} Properties

Location : lorganiset\Acme Insurance\Cients\Clents\AVADAMS S¥Commercial PolicesiCon
File Name : File Size:
Upload Dste NIA By: NA
Downioad Date ; NJA By: NA
Category Keyword IOptlon ICIea'
3 ADD
>—.

2 |_& | (5] o |

View Log

Click on Scan & | to display the scanner interface

Remember that you’re screen will probably look different to the one shown here, as each scanner has
a different interface...

Canon DR-2580C on STI - 0000

User Preference . [ |
Save... I
Mode | Black andWhite ~l
Page Size: | Auto-detection ~|
Dots pet inch: | 300 dpi -l
édﬂﬂness: '?’ _‘_] Jill i3 7<,5- 128
Contrast : @ 4 % o4
Scanning Side : [Skip blark page =
Ratio of black pivels =~ 4| »| 02%
Feeding Option | Standard Feading =l
‘ 8.4 g
I~ Prescan
¥ Deskew
Scanning Option | [Standard =~
tea. | Moe. | Abow. | Defaur |
[ sen | cance | Hep |

Set the options as required

Click on Scan (or the related tool for your scanner) to scan the information in the scanner



When the scanner has completed that page, a message box will ask you if you have any more pages
that you would like to scan...

\ ?) Scan more pages into this document?

l Yes I No |

5 Click on Yes to scan another page, or click on No To | to complete the action and
return to the Properties window

If you have Winbeat, BA, Broker Plus or a database with pull, the Properties window will
automatically populate with the keyword information of policies and claims for that client when the
scan is complete. You might need to scroll down to locate the specific file...

[} Properties

& [

Location : ‘organiset\&cme Insurance\ClentsiClents\AVADAMS S\WCommercial PolicesiCon
Fite Name : File Size :
Upload Dete ; N By: Ni&
Downiocad Date ; /A By: NA
3 Burglary nsurance 45783 NOM 123 I No
§ Burglary Insurance TRA No
Business Insurance 368674521 No
Caravan Insurance TRIA No
Claim Number 56987 No
Claim Number CL1004 No
Claim Number CL1005 No
Z | Claim Number €L1008 No
Claim Number L1011 No
Claim Number CL1012 No Ll
@ |[[ & ] a | 8 |
View Log Scan OK Close

The new scanned file should now be named...

6 Locate the file that you have just scanned, then click in the Select column to display the tick box and
click on the tick box to change it to Yes
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l} Properties
Location : ‘organiset\acme Insurance\Clients'Clients\AADAMS S\Commercial Polices\Con
Fite Name : File Size ©
Upload Dste /A By: NA
Downioad Date N/ By: N/A
Category |keyword |select | 4]
3 Claim Number L1012 No
§ Claim Number a3 No
Commercial Motor Vehicle Insurance {36874 Jp Yes
Computer insurance 66 333665 %— No _J
Computer Insurance Tem No
Computer Insurance YY 1259654 No
Consequential Loss Insurance 34 6676009 No
Z | Consequential Loss Insurance TRIA No
Directors and Officers Liability 0987636 DSO No
Directors and Officers Liabilty TBA No ;l
@ |_& | (8] o8 |
View Log Scan OK Close

7 Click in the blank field at the top of the window and type in a file name for the document

Q Properties
é] [20080421]
Location : ganiset\Acme SentsiChents\AVADAMS S\Commercial Polices\Con
File Name - File Size :
Upload Date /A By: NiA
Downioad Date N/A By: Ni&
Category |Keyword |select | 4]
3 Claim Number cL1012 No
E Claim Number L1013 No
Commercial Motor Vehicle Insurance 36874 Yes
Computer insurance 66 333665 No £
Computer Insurance TRm No
Computer Insurance YY 1259654 No
Consegquential Loss Insurance 34 6675009 No
3 | Consecuential Loss Insurance TRIA No
Diectors and Officers Liabilty 0987636 D&O No
Directars and Officers Liabilty TR No ~|
@ |_& | [8 ] 8 |
View Log Scan OK Close

8 Click on OK to complete the process
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Document Naming in Word

In the previous version of organiseit the number assigned to a
document, automatically generated by organiseit, was displayed in
the Microsoft Word title bar, when you were viewing the document.

This then was also the name displayed in the Task Bar at the bottom
of the screen. Given that more than one document might be open at
any one time, it was difficult to remember which document was
which, based on a number.

In the new version of organiseit, the real name of the file is now
displayed.
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DOCUMENT NAMING IN WORD

In this exercise, we will see how the name displayed in the Microsoft Word title bar has changed, when
you are viewing a Word document stored in organiseit.

1 In the organiseit database window, click on the plus # icons to locate the folder that contains the
Word document that you want to view

organiseit

File Edit Tools Administration Maintenance  Settings  Wiew  Help
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2 Double-click on the Word file, in the right pane, to open it in Microsoft Word

Notice that the full file name of the document is displayed in the title bar, making the document
easier to identify...
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Sending Documents to organiseit

An integral part of the organiseit installation is the capacity to
automatically send documents to the application. For instance, if
you have a document stored on the desktop, you can instantly send
it to organiseit. This is achieved through the shortcut menu,
displayed when you right-click on the document. A special option
has been included on the menu, as you will see.
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SENDING DOCUMENTS DIRECTLY TO organiseit

In this exercise, we will send a Word document, stored on the desktop, directly to organiseit. You will see
that as a part of the process, you are able to select a specific folder into which to save the file.

1 Locate the document that you want to send to organiseit

In our example, this file is stored on the desktop...

2 Right-click on the file to display the shortcut menu, then select Send To to display the submenu

Here you will see a customised option, added when organiseit was installed...

S 7 Convert to Adobe PDF
1 Convert to Adobe POF and EMal
% Combine in Adobe Aorcbat.

(3 veseop (ceste hortas)

J Mal Recpert
&) My Documects
5] ouTLOK
[ R Shortout to Cegarisell
SE
& OVO-RW Orive (D:)
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3 Click on Shortcut to OrganiselT

This will open the organiseit database window and you will notice that an icon of the document is
attached to the mouse pointer...

organiseit

|Fle Edt Tools Adminstration Mairtenance Settings View Heb
&l 2 4 B 2 X ¥ a = m
= h 2 z [sgams (e
Mew  Refresh  C&t  Copy Delete Propeties Sesch  View B2 - i 9
organiset A | rame | Keyword | Locked | Date Created
+ @ Acme Genersl Business 12007 04 13 38874 Reply 1om cgu on sddress changs Y 15052008 10.04:43
= @) Acme lnsurence 2007 04 31 35574 P Letter 1o clert ¥ 15052008 10.06:22
3 mc:" 72007 05 12 39874 COFC ¥ 15052008 10:30:18
= c::' ?;mummtmwmcpmm Y 15052008 105840
T e ks - 2008 05 12 38874 COFC ¥ 15052008 100312
- e 12008 05 12 36874 RAL Letter 80 chert ¥ 150572008 10.08:11
72008 05 13 36874 BXD clam update ¥ 15052008 101542

4 Move the mouse pointer over the folder into which you want to save the file, then release the mouse
organiseit will now confirm the Send To action...
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5 Click on Yes |___T_I to display the Properties window
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3
QPlopnﬁu
Location parasety Serts WS SICommercial Polces'C
Fiin Nome - 16508 Fi=Sge: 463504
Uplosd Date OnMay 15, 2005 151135 By’ Admrestrator
Dowrioad Date - A By NA
§ Bugery neurance 45739NOM 123 ™ No
Burgiary nsurance Tea No
Buziness howrance 3858TaSN No
Caravan heursnce TBA Mo
Caaen Numiber S6587 No
Clain Nurriber CL100e No
Cisin Nurmiber CL100S No
2 | O Numiver cLooe No
Chsen Nezriber o Mo
Claien Nusmber 1012 No :]
@ _B |
View Log oK Close

You just need to consider the name of the file...

6 Type a name in the field at the top of the window, if you want to change it

7 Click on OK to complete the process
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Checking Out Documents

Using the organiselT database, you can open and work with
Microsoft Word or Excel documents for instance and then, when you
have made the necessary changes, you close the document and save
the changes back to the database.

What tends to happen in practice is that a file may be opened to be
worked on, and be kept open all day. In itself this is not a problem,
but if the server connection to the database is lost throughout the
day, for instance, all the changes that you have made will also be
lost.

To address this issue, you are now able to check a document out of
and in to the database. This involves checking a selected document
out of the database, into a selected folder. The Microsoft Autosave
feature works automatically to save the changes to any checked out
document, ensuring that all changes are saved, even if the database
collapses during this period. Once you have finished making you
changes, you simply check the document back in to the database
and the process is complete.
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CHECKING OUT DOCUMENTS

In this exercise, we will check out a Word document and store it in a nominated folder on the desktop.
Once some changes have been made to the document, it will then be checked back in to the organiseit
database. You will see that as a part of the process, you are required to select a specific folder into which
to save the file, while it is checked out; this is where the file resides while you are working on it. This
requires you to have a folder created prior to this exercise.

1 Ensure that you have a folder created, into which the documents can be checked out

In this example, we have created a folder called _Checkout folder and placed it on the Desktop for

ease of access...

0>

Windows Meda
Flayer

LW

Mcrosolt
Office W

Organeser

4

WInEEAT

2 Open the organiseit database and locate the document that you want to check out

In our example, the MS Word file that we require is stored in a client folder...

I |3 1X]
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Search View Exit 2
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3 Right-click on the document to display the shortcut menu

251172008 10:59.43
051172008 1627.16
051172008 16:24.41
23102008 10:23:27
28102008 101344

T -
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organiseit

Fle Edt Tools Adminstration Mantenance Settngs View Help
=
£ £ 28 0 X BB E N e e
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organised Version 321 . Copyright Organise IT Pty Ltd (2002) | Logged i admin Cherts'Ch S¥Cotmmar

4 Click on Check Out to display the Select Folder dialog box

g Selact Foldar

& Defaut Path{
1C:\Documents and Settings\OITDesklop)_Chackout Tokder

" Sedact Folder r

I =
o) o

If this is the first time that you have used the check out feature, you will need to nominate the
folder to which the document will be checked out. You can alternatively nominate a default folder
location that organiseit will automatically use each time. In this example, a default folder has
already been selected, so let’s look at how you can set this up...

5 Click on Select Folder until it appears selected

The associated options become active also ...
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a\'ulo-(l Folder

" Deofaut Path

[

& Eelect Folder] [ Set Az Defont

I )
v | 8 |
oK Close

6 Click on the Browse - | button to display the Browse for Folder window

Browse for Folder GIEI

C\

= Q Desitop

# L) My Documnents

= §
& S Local Disk (C:)
¥ . DVD-RW Drive (D:)
& ) Shared Ooausments
4 () OIT's Documents

# S My Network Places
) _Checkout Folder
) Scans

Cancel

7 Locate and click on the folder to which the document will be checked out to, then click on OK

The folder now appears as the Selected Folder...

8 Click on Set As Default to select it as the default folder, if necessary

gf Selact Foldar

" Defaut Path

I

& Select Folder . Bet Az Defont]
fC"Donmu and Settings\OMDeskiopl_Choekont folder _J

v |[_8 |

OK Close

9 Click on OK to return to the organiseit window

Notice that the checked out document now appears red and Locked, indicating its “checked out”
status...
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organiseit
Fle Edt Tools Administration Mantenance Settngs View Help
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8 . & L& B0 X 8 B . MW Go G e 0
New Refresh Gt Copy Delets  Properties  Search  View Ext
organiset 2 | Name | Keyword | Locked | Date Crested |
® Acme Geneed Busness 122008 034 01 This how you do a search of the cheet fr..| 251172008 10:58.43
= 3
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=y Commercisl Motor

‘=3 Construction

D Usvaty

) Warre
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L) Marine
{8 Protessions Risk

s ] K >
organésed Version 321 - Copyright Organise IT Pty Ltd (2002) | Logged i sdmin | orgar erts S¥Commar

Let’s now open the document, make some changes and then check it back in to the database...

10 Locate and open the folder to which the document was checked out

In this instance, it was the _Checkout folder on the Desktop. Notice the checked out document in
the folder...

® Checkout folder 9=]:3]
Fle Edt Vew Favorkes Tools Hep ar

Qe O F| Prows [proten | (-

ckress | () C:\Documents and SettingslOiTiDesktop)_ Chedkout foider v B
Nome ~ Sqe  Type]
File and Folder Tasks ! #5)2009 10 21 36874 RAL Letter to clent 2009 10 28 10 13440 124K8  Mirod

) Mate a naw foder
&) Publish this folder to the
Web

52 Share this folder

Other Places

(& pesitep

J My Documents
) Shared Documents
My Compiter

8 My Network Places

11 Double-click on the document to open it
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As the document in this example is a MS Word document, Microsoft Word will open and display the
document...

a7

&3 2009 10 21 36874 RNL Letter to client 2009 10 28 10 13 44 0 - Microsoft Word - X
¢ Wew st Fgrmat Jook  Table MWindow Heb  AdobePOF  Acrobat Comments Type s questionforheb 30X
' R e DY 1 Yo I S (ol YT e T F o |
rean
Feptember 29 2009 mngjjj
Dear Steve
We would like to take this opportunity to introduce to you The Data Vault Pty Ltd. We have
had a business relationship with the company over the past two years.
Many of you will already be a client of The Data Vault and we appreciate the positive feedback
that you have passed on to us.
All of us are aware of how important secure backup systems are to business. The Data Vault
has an off-site back-up system that Is easy to use, is able to be backed up at a time to suit your @
operation without using a dedicated phone line at a very low cost. .
Whal we really llke aboul The Data Vault is that it's for DUMMIES - just like us! We realise the :

....... A hmaliiin mmd jiea Ths Piata Vaide me miie molonmns haaliia sobame  Vhia bmis oam

ma@msy >
172009 10 21 36574 RAL Letter to chent 2009 10 28 10 13 44 07 1,463 characters (an sppronimate vakue),

12 Make the changes as required
Microsoft’s Autosave feature will automatically save the document for you (assuming that you have

the feature activated, of course), so even if you have the document open all day, you are assured
that your changes will be saved...

13 Click on Close [ i§ for the Microsoft Word application window to close the document and the
application

You will be asked to save any final changes...

Microsoft Office Word

/ !5 DO you want to save the changes to "2009 10 21 36874 R Letter to chent 2009 10 28 10 13 44 077

Lves | [~ | [Lcome ]

14 Click on Yes II' to save the changes and return to the folder window
You now need to check the document back in to the database...
15 Return to the organiseit database window

16 Right-click on the red, checked out document to display the shortcut menu
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organiseit
File Edt Tocls Administration Mantenance Settngs View Help
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@o Save Fie As 1
=f Properties )
o SerdTo »
- /
-
k\‘_!J\. \M-‘_‘-\..__-\\‘ . \s..- —\\——' \\ \1\\‘ ~
17 Click on Check In to display the Open dialog box
Open & &w
Look . | 3 _Checkout folder ~ ~ @®cy @
2 Q]ZMWZI 35574 RNL Letter to chent 2009 1026 10 13440
My Recent
Documents
Deskiop
My Documents
My Computer
My Netwodk.  Fila name: | ~| | Dpen I
Filas of ype: [Al Fées ") _'_] Cancel I

18 Click on the file that you want to check back in to the database

19 Click on Open

The document will no longer be displayed in red and will once again be unlocked, indicating that the
updated document is now ready for use...
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organiseit
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Grid View

Traditionally, the organiseit database window is displayed in Tree
View. In this view, you have the database folders displayed in a
tree-like, hierarchical structure in the left pane and the contents of
the selected folder are displayed in the right pane. The folders in
the left pane are displayed in an alphabetical order. The issue that
arises from this view is that it can become quite cluttered once you
have a large number of clients, each with a large number of folders,
making information difficult to find.

The new version of organiseit enables you to view your folders in
Grid View - a less complicated view of your database content. In
this view, you only see the contents of one client or folder at a
time, giving a less cluttered appearance to the screen.
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USING GRID VIEW

In this exercise, we will use the Grid View and demonstrate how the functionality is primarily the same as
that for Tree View.

1 Ensure that the organiseit database is open
By default, the database contents are displayed in Tree View - the filing objects are displayed

alphabetically in the left pane and the contents of the selected object are displayed in the right
pane...

organiseit
Fle Edt Tools Administration Mantenance Settings View Help

o . & & Oy iy X ] [} @, M Y Frd
Lrnw Refresh Gt Copy Delete  Propertiss  Search  View Ext foue W JeBost tiew _';i_l
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2 Click on the drop arrow for the View tool E * | to display the menu

organiseit C%’— r)‘(—
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3 Click on Grid View

When you change to this view, the top level folder (the database) icon is displayed in the top pane.
The contents of this folder are displayed in the bottom pane...

organiseit Grid View

Howmer | Koyword [ Lockes | Date Created | Dato Last Opened | Szeg) |
© COLD FILE FROM SERVER 2800212008 14:38:13

© Acme User Area 13102008 15.41:57

® Acme General Business 1902006 153955

® Acme nawrence 19102006 153712

Logged i admin

4 Click on an item in the bottom pane to open it and display its contents

That item is now displayed in the top pane and its contents are displayed in the bottom pane...

organiseit Grid View

o . &2 - i X | an B . 0| e
New Refresh Properties  Search View Ext @ MW _3_]
e 4
Home  Up
Feider Namo | Date Croated | Path |
4 OLD FILE FROM SERVER 280272008 143813 organisel)
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@ Acme General Business 19102006 153355 organiset)
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Howme: | Keyword | Locked | Dote Created | Deto Last Opened | Sizek) |
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Noh Cllert Quctes 13102008 153836
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The easiest way to now locate a particular client is to use the Search tool...

5 Click on Home m?'u to return to the top level folder
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6 Click in the Search field and type the name of the client that you want to view

organiseit Grid View

New  Refresh s«mvﬁa g | ol T Qg [Feesestiew 3

e 4

Home Up

Fcider Nomo | Date Croated | Poth 1
N orgarnset

T T e \\-- 1‘——‘\\‘-1_\\‘\—\ —— .-

7 Click on the Search tool IEI to locate the nominated folder and display the contents

rganiseit Grid View

r?w nefrzed\ cfg cﬁ ok X ﬁgm 5,9‘,. E o7 ELI, [nasme @}Mmm _ﬁ]

® 4+

Home Up
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= _Coerespondence 19102006 16:1818

@ _Funcng 19N0/2005 161818

Logged inc admin

8 Click on a folder in the bottom pane to display the contents
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organiseit Grid View

| Date Created | Path |

215656 orgar hsurance\Clerts\Clertz\AADAMS S\
215609 Cherts\C S\
205441 orgar Yerts\Ch s\
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ChUinvuty 191072005 16:1818
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9 Continue to click on the folders in the bottom pane, to drill down and see the documents

organiseit Grid View

| Date Created | Path |
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Logged inc admin

You are still able to perform the same functions in Grid View as you can in Tree View...

10 Right-click on a folder in the top pane to display the shortcut menu
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The menu enables you to Scan the document as before...

organiseit Grid View
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11 Right-click on a document in the bottom pane to display the shortcut menu

This menu enables you to Cut and Copy, or email the document using Send To...

organiseit Grid View
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NOTE: One thing that you are not able to do in Grid View is drag and drop a file from one folder to
another - you must use the Cut and Paste options to move a document in this view...

12 Locate the document that you want to move in the bottom pane

13 Right-click on the document to display the shortcut menu and click on Cut
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organiseit Grid View
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14 Right-click on the folder into which you want to move the document to display the shortcut menu

organiseit Grid View r._ Tﬂ" 5(—‘
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| New T Refrsh Gt Copy  Paite Properties  Search  Yiew et ) Dew it]
e 4
Home Up
Fw«m | Date Croatod | Poth |
04052008 100253  organizeft\dcme hsurance'Clerts\Clerts\WADAMS SYCom
_.]cu;p 151208 org CherteiCle SiCom
Ihm 1 161818 orgar terts\Ch S\Com
» 1 161818 orgar nsurance Clerts Clert MAADAMS SCom
CACommercislh  suneeh From Hars 19A0/2006 161818 organised\Acme Insurance'Clerts\Clerts\AVADAMS S¥Com
Cunaey 1 161818 ClertsiCs AMS S¥Com
Deusiness 1 161818 orgar nsuranceClertsiClerts\AVADANS S¥om
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15 Click on Paste

organiseit will ask you to confirm your action...

\?) Do you wank to paste the selected tem(s)?

16 Click on Yes = ] to continue

The document has now been moved...



organiseit - vV3.2.1 USER GUIDE - UPGRADE

Grid View

_!l Operation completed
e ]

You can locate and open the destination folder to check this, if necessary...

17 Click on OKIII

18 Locate and click on the folder to display the contents

Here you will now see the copied document...

organiseit Grid View
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Home Up
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Logged inc admin

19 To switch back to Tree View, click on the drop arrow for the View tool E s

View

and click on Tree
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Handling MS Word Documents

The handling of Microsoft Word documents, as they are placed in to
organiseit has lead, in the past, to some confusion. This confusion
has arisen from the fact that when a Word document was placed in
the database, the fonts of the copied document would change. This
was due to a template issue, which has been rectified in the new
version of organiseit.

Additionally, when you choose to place a MS Word document in to
the organiseit database, it is initially attached to the mouse pointer
and you are required to drop it into the appropriate database
folder. An issue arising from this procedure is the inadvertent loss of
that document through accidentally dropping it. It is now possible to
recover that document and repeat the procedure to properly file it
in the database.
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HANDLING MS WORD DOCUMENT FONTS

In this exercise, we will demonstrate how organiseit now properly handles MS Word documents and
maintains the fonts and other formatting that you apply.

1 Ensure that you have MS Word open and that you are viewing the document that you want to place in
to the organiseit database

Cdnset Fgrmat Jook  Toble Window e Adobe

x

AN TR Wi i ] q 100% :w‘jrmumm,u;]llg I

O Y.

September 29 2008

Dear Steve

We would like to take this opportunity to introduce to you The Data Vault Pty Ltd. We have
had a business refationship with the campany ovar the past two years.

Many of you will already be a client of The Data Vault and we appreciate the positive feedback
that you have passed on to us.

All of us are aware of how important secure backup systems are to business. The Data Vault
has an off-site back-up system that Is easy to use, is able to be backed up at a time to suit your
operation without using a dedicated phone line at a very low cost.

What we really like about The Data Vault s that it's for DUMMIES - just like us! We realise the
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We will click on the organiseit button to place a copy of the document in to the database...

2 Click on the organiseit tool L_mT_] to make a copy of the document and switch to the organiseit

database

The organiseit database will be displayed and the Word document will be closed in the background -
this enables the correct formatting (generated from the template applied to the document) to be
maintained by the Word document...
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organiseit r__lrd"r)—('\
Fle Edt Tocks Administration Mantenance Settngs View Help
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Notice also that the MS Word document is “attached” to the mouse pointer - you are required to click
on the folder in to which you want to place the document...

3 Locate and click on the folder in to which you want to place the document

You will be asked if you want to paste the selected item...

!5 D0 you wank to paste the selected kem(s)?

4 Click on Yes [II to display the Properties dialog box

Q Propemios
[hﬂudmodx.lim

Location - Chorts ¥l S on
File Name 278 FleSize: 127488
Upload Dote On 051272008 ot 17.51:38 By Administrator
Downioad Date Nia By NA
Catogry [termaa |seet | =]

3 Clam Number oz No
Clarn Number o3 No

§ Commercial Motor Vehicks Insurance 36874 No
Computer nsurance 65 332665 No
Comgrter nsurance TBA No
Comgeter nsurance YV 1258654 No
Consequantial Loss nsurance 34 6678009 No

2 | Consequential Loss neursnce TRiA Mo
Directors and Officers Liabiity 0587636 020 No
Drrectors and Officers Liabaty TRiA No -

= 51 & |

View Log
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5 Complete the Properties as required, then click on OK to save it to the database

The document is now apparent at the top of the list in the right pane...

organiseit
Fle Edt Tools Administration Mantenance Settngs View Helb

£ £ 8 8 EE2E b~ wi—y

# | Name | Keyword | Locked | Date Created |
2008 11 09 36874 Letter fo chent 051272008 17.51:38

12005 07 21 35874 . END reply from cgu o changes 0., 21172008 150419
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Now when you reopen the document in MS Word, you will see that the formatting has not changed.
Before we reopen the document, let’s just see that it has actually been closed within Word...

6 Click on the Microsoft Word tool
switch back to MS Word

in the Task Bar at the bottom of the screen, to

The original document is no longer open - this enables MS Word to maintain the document’s original
formatting...

3 Microsoft Word
Format Jook Table Window Heb AdbePOF  Acrobat Comments
4 0.8 J = )

Now let’s return to organiseit to open the document and check the formatting...

7 Click on the organiseit tool in the Task Bar at the bottom of the screen, to switch
back to organiseit

8 Locate the Word document
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organmiseil
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9  Double-click on the document to open it in Microsoft Word

All of the fonts and formatting have remained the same...

&3 2008 11 09 36874 Letter to client - Microsoft Word

Feptember 29 2008

Dear Steve

We would like to take this opportunity to introduce to you The Data Vault Pty Ltd. We have
had a business relationship with the caompany over the past two years.

Many of you will already be a client of The Data Vault and we appreciate the positive feedback
that you have passed on to us.

All of us are aware of how important secure backup systems are to business. The Data Vault
has an off-site back-up system that Is easy to use, is able to be backed up at a time to suit your
operation without using a dedicated phone line at a very low cost.

What we reauy llke about The Data Vault is that it's for DUMMIES - ]ust like us! We realise the
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HANDLING MS WORD DOCUMENT PLACEMENT

In this exercise, we will demonstrate how organiseit now handles MS Word documents that are
inadvertently dropped, prior to selecting the correct folder, and how you can retrieve the document.

1 Ensure that you have MS Word open and that you are viewing the document that you want to place in
to the organiseit database

er of introduction - Microsoft Word

Feptember 29 2008

Dear Steve

We would like to take this opportunity to introduce to you The Data Vault Pty Ltd. We have
had a business refationship with the campany over the past two years.

Many of you will already be a client of The Data Vault and we appreciate the positive feedback
that you have passed on to us.

All of us are aware of how important secure backup systems are to business, The Data Vault
has an off-site back-up system that Is easy to use, is able to be backed up at a time to suit your
operation without using a dedicated phone line at a very low cost.

What we really llke about The Data Vault is that it's for DUMMIES - just like us! We realise the
) OGRS RS e e vl Aot

boanmobmmna

etter of nkrod, 1 1,457 ¢h (n ¥ vake).

We will click on the organiseit button to place a copy of the document in to the database...

2 Click on the organiseit tool to take a copy of the document across to the database

The document will be “attached” to the mouse pointer...
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organiseit r:}?[i‘
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Now let’s assume that we inadvertently drop the document - this can occur by clicking the mouse
prior to highlighting a folder...

3 Move them mouse pointer down the left pane, until it is positioned over any bare white space, then
click the mouse to “drop” the document

An Information box appears - this indicates the location to which the document has been sent and can
be retrieved from...

oit Information m

The file can ba found a1 the below mentioned location

C \OocumeMsIand Setlings\OMMy Documentsimyorganisesendio

oS

Close

4  Click on Close IIl to close the information box

Let’s now return to Word to recover the document...

5 Click on the Microsoft Word tool in the Task Bar at the bottom of the screen, to
switch back to MS Word
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4 Microsoft Word

6 Click on the File menu, then locate the document you copied at the beginning of this exercise

This document should be listed at the top of the Recently Used Files list, as it was the last document
we had open in MS Word...

£ Microsoft Word
e | R yew et F

peot N

P Sxee Culss
Sxve A
Pree trl+P

Sergd To »

164 ¢ of introd doc

20 Yetter of ntrokduction

3C:1,..12008 1109 36874 Letter to chent

4C1\...120081114 TAS 6 QUOTATION FORR...
5

7  Click on the document to open it

Word will now retrieve the document from the folder previously listed in the Information box...
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Septembar 29 2008

Dear Steve

We would like to take this opportunity to introduce to you The Data Vault Pty Ltd. We have
had a business relationship with the company over the past two years.

Many of you will already be a client of The Data Vault and we appreciate the positive feedback
that you have passed on to us.

All of us are aware of how important secure backup systems are to business. The Data Vault
has an off-site back-up system that fs easy to use, is able to be backed up at a time to suit your
operation without using a dedicated phone line at a very low cost.

- o owig

What we really llke about The Data Vault is that it's for DUMMIES - just like us! We realise the
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For this process to work, you must complete the retrieval prior to closing the organiseit database...
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Check Out Documents for Email

When you need to send documents stored within organiseit, via
email, you need to check them out to a folder and then you can use
your email application to locate, attach and send them.

Once you have emailed those documents, you need to reverse the
check out procedure so that they are usable within the database
once more.
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(

CHECKING OUT DOCUMENTS FOR EMAIL

In this exercise, we will check out three documents, located within different organiseit folders and then
attach those documents to an email to send. Once this is completed, we will undo the check out of those

same documents.

Ensure the organiseit database is open, then click on the plus icons # to locate the first document

that you want to check out

Right-click on the document to display the shortcut menu

Notice the Check Out option...

Click on Check Out to display the Select Folder window

'IrJ Select Folder

s

X

|C:1D0c:uments and Setting=s\2IT'Desktopt_Checkout folder

" Select Folder B

|
J

[]
|8 |

Ok

Close
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\__-.._@.,\____-.,..__—-..\_ s \\_-.,__ —\-., \\\ “1--"‘-.__‘_"" e - \\{'

Type in a Default Path or click on Select Folder and locate an alternate folder

The documents that you check out will be stored in the nominated folder...
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5 Click on OK E to complete the check out procedure for this document

6 Repeat steps 1 to 5 to check out the other documents that you want to send with the same email
You can open the folder to check its contents...

7 Locate and open the nominated folder
As the folder used in this example was on the desk top, it was very easy to locate and open...

& Checkout folder ,r- ‘}": 'Xf
Fe EX Yew Fovotes Took Heb &

& 2 T s | rdes [T

st |2 Cponments and Settngs|CET|Dasktog_Checknut folder v =
= Name o Typo
File and Folder Tasks o] D64 118095454 af docs relsted to Q hic 12 snith street artarmon el 1245 msg 2,000%E  Outhof

12009 11 09 9999 Letter to chent.coc.pf BSIE  Adcbd
22009 12 33 9999 AN letber to chent..,.pd¥f S5FE  Adubd

.j Mok a nevy folder
) Pobish thi toder o the
Wb

S St this Folder

Other Places

() Dmsinp

) My Decunerts
o Fwwil Docurets
g Ny Computm

S Hy Natvrk o

Here you can see the three documents that have been checked out and that we wish to email. Now
we can close this window and open our email application - in this instance, Microsoft Outlook...

8 Close the folder window, then open your email application and create a new message

LT attach o5 dobeie @1 ) LS | (2R A B Ll oo 8 d S8 3]s
[ mrosme  crganet POF

icdgend ) -8 A 1 B 0v (5] o) optins, > HTL -
1.

9 Click on the Insert File tool | [l (or other appropriate tool in other email applications)




organiseit - v3.2.1 USER GUIDE - UPGRADE
Checking Out Documents for Email

Insert File

Lok in | ) _Checkaut Falder A4 | @-3 Q Ay [ v Tools -
_.2. Marne
: 2009 11 09 9999 Letter to client,doc,pdf |
B"OVCE;C;T; 2009 12 31 9999 RML letter to client...pdf
2‘1 064 1135399454 all docs related ko Q hic 12 smith street artarmon kel 12345, msg 2,0
?L-':
Deskkop
s,
My Documnents
My Computer
T < | kd
(= File name: | R | Inserk
Iy Mebwork,

10 Locate and open the folder in which the checked out documents were stored

Now vyou can select all of the documents and attach them...

Insert File

|@ _Checkout Folder V| @-@|Q X i B - Took~
_.2. Name

252009 11 09 9999 Letter ko client,doc.pdf |
My Recent | =8 2009 12 31 9999 RAL lstter to diert...pdf
Dacuments =

2‘1 064 1135399454 all docs related ko Q hic 12 smith street artarmon kel 12345, msg 2,0
?-L-':
Deskkop

g
My Documnents

My Computer

T < | M
(= File name: | v| Inserk
Iy Mebwork,
Places | Filesof type: [ al Fies (%.%) v

11 Select the documents and click on Insert to add them to the email
12 Send the email in the usual manner
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UNDOING DOCUMENT CHECKOUT

Once you have checked out documents and sent them via email, you will then need to undo the checkout
to make the documents available once more in the database. Note that this process uses the Undo Check
Out command and not the Check In command. The latter command will create a copy of the file, whereas
the Undo Check Out command reverses the status of the current document.

1 Ensure that you have organiseit open, then locate the checked out document

Notice that as the document is checked out, it appears in red type and its status is Locked...

— “ ’ ~ 4 M  ++ S 2
»E]n Ratradh Sewth  Vew !,‘, forms Frd (g [riceot tiew
N;Wﬂﬂ | Naoe | Meyword | Locked |/
¢ @ AcreFP 40 1 15020494 5 docs relwted bo G hic | 2 smen o ’
+ Acrre General Busiress B ) S i /
= :Am- Yurace )
= ) certs f
— @l Cwrta
= -A ]
- QR ADANS & A
[T /
o _Correspondence 4
. Fusey
- -n‘.umsmlﬁkes N
) Bavess -
=J Cargo
@ Comerarc Mot /
) Construction
) Uiy {
= Merne 2
A Workers corp /
2 Domectic Polces
Zapont /
-
—J Private Mator Venicle
o Stratn (
U
8 rorernond Fask ¢
1]
. & ' ~ e
R W

2 Right-click on the checked out document to display the shortcut menu

& . = o+ ) ] X 4 [ g2 . 4 | fonss Feet w }I"M T
L Rfresh Cu Copy Ceiste  Properties  Search D Exit S
N crosrizat » | Name | Meyword | Locked | /
+ @ AcreFP -
+ @ Aure Genaral Busress /
~ @ Acre rsurscs '
1] [T f
..": Chck O, |
- @@enens s ChedkIn J
- EFE_ /
ol _Coresponddence < 3
@ _trdng .
O Cortere ol Poices it \
—Dusiress Copry ,
o Crgo
@ Convrerciar Motoe P 4
«J Cotyetruction Delote
_—‘L'd‘" Cpan Weh.., {
- Marne Open With (Read coly mode).. ¢
YRV s Save Fle As /
= - Dowrestic Polices
b Properbes /
B Hotve & Cortents SendTo ’
o Privnte Mator Vehichs
) Strala (
dMyre
@ roteriondd Risk ?
13
‘\'—\‘r.l~\_.h\--\\.\ .- _\\Li‘\\ Tlaal YT ‘\\_-_\\ .- -'\/

3 Click on Undo Check Out to reverse the status of the document

The document is no longer locked and appears in black text once more...
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a = .M

Search e Exit
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Name | Keywerd | Locked |
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4 Repeat steps 1 to 3 for the other checked out documents

/
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“
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Find and Replace

The Find and Replace functionality has been included in the new
version of the database as it was found that many files had forward
slashes (/) in them when moved out of the database. The Find and
Replace function enables you to locate these files and replace the
“/” with another character.
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FIND AND REPLACE

In this exercise, we will demonstrate how to use the Find and Replace function to rename files.

1 Ensure that organiseit is open, then click on Maintenance in the menu bar and select Find and
Replace to display the Find And Replace dialog box

% Find And Replace

" Folder/CabinetiSite Description

Find what: |

Replace with : |

2 Click in Find what and type the character(s) you are looking for

In this instance, we want to find all of the instances of a forward slash (/)...

% Find And Replace

* File Description " FolderiCabinetiSite Description

Find wht : |r

Replace with : |

3 Click in Replace with and type the character(s) you want to replace the above with

In this instance, we want to replace each “/” with a dash “-“...

% Find And Replace

* File Description " Folder/CabinetiSite Description

Find wht : |r

Replace with : |-
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Click on OK to conduct the find and replace

Depending on how many instances are found, this might take a while. A message box will be displayed
when Find and Replace has finished...

Click on OK [Il to return to the Find And Replace dialog box

Repeat steps 2 to 4 to conduct another find and replace event, or click on Close [X] to close
the dialog box




