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Learning Outcomes

In this lesson you will learn how to set up and use the Document Management Module.

Requwements and Prerequisites

The Document Management Module (DMM) will only operate with either the Enterprise,
Corporate, or Developer versions of SoEasy

The DMM is an additional plug in module and requires a licence purchase.

You should be an advanced user of SoEasy

FinePrint PDF Factory should be installed

Microsoft Word 2003 or lower

This module may not work with Open Office

Video

There are videos available on this subject.

Overview

The Document Management Module (DMM) adds considerable functionality to your Infrastructure.
The DMM helps you manage your core documents such as:

Terms of Trade

Agreements
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Credit/Account application forms
Employment Contracts
Overdue account notices
Marketing
News Letters
Customised Quotation Information Packages

- Training and standards

And any other document you create to help you manage your business.

Basically the DMM allows you to create three types of Word files:
No Data Merge The document requires no data to be merged with it
Address Merge You wish to merge a customers address details with the document

Special Merge SoEasy development can create a special merge function so that various data
can be pulled out of SoEasy and merged on demand with a document

You set up the documents in a special TEMPLATES directory and then catalogue each document
into the SoEasy Document Manager.

These documents are now available from various parts of SoEasy and can be quickly printed for a
specific customer or a group of customers.

Quotations and Invoices

With regards to Quotations, a special section in the DMM allows you to set up a document to be
printed before and after a quotation. This enables you to effortlessly create a quotation presentation
package and print/fax/email it to a customer.

For example:

1. Introduction Document: We produce an Address Merge document that introduces the potential
customer to our business, products and services. We can include pictures into the document
making it like a personalised brochure to the customer. We set this to print prior to the actual
guote.

2. Conclusion Document: We then produce a Special Merge document with terms of trade and a
quote acceptance form that is to be printed after the Quotation.

3. When we produce a Quotation, and we are ready to print, we can choose to include the
Introduction and/or Conclusion document in the print.

The effect is that for no extra work on your behalf, you have added perceived thought and
preparation to the quotation.

The client’s perception of your business and services is increased considerably with the objective of
increasing the chances of getting the business over your competitors.

The same options apply to creating Invoices. You could include Terms of Trade with every invoice or
if there is a contractual/service agreement, include this document when printing the Invoice.

Document Despatch

You can also dispatch/merge individual or collections of documents to an individual.

For example; you are talking with a customer who would like to know the features of several products
you have. As you are talking with them you go into the Database - DOC MGR screen and select the
documents relating to products and services (Word, PDF, JPG, XLS) they are interested in.

When you have finished the conversation your select the “Merge” button and the documents you
selected are personalised and packaged ready for emailing. Select “Send” and they are gone!

Faster than they can hang up the phone you have delivered the answers to their enquiry.

A record is kept against the contact for every document you send so you can revisit their enquiry.

The Document Manager not only increases the statistical chance of winning business, it also save a
great deal of time and what would once take hours, will now only take minutes!
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Set up

1. MS Word must be installed on each PC you wish the Document Manager to work on
2. If SoEasy cannot identify where MS Word is you must locate it by:
a. Go to The Front Company Menu
b. Select Options
c. Review the “Default Programs” section and identify where Word.exe or the executable
of word. It is normally located at c:\program files\Microsoft Office

Storage Directory

The directory to store documents in is //SOEASY/TEMPLATES
You can create subdirectories under this location which is useful for management of documents

Main Document Manager Screen

The Document Manager Module is accessible through:
1. Platform — Main Menu
2. Document Manager

If it is not registered your will be taken to an “About” screen where you can learn about the Document
Manager and register it.

E}{DEMD Platform Main Menu S

Document Manager /
CASOEASYWTEMPLATE = the document directory !-/

Merge Auailable

Date Class | Des- / | Fite Hame tvpe ot edit |

2//

Luubbduoououd
2]~ [2[z]s]z]

Word Search Add document

MD2 18/08/2009 Test 8:01 DOCS Class 5 DOCMGR

I [ TNOM [INS

Arrow 1: Access different screens
Masters - Create Master Merge Documents
Setup - Set up options

Arrow 2: The location where documents should be saved to

Arrow 3:  Add document means “make available to the system”
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Creating a Document
The first stage to creating Templates is to set up the MASTER TEMPLATES.

Master Templates are simply the foundation documents for all other documents.
- Typically a Master Template would have your logos, address, and basic layout.
They do not contain actual text that you will use.
Think of them as letter heads.
Certain text would be present so that you have the text format but Master Templates do not
contain actual content.

At the time of creating this tutorial there were 2 Master Templates available:

1. Plain Document with Styles Preset
2. Address merge document

These document templates are used to create other documents.

1. Customize the MASTER Document Templates:

You may like to add your letter head and other details to the MASTER documents before creating a
TEMPLATE Document

Go to the Masters Screen
Select a document template
When the document opens, close it, it is not required we just needed to open it
Open MS Word as per normal
Locate and open the document
a. Plain Document = /[SOEASY/TEMPLATES/Plain.DOT
b. Address merge = /SOEASY/TEMPLATES/AddMerge.DOT
6. Special Notes
a. SoEasy does not provide training or support for resolving MS document issues.
Please consult your IT professional for help and advice on creating Word
Documents

akrwnpE

b. There are special fields such as
$Company$
$PO_Add$
$SuburbPO$
$PO_Dist$
$Country$
Do not edit them as they are special place holders for information.

7. Save the document as it was originally named. (Templates are DOT files)

The Two Master Documents provide specialist functions such as the “Address merge document”,
allows you to create a template letter and print it at any time. When it prints, the current customers
details will automatically be placed in the letter for you.

2. Create a Template Document
Once you have set up your MASTER Documents you can create your first Template Letter.

Go to the Masters Screen

Select one of the Masters

A word document will automatically open with the MASTER document layout
Add your text to suit

Save the document to the /SOEASY/TEMPLATES directory

Give the document an appropriate name

ouhwNhpE
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3. Add a Template Document to the System
Once you have created a Template Document, you must add it to the system so that it will be
available.

1. Go to the “Manager” screen (Arrow 1)
2. Select “Add document” (Arrow 2)
3. Make sure you are at the TEMPLATES directory and choose your letter (Arrow 3)

Ef;iDEMIJ Platform Main Menu

- ™
CaEAc
SoEasy

Page 5

~=lolx|

Masters Set up
Document Manager | g}/
CASOEASYT LATE| = the document directory
Merge Available
Date Class Description I File Hame type at ‘

select the file to link to. x|
Filename Directories
IThank You Letter. doc c:\soeasy\template
Cancel
addmerg.dot - = en -
plain. dot
Thank You Letter.doc & socasy Ml
= template
File type —/ Drives
|Al files [=.%] -l (=« =l
Word Search Add document

°%) video & help _2/ exit

Uuuupupoooyuouo (g
HMMHEH

D2 18/08/2004 Test 951 DOCS Class 2 DOCMGR

[ [NOM NS

4. A dialog box will appear. Compete the details (see next page for information)
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Document Link I

~YTHANKY™1.DOC

Description IThank “ou for being a great customer!

Classification |MARKETING

/ Notes

!./ > Send this letter to all new customers E
Merge Options ——— ~Awvailable at
" no data merge invoice
 address merge . Holation )
- ial " invoice + quotation
SRECIauMErgs " database
—2/ * everywhere

Delete

Note: To merge data into a form y Jte
training on the subject. See 3 nd Help OK | Cancel

Description A description that will help you find the letter

Classification Classify the document. You can create your own classifications to help you find
the document

Merge Options There are three options:
No Data Merge When you print the document the customer’s
information is not to be merged. Example a Brochure
Address Merge The customers name and address is merged when
the letter is produced
Special Merge Usually SoEasy support and train staff have created a
special data merge document. Do not use this feature
unless a special document has been created for you
Available At When should this document be available inside SoEasy?

5.  When complete select “OK”
6. The document should now be on the “Document Manager” screen
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To Edit A Document Template

1. Inthe Document Manager screen, select the ‘Edit” button next to the document you wish to edit
(Arrow 1)

You can also edit a Template Document by selecting the “Word Search” (Arrow 2) and enter a word
that would be in the description of the document you wish to edit.

To Edit/Delete a Document from the List

1. Select the document description with your mouse
2. You will be asked for the file name which should already be selected. Select OK
3. Adialog will appear that will allow you to edit or delete the listing

DELETEING

Deleting a document from the listing does not actually delete the document. It only removes the
listing. To totally delete the document you would need to open the TEMPLATES directory with
Explorer, locate the document and delete it.
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Printing a Document for a Customer

1. Locate the customer in the database and select the “DOC MGR” button

2. Select the document you wish to print (Arrow 1) and it will appear in the bottom screen as
a “To Send” document (Arrow 2)
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3. You can add multiple documents “To Send” and once complete, select the “Merge”
button.

4. The documents will be printed to your default windows printer.
5. Once complete you will be asked if you want to mark the documents as sent.

You cannot re-send a document and copies of letters send are not stored as they are template letters
and can be re-sent by simply repeating the above process.

Printing a Document at a Quotation

There is a special setting that you can make in the Document Manager that provides a beginning and
ending letter. This topic is still in development.
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Frequently Asked Questions

How do | create a PDF document that | can usetose ndtoa
customer instead of a Word Document?

If you have loaded BullZip Pdf creator (which is required for the Email Manager), or you have
FinePrint PDF Factory (a trial version is usually installed when you install SoEasy), or you have any
other PDF printer driver:

Create or edit your document to suit

Save it to the /[SOEASY/TEMPLATE directory
Select Print

Choose the PDF writer and print to it

rPondE

Notes

a) If you are using BullZip and have it set up for SoEasy the printed PDF document can be found
under /SOEASY/EMAIL.
a. You will need to cut and paste it over to the /SOEASY/TEMPLATE directory

b) If you print to PdfFactory, the PDF document will show on your screen and you can save it to the
/SOEASY/TEMPLAT directory by selecting the SAVE option.

c) Creating PDF documents is something that people should start getting familiar with as it is/will be
the main format of transferring/printing documents.

d) Itis a good idea to have three different PDF drivers loaded onto your PC:
a. PDFFactory to send PDF emails manually from SoEasy
b. BullZip to send emails directly from SoEasy
c. CutePDF to create PDF documents from other products
d. You can find links to all three PDF products by going into The Front Company Menu —
Set Printers
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| have created a PDF Document but | now need to edi  t It.
How do | do | that?

1. Find your original document

2. Editit

3. Follow the procedure in the above question: “How do | create a PDF document that | can
use to send to a customer instead of a Word Document?”

Conclusion & Summary

Document Management is a crucial part of managing your business efficiently. This module is
capable of assisting you to increase your organisation skills and set up your office process in an
effective efficient manner.
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