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Welcome

Thank you for selecting Docsvault Professional Edition

Easy Data Access offers you a powerful and user-friendly document management software. Perfect for the
individual user, Docsvault is loaded with innovative features like:

Incredibly Easy-to-use interface

Customizable file and document organization

Encrypted document security

Integrated scanning support

Integration into Microsoft Office

Built-in PDF creator

Complete data backup solution

Welcome to Docsvault!
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| ntroduction

Main Features

1.

Easy to Use Interface

Docsvault has a look and feel similar to Windows Explorer. Its drag-and-drop functionality is virtually
identical to that of Windows Explorer, making Docsvault a program you will be comfortable with
immediately and with little effort

You can drag-and-drop files and folders from within the application or from any readily-accessible external
source, making importing files incredibly simple

Docsvault has a simple Cabinet and Folder type filing structure. This facilitates the organization of your
documents in a way that suits you best

Files and folders can be dragged and dropped within Docsvault, as well as between Docsvault and
locations in your local computer

Docsvault can also help prevent costly unintentional deletions through its built-in Recycle Bin, allowing you
to recover accidentally deleted files and folders

Manage All Types of Files

Docsvault can manage both paper files and computer generated files in an efficient manner

Scan in your hard documents, create PDFs and store them in to Docsvault

Documents stored in Docsvault can also be exported to CD/DVD or any other external folder in a local or
network drive

Document Security

Secure all the important documents in Safe Docs cabinet within Safevault ensuring the best available
protection

Safevault uses 128 hits strong encryption methods to ensure absolute safety of your information

It is impossible to break into the Safevault without the proper password. Once the Safevault is locked, it is
practically not possible to break into it, not even by us

Use the password recovery features like "Secret Question and Answer" and "Password Recovery Disk" in
case you forget the master password to the Safevault

Secure all your valuable paper documents by scanning them directly into the Safevault or import important
files into the Safevault

Microsoft Office Integration

Docsvault seamlessly integrates itself into Microsoft Office applications such as Word, Excel, Outlook, and
PowerPoint

Save your files from the File menu of any of these MS Office applications directly into Docsvault

Find Documents Quickly

All text based files imported or created in Docsvault are indexed by text, allowing you to search documents
by text within the documents themselves

Apart from searching by the usual criteria like file name, description, size, and creation date, you can also
search for files and documents by the custom profiles, properties, and notes that you have created.
Document searching and retrieval has never been this effective

Our unique Save Search feature allows you to save frequently used search parameters, saving you even
more time when it comes to retrieving your documents

Effortless Document Backup

Backup your documents effortlessly with just a few clicks of your mouse.

Directly backup to CD or DVD media. Docsvault also allows users to change their preferences to allow for
direct burning. Simply right click and select Burn, and Docsvault will immediately begin the burning
process.

In case of OS or hardware crash, Docsvault allows you to restore documents with a few clicks and be up
and running in no time.

The structure of your filing is completely retained in your backup, even if you don’t have Docsvault.

Manage Tasks Efficiently

Never miss an important task again with Docsvault’s built-in task manager.

Set reminders for yourself that will popup at specified times, whether it be once or repeated with daily,
weekly, monthly, or yearly intervals.

Task filing — once tasks are marked as done, old tasks can be archived under ‘filed tasks'.
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8. Integrated Scanning Support
e Paper documents can be seamlessly scanned and turned into digital files through Docsvault's built-in
scanner interface and then saved directly in any desired Cabinet or Folder. This incredibly simple interface
will change the way you view file scanning.
e You can save your scanned documents as multi-page PDF or TIFF files, along with various other popular
image formats
e Docsvault scanner interface works with all TWAIN and WIA compliant scanners

9. Password and Information Manager
e Store and manage all of your passwords in the ultra-secure Safe Info cabinet in the Safevault, which also
utilizes our solid 128-bit encryption
e You can save all of your important information regarding banks, credit cards, email accounts, and other
valuable information with worry-free confidence

10. Profile Documents

Profiles are custom descriptive classes that can be created and assigned to any file in Docsvault

Each property has the ability to have a unique name, description, and data type (text, numeric, date)

Once properties are created, commonly used properties can be grouped into profiles

Once created, these profiles can be assigned to individual files in Docsvault

Individual properties within each profile can be edited, added or removed, allowing full customization of
each profile

11.Audit Trail
e This feature provides a logbook of events and changes that have occurred to your documents and
settings. It keeps a track of changes to specific files, by filename, event date & time, event type, and file
path. It even tracks changes made in profiles.
¢ Audit trails can be turned on or off for any file
e Audit settings can be set on cabinets and folders so that the same audit setting is automatically assigned
to files imported or created in Docsvault

12. PDF Creator
e Create PDF files of any document instantly by issuing Print command from the File menu of any
application.

¢ Instead of physical printer, the document is redirected to Docsvault's "PDF printer" to be printed as PDF
file
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Specification
The following are the minimum and recommended specifications to run Docsvault Professional:

Requisite Required Minimum Recommended Minimum
Processor Pentium 500Mhz Pentium Il

Memory 128 MB RAM 256 MB RAM

Graphics Display Resolution 800*600 1024*768

Operating system Win 2k Win 2k, Win XP

.NET Framework Version 1.1.4322 Version 1.1.4322

Note: The Microsoft .Net Framework is available for free from their download center website,
"http://www.microsoft.com/downloads/". Once on their website, look for the ".NET Framework
Version 1.1 Redistributable Package"
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| nstalling Docsvault Professional

This section describes how to install Docsvault Professional Edition on your computer running Microsoft
Windows 2000 or higher. To install Docsvault Professional properly, you must have administrative rights.

Step 1 - Initiate Installation Wizard
Insert the CD in your CD/DVD Drive. After a short moment, the Installation Wizard's welcome menu should
automatically appear. Click on to view the 'License Agreement' page.

15 Docsvault Professional

Welcome to the Docsvyault Professional Setup
Wizard

The installer will guide you thiough the steps required to install Diocsvault Frofessional on your
computer.

WARNING: This computer program is protected by copyright law and international treaties.
Unautharized duplication or distibution of this pragram, or any partion of it, may result in severe civil
or criminal penalties, and will be prozecuted to the maximum extent possible under the law.

Step 2 - License Agreement
Shown below is the ‘License Agreement' page. Read the License Agreement carefully. If you agree with it,
click on the | Agree radio button and click

M DocsvaultServer r___l (] E]
—
15
Select Data Folder
The installer vl install data fle: to the lolovang fokder
Folder.
C:\Docsvault Dataly

Step 3 - Select Installation Folder
Shown below is the 'Select Installation Folder' page.

15 Docsvault Professional rﬂﬁ\g‘

Select Installation Folder

The installer will install Docsvault Professional to the following folder.

Toinstallin this folder, click "Next”. To install to a different folder, enter it below or click "Browse.

Folder:
C:AProgram Files\Docsvault Professionals Browse
Disk Cost.
Install Docsvault Professional for pourself, or for anyone who uses this computer
(2 Everpone
(2 Just me

[ cacel ][ <Back | [ Hews |

e A default path for installation is automatically chosen. You can select a different location by clicking on
i
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e Clicking gives you statistics of the total disk space available in the local drive and the
required space by Docsvault. Accordingly, you can decide the appropriate drive for the installation of
Docsvault.

¢ At the bottom you will find 2 radio buttons:

- Select Everyone if you want to install the software for all Windows users
- Select Just me if you want to install the software only for you

Click on to go to the 'Confirm Installation' page.
Step 4 - Start Installation

Confirm Installation page is confirmation before you start installing Docsvault Professional. In case you
want to change the installation location, you can go back and revise the destination.

{28 DocsvaultServer [E9]1s]:3]
.t

=
Select Data Folder \‘ k.
The installer vall install data files to the following folder
Folder.
C:\Docsvault Datah

If you are sure about installing Docsvault, click to start the installation process.

i Docsvault Professional |§\E‘
2 >
Installing Docsyault Professional ‘4} p-

Docsvaul Professional is being installed.

Please wait

Step 5 - Select Data Folder
During the installation procedure, you will be asked to select a destination folder. Docsvault Data is the
default folder where Docsvault will save your documents. By default, Docsvault selects the C: Drive.

You can select a different path by clicking on
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Docsvault Professional

B
Select Data Folder u a

-

The installer will install data files ta the following folder

Folder:
CADswalt Datah T

Click on when you are done with choosing the Docsvault Data path.

Step 6 - Close Installation Wizard

On completion click .

15 Docsvault Professional

Installation Complete

Docsvault Professional has been successfully installed.

Click "Close" to exit.

Please use ‘Windows Update to check far any critical updates to the NET Framework.

[ Ciose |

You are now ready to use Docsvault Professional Edition!
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Getting Started

Launching and Registering Docsvault

Before learning about all of Docsvault's features in detail, you need to get introduced to the Docsvault user
interface. The first and foremost thing is to get the Docsvault Professional interface on the screen. The next
topic will cover several ways of launching the Docsvault application. You will also be introduced to Docsvault's

main window. After that, you will learn the basic operations like how to create cabinets and folders,
importing-exporting files, searching documents, etc.

Launching Docsvault Professional
You can launch the Docsvault application in one of the following ways:
e Using Windows Start menu: Click on Start >> Programs >> Docsvault Professional
Or

e Using Desktop Icon: Double click on '‘Docsvault Professional' icon on the Desktop.
Or

e Using System Tray Icon: By default Docsvault Professional will automatically start up in the system tray

when Windows starts up. You can display the main window by double clicking on this system tray icon
shown below.

[Dncsvault's System Tray icon

Registering Docsvault
1. The first time you launch Docsvault, you will be presented with a registration form as shown below:

= Docsvault Professional El
DOCSVAULT™ Activation & Registration
by Easy Data Access Step 1 of 2

Thank you for choosing Docsvault Professional
The sil

plest and most affordable document ftware

L

On the next screen you will activate and register your copy of
this software. By registering the software you have access to
technical support and important updates. Product updates
ensures that you're running the latest version and maximizes
the functionality of your software.

This trial period will expire in 12 days

2. Click on ™% __| to view the next page of the registration form.

= Docsvault Professional El
DOCSVAULT™ Activation & Registration
by Easy Data Access Step 2 of 2
Activation Key |
I | =1 |=| = 1= ]
Registration Fiekds with * are required |
First Name: * Last Name: * |
. ] | |
Country * Profession *
[Unted States 2
Ermai: *
[} Lhave read and agree to the beence terms

This trial period will expire in 12 days

= ot Tl

Enter the 25 character Activation Key provided with the retail box you have purchased. If you purchased
Docsvault online, we will send you an email with the Activation Key.

Provide your first name, last name, country of residence, profession and your email id.

n Docsvault Professional v1.3 Quick Start Guide



Read the License Terms by clicking on the blue hyperlink and, if you agree with it, check the adjacent
box.

Now, log on to internet and click on " &%## | Thjs will activate your copy of Docsvault Professional

edition by registering it in our server.

Getting Started



Introduction to Docsvault Explorer

The look and functionality of Docsvault is very similar to Windows Explorer. It presents a hierarchical
structure of cabinets, folders, and files. Apart from that, you can also access the files, folders, and drives on
your local computer like you do in Windows Explorer. You can also view My Network Places, which lists
other computers that are connected to your local area network (LAN). You do not need to quit Docsvault in
the event that you want to explore files and folders outside Docsvault. Docsvault also features simple
drag-and-drop functionality for copying, moving, importing, and exporting files and folders.

The Docsvault interface also provides multiple tabs so you can search and browse different files, folders,
cabinets, and drives at the same time. The multiple tabs also work as a container for Search results and
Task manager

Deleted files from Docsvault are placed in Docsvault's own Recycle Bin. You can restore these files anytime,
as long as they are not removed from the Recycle Bin.

Shown below is the Docsvault Explorer:

= Docyvaull Professional [ E@
Bl £ Yew ook bl ]
P — = = -
3 = oy 8 X & £ BB Mlligle tabs Profle View pand i
Mew Wpot  Scan  Ct Copy  Paste Delebe BecydeBn  Sewch Tasis — " |
Egicies 2 [Comparey | Saies Markuting Moo Tab Ll Profie: General ||
) Lol Competer i besarpton ver | S Hodhed | [Cient
[ ¥ . ——
8 My Domerts ) Packagne Retad drtwork » Conoepts and Finas
L Comentan } Sales Beothure: £ Preduts brodhiees
'_%J"""*"“'“”" ] Compettive anstyss Loviste. <k CONGES 24 DAL « Pt reviewe
B ssevuit B Cordirmation Fa.tf - wer
fin Safe Info
S ks
10 crodeiDebi s
T s
1) ot Ol Bectrurts
ST scftware Liceroes
o SaheDocs Export -
{4 Credt Rieports o
L ok, Covt W o
i Lows
g e, =
L Mortgage Gelete
51 Dettemt Ernsms
5] Accounts Payatle
I Aceonras Beconable toac T
5] Adimivistration and IT firsin Histiry
] 18] Company Progaties =
] Cumimts Relatiodss
18] Experses
B - ;
B s [ Tree Yiew panel Tt vier pand] Image Preview pane
[i] tmrance —T] <
B e
# Purchating
o] Sales Marketing
7 G
1 cpecti) sebected . Ths teial verston sl ipire an 1 sar's | Activate Mo |

Click. here to register

Let us get familiar with each component of the Docsvault Explorer window.
On the top, is the menu bar.

File Edit View Tools Help =

Menu bar

Docsvault Explorer

Just below the menu bar, is the tool bar containing icons of frequently used commands.

e - t="% - 1
! e, Ty =
) S o [ X &I Pl ES
Mew  Import  Scan Cut Copy Paste Delete Recycle Bin  Search  Tasks
Tool bar

Below the tool bar are 4 panels (enclosed in 4 different colored rectangles for distinction) called Tree view,
List view, Profile view and Image preview

Tree view panel: As the name suggests, the contents of 'Tree view panel' are shown in a tree type structure.
In the tree there are 3 root nodes or base containers:

o Local computer: Allows you to browse and manage all the files and folders in your computer, like you do
in Windows Explorer

o Safevault: This is a secured container where you can store all the sensitive documents and information
in a password protected and encrypted environment.

e Docsvault: You can store, organize and manage all the documents in cabinet and folder structure.
List view panel: When a cabinet or folder is selected in the Tree view panel, all it's content files and folders
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are displayed in a list form in the List view panel.

Profile view panel: If a file is selected from the List view panel, it's corresponding profile is displayed in the
Profile view panel.

Image preview panel: You can see a thumbnail of the image file selected from the List view panel.

Getting Started



After you have provided cabinet name and description, and selected an icon click on
the cabinet, Health gets added to the tree.

Creating Cabinets and Folders

The concept of Cabinets and Folders in Docsvault is similar to the traditional use of physical cabinets in your

office. This facilitates to keep your document separate, safe and easily searchable. We believe using such
terms maintain similarity between the digital and physical necessity for document management.

In the hierarchy, cabinets exist immediately under the Docsvault node displayed in the Tree view panel of
Docsvault Explorer. Folders and sub folders can be created within each cabinet. Documents can also be
stored directly into the cabinet without creating any folder.

Iél- Doy ault

Accounts Payable

Accounts Receivable

Adrninistration and 1T

Customer Relations
41— Articles

] Cuskomer Reactions

Ll Plans and Skratedqies

Note:

¢ Nested cabinets are not allowed. You can not create a cabinet within another cabinet.
¢ Folders can not be created right away under Docsvault node. They have to exist only inside a cabinet.

Let us begin by demonstrating the creation of cabinets and folders.
Creating a New Cabinet

1. Select Docsvault from the tree view panel:

[Folders + | ] Docsvault e Tab
[£1] Local Computer ||' | Wame
T|-'_|E|1 Safevault | Select Docsvault from tree view J Payable
= L [3] Accounts Receivable
(0] Accounts Payable [5€] Administeation and IT
18] Accounts Receivable, = B —

2. Right click on Docsvault to bring up the popup menu. From the popup menu, click on New Cabinet to
display the New Cabinet dialog box as shown in the figure below:

EHE - t
[#1%] Accounts Recels Cpen in HewT ab 4
2] Administration 2| New Cabinet :

[2] customer Relati

= Search
|| Expenses e

1_1 Finance and Acc
18] Human Resources

Refresh

T I s

& Docsvault Professional - Mew Cabinet

3 Select n [=taly]
1. Enter a cabinet name |———Lfor the cabinet

Cabinet Mame: |Heglth < | Tcon: 'T[ =l

Description:

Medical documents
2. Wirite a ghort description
about the cabinet

Save Cancel .

— ||
|_ 4, Click on "Save’ buttnn_]

= You will find
IEIH_E:j Docswault

Accounts Payable

fiocounts Receivabls
Administration and IT
Customer Relations
Expenses

E Finance and Accounting
Health

Human Resources
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Creating a New Folder
1. Select the Health cabinet you just created from the tree view panel.

2. Right click over the Health cabinet to display the popup menu. From the popup menu click on New Folder
to bring up the 'New Folder' dialog box as shown in the figure below and follow the three step process

shown:

[&] Exparces

[®] Finance and Accounting

m‘l Husnan | Open in fewTab

(8] Legal Burn b COJVD

0 Markets

o [ t Doc .

B purchss R = Docsvault Professional - New Folder

1] Sales Sgan Docs L
Export To 1. Enter a folder name
Saarch Fokder Heme: |Ei||s

Description: |Health Eils

2. Wrike a ghort description 5 [ Y
about the folder content | save || concel |

L 3. Click on 'S awe’ button-:l

A new folder, Bills, gets created as shown in the figure below:

EI Docswaulk

fccounks Payable
Accounts Receivable
Administration and IT
Customer Relations
Expenses

E Finance and Accounting
[=1[#] Health

Hurnan Resources

Likewise, you can also create sub-folders within this folder.
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Importing Digital Documents

Now that you are done with creating cabinets and folders, let's demonstrate how to import documents into a
cabinet or folder.

1. Select a cabinet of folder in which you want to store the imported documents from the tree view panel of
Docsvault explorer

2. Select and right click on a cabinet or folder to display the the popup menu. From the popup menu, click on
Import Docs to display the "Windows desktop navigation” dialog box as shown in the figure below:

Select files and click on % You can select multiple files by holding 'Ctrl' key from the keyboard and
simultaneously clicking on the files.

L1 nemans

[B] Legal .

B purchasing Cpen |
Opeen in Bew Tab
Import Docs

Sgan Docs

& Docsvault Professional

1. Select filez

i budget workshest doc
| Crosstrowser Comptabiity.doc
L Document pdf

ST

Burn bo COJDY

Expast To Look

2. Click on 0K button

ok [ cancel

4. Now you can see the Profile dialog box in which you can write a short description about the files to be
imported. Click on ' ¥™**__| o begin importing your files or documents.

® Docsvault Professional - Import Document(s)

Irport: 2 Fies 1. Type a short description for the files to imported j

Description: [yesr 2005

| 2. Click on 'Impart’
| Import \ Cancel |

5. You have now successfully imported documents into Docsvault!
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Scanning in to Docsvault

Get paper documents converted to digital ones in no time with Docsvault's integrated scanner interface. This
scanner interface is for those users who want to avoid the complexities of conventional scanner interface
and get the work done quickly. Docsvault automatically detects the scanner installed on your computer.
Moreover, if there are more than one scanner installed on your computer you have the liberty to choose one
of your choice.

With Docsvault, scanned documents can be saved in one of the following formats:
i) TIFF (Uncompress), ii) TIFF Black & White, iii) PDF, iv) JPG, v) BMP, vi) PNG

The prime feature of Docsvault is that multiple-page documents can be scanned and packed in a single file
in PDF or TIFF format

Now we will demonstrate how to scan paper documents and directly store them in Docsvault through
Docsvault's built-in scanning interface.

1. Select a cabinet or folder from the Docsvault explorer and right click over it.
2. From the popup menu, click on Scan Docs to display the Docsvault Scanning dialog box.

r Sales Sales Orders
Scanned Doouments

Dpeer i e Tabs P Hara

Fmport Docs Depripion
Swvatal e sl Anountng

ghian o Profle Generdl

Burnto £0f Froperty Wk

Export To ’ N
oL Fypa

Search Mok

Soah Madte:  Blach B White

sty Bt 0 [

Papsr 5w | Pager US Lether

Fila Format= | TIFF - Black & White {*.4F) =
Creste multiphs page fle

e scannes interface

HF Scanjek 2400142 TWikl Sgect Scarrer

Han S [= =

Ry 10

Docsvault will automatically detect and display the installed scanner driver.
Automatically detects
inztalled scanner driver
e P
HP Scamjet 2400 #2 TWaAIN | Select Scanner | ”

3. Enter a file name and a short description about the file to be scanned. The 'Save to' field shows the

location where the file will be saved. Click on =/ button to change the location. You can also assign a pre-
defined profile from the Profile drop down.
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6. Now, scan in the file by clicking on the %[,

1. Pravide a file name

File Mame:  |Sample picture

2. Tvpe a short dezcription about the file:]

Description: |Scanning sample |

Save to! | DocsyvaultiHurman Resources Bl

Profile: |General El

Property Valug

Docurnent bype

Motes

. Choose a mode to scan in under 'Scan Mode' and a file format under 'File Format." You may also choose

the image quality and the paper size from the respective drop down menus. We have chosen Color from

the 'Scan Mode' drop down list and selected a JPEG File Format:

Scan Maode: |C|:|I0r Bl
Quality: | Good 200 DPI =]
Paper Size: |Pa|:|er S Letker El
File Format: |JPEG (*.ipg) ]

|:| |lse scanmer interface

7. When the scanning is over, you get a preview of the scanned document in the preview window:

= Docevault P - Document Scanning

Qualty:  [Good 200061
Paper Size: [Faper US Letter
Fie Foemat: [FEG (*.i00)

[ use scanner mtesface

i
NI T -
LR -

|wsca|mmmnuu [ Saloct scarenr |
(s [ sme J[ goe )

8. If you are satisfied with the image, click on the = |9 save the scanned document.
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Creating PDFs with PDF Creator

With Docsvault, you can create PDF files from any application that has printing capabilities. As an example,
we will demonstrate the conversion of an MS Word document into a PDF. Make sure that the Docsvault

application is running.
1. Open an MS Word document and click on File >> Print to display the standard 'Print' dialog box.

o Agenda-Short Term Marketing Plan. doc

i File | Edit  Wiew Insert Formak  Tools T

i [=F] open... Critd A S | M

|0 seronosat by 0y )

=4 Print... Chrl+P s
Select 'Print!

2. Select Docsvault PDF from the 'Printer' drop down list and click the *—=:___

Printer

o Ess———
::'us :?ﬁnmm ok “SEIJec:t Docswvault PDF' | [Eagrmer... |
Wt LPTIL: ] Prink to file
et [C] Manusal duplex;
Fage range: Coples

(OF 1] Nursber of copies: It ]

separated by commas, For example, 1,3,5-12

) Currgnk page
O Pages: | [ Codlate
Enker page numbers and[or page ranges

1 ~Zoom

Frint whak! | Decument "

Pririt: Al pages in rangs w Lv peatieas 1\ >

Scale to paper szt |ho Scaling w

3. Docsvault navigation dialog box comes up. Select a cabinet into which you want to save the PDF file and
save |

clickon®

® Docswvault Professional

LockIn: [N Mavkating =] (&) [ (&) 53] &)
! o | { ) (38 (3=)

Selecta Cahinet

Click on 'Sawe'
Fibiy aerey: |Agerdda-Shrt Teimh Maksting Plsn _Lh_:h;;\-. | Carcel

4. This will display the 'Profile’ dialog box. Add a description and click on =t |
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= Profile Properly

Fie Marme:  [AgendarShet Tesm Maskatig Plan doc
Descipior: [Mesting agenda

Proile  [General [Add a description
FP"M i"""'” o
et
D00 smr Bypes
hobes
Click on '0K!

(

The document is printed into a PDF file which then gets stored in the selected location
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Exporting to Folder
You can export documents, folders, or entire cabinets to any location on your computer.

1. Select the documents, folders or cabinets to be exported from the list or tree view panel of Docsvault
explorer.

2. From the menu click on File >> Export To >> Folder to display the 'Browse for Folder' dialog box.

File | Edit Yiew Tools Help

COpen in Mew Tab

Browse For Folder
Mew Cabingt

Import Docs

Scan Dacs (&} Desktop
# (L) My Documents

Export To 4 | Email As %chment # i ty Computes

) B N My Metwork Places
ArchiveTo OOV [ Folder 2] Recyds Bin
Backup/Restare
Prink
Close Tah

Exit

[metenewroder | [0k J [ cancal ]

3. Select a location from the 'Browse for Folder' dialog box, then click on the || to begin exporting.

4. All specified files have now been exported to the destination, retaining the exact hierarchical folder
structure as in Docsvault.

Note: Cabinets are exported to the destination as folders.
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Exporting as Email Attachment

You can export one or more documents as email attachment to the default email client program with just a
couple of clicks. The email client program can be Microsoft Outlook or Outlook Express.

1. Select one or more documents from the Docsvault explorer and right click over the selection.
2. From the pop up menu that comes up, click on Export To >> Email As Attachment.

Properties

3. Email client opens the compose window with the selected document as attachment

£ Untitled Message
Pl EG Yew et Fgmat
§ 7% Attech as Adobe POF !;n..a

Tooks Table Window Help Type

-0 - B[7]u [E]= = E

& question for helg

EE&x

- X

Bz A
: [ open POE momm!mjﬂ.d RVl 98 5@ =

iizisend | Acconts= | I = |0 B A ¥ B | ¥ | (S ) ogtions... = HTML

-

Ll From...
LiTo. .-
8

John Dyke
Easy Data Access
5985 Mid Rivers Mall Drivef

51, Charles, MO 63304
v edausa com

“ o omg
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Exporting to CD/DVD

Use the "Burn to CD/DVD" option to export only selected files, folders and cabinets to CD/DVD. This option
is allowed for Docsvault and Safe Docs contents. Contents of Safe Info cannot be exported with this option.

1. Select cabinets, files and folders to be exported to CD or DVD.

2. Right click on the selection and from the pop up menu click on Burn to CD/DVD to display 'CD/DVD
Burning' dialog box.
Your CD/DVD writing drive will be automatically detected by Docsvault. Select a writing speed. Now click

onl_Bm |
(=1 Docsvauk
[B] nccounts Payable
M Accounts Recetvable
3] Adeinistration and IT
lE

& Docsvault Professional - CD/DVD Burning

3] Expenses Open in bewTab Seleck Device: [F: HL-DT-5T CD-RW GCE-85268 1.03 || Ready to write
ﬂﬁuﬂceaﬂkmn Hew Eolder wirke Speed: IC'J
[8] Hurnan Resources -
14| tnsurance : (] Finalize disk (ho Further writing bo the disk wil be possiile)
[ Legal
I marketing Used: 121 ME Selecked: 0.07 MB Tokal Size: 703 MB
18 purchasing ]
[F] sales
==
Delete
Renams
Refresh
Properties

[T

3. This starts the burn process.

& Docsvault Professional - CD/MVD Burning

Select Device: [F: HL-DT-5T C-RW GCE-85268 1.03 |~ Ready to wite

wirite Speed: |12x -L

["] Finalize: disk (o Furthver writing to the: disk, vil be possible)

Ceaee |

Close

4. When the burning process is finishes click on ' to close the dialog box.
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Searching Documents
You can search documents that are stored in the Docsvault using the Search interface, shown below.

& Docsvault Professional - Search [“Zl

Search Text ] ke

|FHe name andjor descaription |
&) Ayword () Allwords () Exact phrase O From |

[] Search in File Name Throuwgh | |

[#] Search in Description () Inthe last | Days

[ Search in text inside Fies

|| search in Version notes

Look In:
|D|:4:sva|.l

[ profiesearch ¥ [ search [ gose |

Searching documents by Name or Description

1. Select a cabinet or folder in which you want to search from the tree view or list view panel of Docsvault
explorer.

2. Click on the = icon from toolbar. This will bring up the 'Search' dialog box.
3. Enter the name and the description of the document.

4. Click on | #ach |

5. The search results will be shown in a new tab in Docsvault's main window.

Searching a document by word or phrase inside a file

1. Select a cabinet or folder in which you want to search from the tree view or list view panel of Docsvault
explorer.

2. Enter a word or a phrase from the content of the file.
3. Click on Ll 3earchin textinside files opeck hox. Deselect other check boxes.

4. Click on | arh |

5. The search results will be shown in a new tab in Docsvault's main window.
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Deleting & Recovering Documents

When you delete a document, folder or cabinet it is relocated to Docsvault's Recycle Bin. You can recover
them anytime as long as they exist in Recycle Bin.

Deleting Documents

1. Select the documents to be deleted.

2. From the main menu select Edit >> Delete or click on "#< icon from the toolbar. This will popup a
message box as shown below:

[ Eie [Edit | iew Tools Help |

Cuk

Copy
Paste
Delete i

Docsvault Professional - Confirm Delete

Rename Fz

(9

Select 4l i Are you sure you want ko delete selected documents?
Properties
3. Click on ¥ | This will delete the selected files.

Restoring Deleted Documents
1. From the main menu select View >> Recycle Bin or click on %' icon.
2. This will display 'Recycle Bin' dialog box as shown below.

™ Docsvault Prafessianal - Recycle Bin ]
| heaers | Deserption rigial Location |Doleted | 50
File Edb |View Tools Help = Recopt o Sales A[1872006 TZIE
= 5] Purchase Order] .doc Purchase orders Purchasing Af18/2006 a1
[  Stabushar

§ Onder confrmation.meg Sdes

7] Incbar .

!_' e 1. Selectfilas and
()| Erofie Panel folders to be restared
[¥]  Preiview Imnage

4182006 PLE

Arrange [cons 3
Skins 3

Recycle Bin
Wersion History
Customize Fields
Refresh FS

Click on 'Restare’

Empty Recycle Bin Bestore (slete Chose

3 obijectis) 0 oltdect(s) selected

3. Select files and folders to be restored and click on === |,
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Archiving Entire Repository

While 'Burn To CD/DVD' option exports only selected cabinets and folders, 'Archive to CD/DVD' exports the

entire repository in hierarchical folder structure. This again can be done with just a few clicks as illustrated
below:

1. From the menu click on File >> Archive To CD/DVD.

file |Edit Wiew Tools Help |
Open in New Tab

e Cabinet

Import Docs

Export To »
. AhiveTochjovo |
Eackup[Restare
Erint
Close Tab

Exit

2. This will popup a dialog box. Click on 'Yes' if you want to export contents of Safevault also.

Docsvault Professional

\:i:,l Do you wank ko export data in Safevauk also?

3. A dialog box popups up suggesting you to keep the data in Safevault in a safe place. Click on i

Master password form for Safevault comes up. Enter the password and click on S S

Master Password
T I
A L

Forgot vour master passwond?
[CImemember my master password unkil 1 complebely exdt Docsvault:

[ o [ coma |

5. This brings up the Archive wizard. Click on 'Burn’ to start the burning process.

& Docsvault Professional - Archive

Media Typa:
@ O
Select Device:
[F:HLDT-ST CO-Rw GCE-85268 103 [v] Ready towrite

Wirite Speed:
12 [=]

[ Finalize disk (No further weiting to the disk wil be possibe)

Bun || Cancel |

6. Burning process starts
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& Docsvault Professional - Archive

7. When the burning is successfully completed click on ||
8. Now open the CD to see the exported repository.

Be Edk  Yew Favorites Jook Help
(€] © | Ose

| Fokders | [T+
Address | (2 Fi
File and Folder Tasks I,\J B I,J Merketing
€D Fublich this folder to the
Web _—— \
K53 Share this Folder LJ Safelnfo |’J Sales
Other Places 2

It must be noted that empty cabinets and folders are not exported.
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Backup Entire Document Repository
1. From the menu click on File >> Backup/Restore to display the 'Backup/Restore' wizard. By default, the '

Backup Document Repository' radio button is selected. Click on =t to display the next page.

Edit view Tools Help I

Open in Mew Tab

Mew Cabinet

Import Docs = BackupMestare Wizard rg
2tan Docs E Select Backup Documents Fepositary' ]

Export To ) Badiup Dot Rugestory £~

Feative Documarts Regoubory
Archive To CODYD

r ", N Eachup data 10 ocal o netword. locaton,
Backup/Restore b - ugported COIDND meda ard otfer removabls

'c g J s, You By Sisa schadus & bathip o i ot
Print ;j - aater tive

= = i

Close Tab

Exit

L0 .il'mt

2. Select a location by clicking on the |_Browse
process.

| button, and then click - ## | to start the backup

= Backup/Restore Wizard

Backup Bamer:  Docgvt Bachap 4-14-2006 11,58 M

=) Local or Petwork Location
) COfovD Medis

Bschap to bocal or network locstion
Badiap it
UMy Bachups | Erowss

3. Figure below shows the backup process in progress.

= BackupMestore Wizard |§'|

> -

Barching up data. This may lake lorgel depending on the tize of documens seposion

|_gorcel |

4. On completion, the 'Backup Wizard' gives a success message. Click on %= _ | to close the dialog

box.
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= BackupMestore Wizard

Restoe complebed successhuy

Getting Started



Restoring the Document Repository
1. From the menu click on File >> Backup/Restore to display the 'Backup/Restore' Wizard. Select the '
Restore Documents Repository' radio button and click the "t | putton to display the next page.
[File | Edit view Tools Help |

Open in Mew Tab

Mew Cabinet

Irnport Docs = BackupMestare Wizard rz
2tan Docs Select Backup Documents Fepositary' ]

Export To ) Badiup Dot Rugestory £~

Feative Documarts Regoubory
Archive To CODYD

r .k — Eaciup dats 1o local or netword. iocston,
Backup/Restore ( | > B e
- _/' e, Vo By S0 Sched & b b i
. & later Dive
Print ;j
= = :

Close Tab

Exit

Mt Sarcel

2. Two radio buttons are provided to create backup on local/network location and CD/DVD. We have
selected"Restore from local or network location” radio button. Find the location where you had stored the

backup file by clicking on , then click on ' ***__| to start the restore process.

= Backup/Restore Wizard E|

(=) Restore from local or network location
(0 Restors from COMNVD

Select backup File (.dvf) |
:D:Waa:hmlvoﬁvaj Backup 4-14-2006 11.42 AM | | Browse | |
Redtone Type: Singhs file redtors

File Name: Dacsvaul Backup 4-14-2006 11.42 AM
Backup Date: 0414/2006 11:42 AW

pock | [ gat [ conm |

3. The restore process starts

= Backup/Restore Wizard E|

=N >

¥

Riestorng data. This may lake lnger depending on the size of documents isposioy

[_ganca ||

4. On completion, the 'Restore Wizard' will give a success message. Click on | %

' to close the dialog
box.
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= BackupMestore Wizard Ei

Reloes complebed suzcesshdy

T

5. After the restoration process is over, Docsvault application shuts down so that the changes can be made
in the application. You need to restart the application once again.
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Setting and Viewing Task

Docsvault is not only an efficient Document Manager but it also offers many Task Management features:

e Set a reminder that will remind you at the right time about meetings, special occasions, or important days of

your life

e You can set priority to your tasks so that high priority tasks are sorted together at the top in the listing and

easily viewed

e Documents related to a task can be linked with the latter so that they can be directly opened for viewing

from the task

window

¢ File completed tasks so that they can be referred later
Opening Task manager window

e From the menu click on Tools >> Tasks
Or

e From the toolbar, click on

.i.Es

icon

This will open the Task manager in a new tab as shown below:

Ble Edt Yiow Took e

BBEBE

Hew Edt  Delete Normdl Done  Fle  Search  Explorer

Epe

Tasks
| B current tasks

TI_; Filed Tasks

MNawigation
Panel

[Purchasing

Current Tasks

Task Tile
[, Mecting Agendsa - Wb promotion .and marketing

& Docsvaull Professional EleIIZI

=

[rasts

Lecture - Fair use of brade marks™ 8t Town Hall sudorum
Discies employee benafit scharme with Jack

Task List Panel

3 Tasks)

The task manager is split into two panels:
i. To the leftis "Task navigation panel' so that you can switch between list of current tasks and filed tasks
ii. Totherightis 'Task list panel' which displays the list of current or filed tasks, whichever is selected.

Let us learn how to add a new task to the task list.

1. Click on the new task icon “ from the toolbar to display the 'New Task' dialog box and follow the

instructions given in the figure.

3 Select, if you
want to be

reminded through
popup dialog box

2. Click on

& Docsvault Professional - Edit Task El

Task Properties

Task Recurrence Patbern

. Select reminder date |_| 5. Select reminde

2 Select due date |

1. Enter tazk description

Friorky: (=) High () Normal

Date: [4j20/2006 [~ At Tme: [10:59 A (]

r time

[repest Task (=

[T pone

[T Link Documents

__=* |0 save the task.
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Changing Skin
If you want the Docsvault user interface to have a different look, you can do so by changing its skin. There
are six different skins to choose from. The default skin is Caramel.
1. From the menu, click on View >> Skins
| Eile Edit Tools Help |

Statbus Bar

Tool Bar
Profile Panel
Preview Image

Arrange Icons ]

Coramel
Recycle Bin The Asphalt werld

Wersion History Liquid Sky
Cuskomize Fields Coffee
Refresh F5 Skardust

Glass Oceans

You get six different skins to choose from. Default selected skin is Caramel

2. Click on the skin of your choice to change the skin

= Decsvault Professional
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Technical Support

For any product related or general customer service questions that may arise, please use our online
Technical Support Forum or contact us by email at: Support@edaUSA.com

Easy Data Access

5988 Mid Rivers Mall Drive
St. Charles, MO 63304

Web Site: http://www.Docsvault.com
E-mail: Support@edaUSA.com
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