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WELCOME

Welcome to DocTopia. We hope that you find it as useful as we intend and that you will join our
ever-growing band of enthusiastic customers in the SME community.

So, what is DocTopia?

DocTopia is a software system to help you organise your day-to-day work and organisation in a
modern busy SME office. It is accessed from your PC or Laptop and can also be accessed securely via
the internet using a smartphone or tablet (optional extra). It is designed for smaller offices (up to 10
people ideally) in that we have kept it very simple and without the complexities a larger more
complex office might require. This keeps it very straightforward to use. Nevertheless, there are very
satisfied organisations with more than 10 users using DocTopia.

So, what will it do for me?
Make your office life easier and more organised. That’s not an idle claim.

Most modern offices have to jump through hoops to organise their information in a reliable
accessible way. How do you make sure that all the information for, a customer for example, is
together, up-to-date and in one place, when you have paper files, electronic documents,
spreadsheets, notes, phone-messages, and emails all in various different places? You have to
remember to print everything electronic (yes, including those emails) and file it all away. Aside from
the damage to the planet’s forests, that all takes time — lots of it. It also means that you end up with
fat paper files where it’s difficult to find anything.

DocTopia, properly used, takes this fundamental issue on and allows the whole operation to be
much faster, more reliable and just easier.

How?

By bringing all this electronic information together in a very simple way and allowing your paper to
be included with it, thus creating a single place where everything is gathered. Being on computer,
the information can be rapidly searched and what you might be looking for is found in seconds.
Everything for your customer is there, visible in one place, organised by date. Imagine being able to
search all your filing cabinets like you search the internet. With DocTopia you can.

As well as all these pieces of information, DocTopia also allows you to manage your pending Tasks
for each file (a customer for example). This feeds into individual ToDo lists for each user. So you can
also see the details of any Tasks pending for a customer, as well as the documents and information.
Add to all that the ability to maintain any number of Contact Databases, and associate them with
files, and you have a very powerful but simple tool to really boost your office performance.

The tag-line for DocTopia is “Keeping it ALL together”. It delivers. Read on.
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BEFORE YOU READ ON.....

The first section on this document (up to page 14) is for initial setting up of the system and needs to
be referred to only occasionally thereafter — for setting up new users for example.

As this is a “Getting Started” manual, it does not contain details of every single aspect or feature in
DocTopia. Nevertheless, if you cover the material in this document, you will be able to use DocTopia
very beneficially and will be missing only the more “esoteric” options.

Sometimes it takes several pages to describe a simple process — this is because of the screenshots.
Don’t be put off.
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STARTING DOCTOPIA

e

You should find an Icon on your PC desktop like this: -

This starts DocTopia. You will then be presented with the Outlook Profile chooser. DocTopia “talks”
o Outlook so it must know which Outlook profile to use. Most people only have one profile so you’ll
probably just click OK for this.

Profile Name: &;ﬂaﬂc

When you’ve chosen your Outlook profile, you will be asked to Log In:

EMDOCTOPIA Demonstration Company Ltd

OFFICE CONTROL
SIGN IN

User ’ |

B

Use Windows Login

The first time you start DocTopia, you can sign in as “admin” with a password of “admin”. If a
DocTopia engineer installed the system, they will probably have asked you for your Windows login
name. If so, you'll see a button “Use Windows Login”. Simply click this to sign in without having to
enter any details.
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FINDING YOUR WAY AROUND

As soon as you’ve signed in for the first time, you'll see the main DocTopia search window:

Demonstration Company Ltd

Z=“PDocToriA

OFFICE CONTROL

‘

Search For D |El

Filed before | 16/08/ ZD1ZJ

@ AdvancedsearchHelp |

The darker parts of this window stay constant. You'll see your name in the top left corner above a
toolbar of 6 buttons. Your company name is to the right.

The toolbar allows you to navigate between different DocTopia areas: Search, Files, Contacts, Tasks.
The last 2 buttons are to lock the screen and view your last search results.

The currently selected area is shown bright and the others are greyed:

“Search” selected “Files” selected

The rest of the Search area should look familiar to you. It operates like most of the internet search
engines. Simply type a word or phrase, press the search button (or Enter key) and a list of
documents in DocTopia containing that word or phrase appears in seconds. You can browse through
these results by clicking on each one in the list to see the document. This is DocTopia at its simplest.
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THE RIGHT CLICK

Access to almost all of the functionality in DocTopia is by Right-Clicking on your mouse. This will
bring up a menu of options which applies to the area your mouse is pointing to. Remember this.

If you right-click on the Search area (or anytime on the dark background area), you get the basic
System menu:

Demonstration Company Ltd

&» Import E n D T
% Yser Details V| 0 C OPIA
— OFFICE CONTROL
+ Supervisor Menu
2% AboutDocTopis o | AR

Filed since | i

Filed before [ 16/08/2012

@ Advanced Search Help

If you have been set up as a Supervisor, one of the options will be Supervisor Menu. You will need to
click on this to go to the areas you need to set up the system for use.

Before clicking, notice 2 other options; Import and User Details.

The Import option is used to import documents into DocTopia from your computer or network.
These could be MS-Word documents, MS-Excel spreadsheets, or scanned documents as PDFs.
(Make sure when scanning your documents to scan to “PDF with Text” as this allows them to be

searchable in DocTopia). We’ll go into more detail later.

The User Details option allows you to re-set your password, which you should do from time to time.
Again, more details later.

Ok, on to the Supervisor Menu.
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SUPERVISOR MENU

(2= Sureneer N - =
| Demonstration Company Ltd Ok(Update) |
DocTopia Supervisor Options Cancel

Default EMail type | E-Mait [:] Reqguire Password o file Emails from Outlook

Default Doc type | Document

EEE

Default Xs bype Spreadsheet

Options...

| Decument Types _ﬂ User Groups | é Cabinets
Contact Types f Lisers I._E Archive Run
" Postpone Reasons t-j Statistics <# ChecklinDocs

£ File Status | #®  Contact Roles

DocTopia comes pre-set with a few basic Document Types and these are set to the defaults for
documents added from MS-Word, MS-Excel and MS-Outlook. This means that DocTopia will
automatically set the Document Category(Type) to these values without you having to select one
each time. You can of course select different Types if you want.

Document Types, Contact Types, File Status and Contact Roles are simple lists looked up when you
are entering items into DocTopia. Postpone Reasons and Task Types are a little more complex (only
a little!).

DocTopia has a very capable security system based on user roles. More on Users and User Groups
later.

The Cabinets button allows you to Add and change Filing Cabinets. In DocTopia, you create Filing
Cabinets and fill them with Files into which you put Documents and To-Dos. Just like you do with

your paper at present.

Read on to see how to manage the simple list items...
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SIMPLE LOOKUP LISTS

We can use the Document Type List as a sample for all of the simple list items (Document Types,
Contact Types, File Status and Contact Roles).

==

i Document Categories e el

| E-Mail

| Letter In
Letter Out

| Spreadsheet

% _ De{ete."|

To edit a particular entry, simply double-click on it and type your modification.
To add a new item to a simple list, simply double-click in the next row and type your entry.

To delete an item, select it and press the Delete button. You will not be allowed to delete a list item
if it is in use anywhere.

On the next page there is an explanation of each of these simple List types.
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SIMPLE LOOKUP LIST TYPES

Document Categories (Types):

When a document is saved to DocTopia, it can be given a Type or Category. This obviously provides
some information about the document when you are looking at in a list. It also allows you to view
documents of a certain type. For example, you could view just the “Policy” type documents for a
customer, filtering out all the other documents so that you can see only what you want.

Contact Types:

Again, these are used to categorise Contacts. In the examples here, they are categorised as
“Agents”, “Clients” etc. But you may wish to use this for Industry Category or Source. You can use it
as you wish.

File Status:

When you set up a File (in a filing Cabinet) in DocTopia, you are given the option to “Track Status”.
This means that, as you perform tasks/file documents for this file, you can set/change the File
Status. There is a report which shows files at each Status. An example of this might be an Initial
Status of “Suspect”, moving to “Prospect”, moving to “Order”, moving to “Delivered” etc.

When setting up Task Types, you have the option to select a Default File Status. When you complete
a task of this type, it will, by default, set the File Status to this value. This allows you to semi-
automate some of your work processes and keep track of them. For example, it would be
reasonable to set a File’s Status to “Sold” in an Estate Agency if the Task being completed is “Sale
Completed”.

Contact Roles:

DocTopia allows you to associate a Contact from one of its Contact Databases as the “owner” of a
File (for example, a Client). It also allows several other Contacts to be connected to a File in an
“other” capacity (for example, the Client’s Advisor or Accountant). In this way, when you are looking
at a particular File, you can see everyone associated with it.

When a Contact is associated with a File in an “other” capacity, they have roles. This simple list

should contain all the roles you might need. Examples would be; Accountant, Advisor, Solicitor,
Spouse etc.

For all of these List items, you should fill in as many as you think will be useful for you while keeping
the list reasonably short. It would start getting a little unwieldy if there were more than 20 or 25
items in any list.

Read on for Postponement Reasons....

10
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POSTPONEMENT REASONS

This is also a simple list, but with a twist. There is an extra piece of information as an option.

When a task is postponed (DocTopia keeps track of postponements), you must select a reason from
this list.

Sometimes, it is appropriate to look for some more information for a postponement, so you can
indicate (by clicking on the Req Detail check box) that for this postponement reason, more
information will be required.

Other Party Changed G
Tactical Delay
O

Too Busy

Detete

For any task in DocTopia, you may view its Postponement History. Also, when a Task appears in
italics in the Pending Tasks for a File, it has been postponed.

Another useful feature is the ability to view all postponements for a File. Imagine if an irate
customer called to complain about the pace of progress and you were able immediately able to see

why there were delays and who was responsible for them. Could be useful sometimes!

Next, we’ll have a look at a more complex List item — Task Types.

11
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TASK TYPES

When you select the Task Types button on the Supervisor Menu, a list of Task Types appears, just like
with the Simple Lookup Lists already done. However, you may not edit this list directly. You must
select the function you want from the New, Change or Delete buttons on the right hand side of the
list. The Delete button, operates in exactly the same way as on the Simple Lists. Both the Add and
Change buttons open a form like this:

,51:5 U!JE_ate Task'_l'}_lpe s pi=n __'

Okillpdate)

Cancel

Task Type Document]

Appointment/Meeting
Phone Call
Note to File

Dther

® o8 a

Message

#

Document /EMail

[ Auto-complste
Completad Status Iz

i
-

Checkist tem " Required B

Deiste

Simply type the Task Type and select a category from the list displayed. Set Auto-complete ON if you
want the task to be completed as soon as you enter it (a very rare occurrence).

Select a File Status from the list for Completed Status if you wish this Task Type to affect a File’s
status when it’s completed (if the File’s Status is being tracked).

For some Task Types you may wish to set up a Checklist. This is displayed when a Task of this type is
being completed and Required Checklist items MUST be ticked as completed. A record is kept of
each completed checklist for audit purposes. Non required checklist items are reminders at
completion. Use the Delete button to remove Checklist items from the list.

Ok. We're nearly finished the system set-up now. Just the User stuff to go....

12
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USER MANAGEMENT AND SECURITY

If you are going to be the only user of the system — you can skim over this. If you're not interested in
different security profiles for different users, just focus on the Users section and ignore the User
Groups section.

Supervisor Security

At least 1 user of the system MUST be a Supervisor. This is simply a checkbox in the Users Setup.
Supervisors have access to all the functions of the system and may manage users, lookup lists and
security. In addition, in order to prevent random proliferation of Filing Cabinets, only supervisors
may set them up.

Role Based Security

DocTopia allows User Groups to be set up and then access to particular Files or Filing Cabinets can
be restricted to specific User Groups. This means that information/documents considered
confidential may be safely saved to DocTopia because only those who you wish to see it will do so.

User Groups:

%% User Groups

I

Group Name Active

Group 2
| Group 3
Group 4

1

Z

3

4

5 |Group 5
6 |Group b
7 |Group 7
8 |Group 8
9 | Group 9
10 | Group 10
11 | Group 11
12 |Group 12
13 |Group 13
14 | Group 14
15 [Group 15
16 |Group 16
17 |Group 17
18 | Group 18
19 | Group 19
20 | Group 20
21 | Group 21
22 | Group 22
23 |Group 23
24 |Group 24
25 |Group 25
26 | Group 26
27 | Group 27
28 | Group 28
29 | Group 29
30 |Group 30
Group 31
32 |Group 32

w
Zx

0000000000000 D00D0DO00D00D0D0D0DO00D0DDOE

Simply change a group name and make it active for it to come into effect. You may then make any
user a member of that group in the Usres section (next....)

13
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USER MANAGEMENT

When you press the Users button on the Supervisor Menu a list of Users is displayed. Select the Add
or Change button as you require. A window similar to the one below is shown:

[Z Maintain User Details.

Supervisor Cancel
| Login | Justin ] Active
E-mail [ [ Exclude Archive

r Password
© Don't Set @ set Blank @ set to User Login

[ Exclude Export

|0 Exclude Checkout

Domain Name  |JF-VAID | =

Watch folder IC: \WsersidustimDocuments'_DocTopia! o

Initial View | Files =

Group Memberships

Group Member EI | Yes/No

Type in the Users Full Name, followed by their Login Name (this should, where possible and when
connected to a network domain — be the same as the Windows login). The E-mail address should
also be entered here.

Usually, the supervisor should not set the password — except when adding a new user, you may set
the password to be the same as the User Login.

If the PCs are normally connected to a network, select a Domain name.
The Watch Folder is the PC or Network folder the Import function goes to by default.

The Initial View sets what area (Search, Files, Contacts or Tasks) this user goes to when they log in to
DocTopia.

A list of all User Groups is shown. Use the Yes/No button to make this user a member or not as you
want.

You can ignore the 3 Exclude checkboxes on the right of the window for the moment.

That completes the system setup requirements. Now you can get on with your Filing Cabinets and
Files!

14
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FILING CABINETS

At the heart of DocTopia, as with any filing system, are the Filing Cabinets. These can be set up from
both the Supervisor Menu and in the Files area in the Right-click menu of the Files section.

Hint:
Keep the number of Filing Cabinets to a sensible number. Again, going over 30 might be excessive.

Again, from the list of Cabinets, select Add or Change as you want. This window opens:

Ok
Cancel |
Chent
sort by |Clients | No document filing

Access Rights
Access Rights

Group Aiow B
A Users | Yes: '

TesiNo

Simply type the Cabinet Name. DocTopia will automatically sort Cabinets in Alphabetic sequence
(lower case last). If you wish to sort in a different sequence, enter the sort sequence you want. For
example, if you're setting up a file for “John Ford”, you might want to sort by “Ford, John”

Usually, you won’t want to file documents directly into a Cabinet rather than into Files, so leave the
No Document Filing ticked.

Use the Yes/No button to set which User Groups should be allowed to access this Cabinet. If a group
is excluded (No) then members of that group won’t even see the Cabinet.

15
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FILES

This is the Files area of DocTopia:

Demonstration Company Ltd

“DocToriA

OFFICE CONTROL

s Advisors
= Clients
=] = L

-.'f--é Insurance Companies Pending
|+ Prospects .
1.% Sales & Marketing SeCtIO n

File Contents - Document (s) Qr Author Q7 Created@ Category

Cabinets

Section

Documents/

Contents
Section

| No. of Documents on fils

Selecting a Cabinet or File in the Cabinets Section (clicking on it) will populate the Pending Section

and the Contents Section for that Cabinet / File (Note: usually, Cabinets will have no Contents or
Pending Tasks).

To view the Files in a Cabinet in the Cabinets Section, click on the plus sign (+) to its left. If there is
no plus, there are no files. (See next page).

The Pending Section contains several Tabs:

Pending: Shows and manages Pending Tasks for this File

Search: Type in a word or phrase to search for in this File only

Contact: Details of the Contact (from a Database) principally associated with this File
Other: Details of any other Contacts associated with this File & their roles

Note: Allows you to Add/Edit Notes for this File

The DocTopia Window can be resized by dragging on its lower right hand corner. All the sections will
adapt. Also, you will notice 2 bars between the sections. If you drag these, you can reshape the
proportions of the individual sections.

16
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FILES (continued...)

Here is the Right-click Menu for the Cabinets Section:

& v a) T . e
Demonstration Company [td
2% DocToriA Sean Fitzgerald
OFFICECONTROL (Clients >= Sean Fitzgerald)

+ & ~ I - L Pending | Search |lea::L| Other | Notes.
S Advisars ¥ ToDo o e af who  Timeq
=B Clients
-[£ Bob Bennett
B Sean Fitzy
. ‘5 Browse this File
i Julian Joi
=1 Christoph

i
@‘ Import Document(s) to this File
£ Ariny Lewi 5 AddaTask
"5 James My e File (Sibling)

S 2::‘?: ] L1 Mew File {Child) v File Contents - Document (s) a* Author Q° CreatedQ® Category QTime, +
{m 1L Silve

5 Smith & £ File Details

=B HR #: Postponement Histary
=B Insurance €
=B Prospects [ Mave File

:}!% Sales & Marl a Briefcase File

we Print File Tree

1® DeleteFile

PR Cabinets

| Ho. of Documents on file

This is what you use to add Files to Filing Cabinets, but before doing so, why don’t you take a minute
to read the other options on the Menu above.

Also, this is a good opportunity to familiarise yourself with the Find File facility. You will notice a
Find box above the Cabinets Section. To find a file, simply type any part of its name in the box and
press the Search button to its right (or press the Enter key). A list of all files containing what you
typed will be shown. To cancel the search and show all files again, press the Cancel Search button
(the Red X).

You will notice that there are 2 New File options on the menu. DocTopia allows Files to contain sub-
files. The Sibling option will create a file beside the currently selected file. The Child option will
create a new file beneath it - a sub-file. So, to create the Bob Bennett File above when Sean
Fitzgerald was selected, Sibling was used. To create the Sean Fitzgerald file when the Clients Cabinet
was selected, Child was used.

As we have already added some files in the above example, we can use the File Details option to
view the details. This window is also used when you create a New file.

Now for a look at the details of Files....

17
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e e <=
Ok{lipdate}
: r 1 Cancel
File for Contact | x
Disconnect
File Description m
Sort by = | | Abbott, James
File Options ] Use as Owner Title for Sub-files () Reguires Open Task
Track Status | File Status =
[
C] Hard Copy File D No document filing
Main Contact Access Rights File Motes Other Contacts
T Jtem A7 Value R

To set up a simple file, type the File’s name in the File Description. Decide how you want DocTopia
to sequence it in the Sort by box. Pressing the button to the left of the Sort by box will switch the
last word in the File Description from front to back or back to front as you want. Try it out.

In the example above, the File will be called “James Abbott” but it will come close to the top of the
list because it will be sorted in the “Abbott, James” sequence.

Although there are several more options for Files, for the moment, we can leave it as simple as that.
We’'ll come back to more advanced Files later. Press the Ok button to update.

Other information:

Use as Owner — redundant

Requires Open Task — DocTopia will insist on the file having an open task. Useful for process files.
The file will show a red stripe in the file list.

Track Status — This file has a status (from the list). You must set an initial status if this is ticked.
Hard Copy — This indicates that there is a hard copy version of this file. The icon will show this. The
file will show paper contents in the file list

No Document Filing — This file can only have sub-files and no documents. The file will show blue.

The Main contact tab shows details of the contact connected above. Access rights may be set on the
2" tab. Notes for the file may be entered/edited on the 3" tab and “other” contacts may be

connected with the file on the last tab.

Now it’s time to start importing some documents.....

18
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IMPORTING DOCUMENTS

The Import facility is available from the basic System menu (right-click on the dark background) or
from the Cabinets menu (right-click on a Cabinet/File in the Cabinets section of the Files area.

To import from a folder on your PC or network, you must first Choose the folder. Use the button on
the right to select from a list. When you have chosen the folder, its contents will be displayed in the
panel on the left (as below). As you select a document (left-click) it will show a preview of that
document in the panel on the right — as below.

-I'I_'I'Z'I'}'I‘4'I'5'I'E‘I'?'\'S'I"B'\'lO‘I'lI_'\'lZ'@
=

[l | 1870572001 | 95form17

@ 03/04/2007  Acdia Articules Mar07 |

(5| 1670972009 | €A Legal Solitions :

@ 04/11/2011 | Case Management Systems Buyers Guide

[E]| 281172003 certificateofincorporation_252
IE] 28706/2005 | Circuit Court Docs

[]| 1840372009 | CircuitCourtFlowChart A ICA Legal Solutions
@ 26/02/2009 Civil Bl (CC) RTA_2563 - Main Street.

|.A]| 01¢0472010  CM_Quick_Ref_Guide Dublin )

]| 16/0772001  Computerising your Accounts »

@ 01/11/2004 | CON-INDEXZ Ireland.
IE] 17/07/2008 | Contract for Sale

@ 23/06/2007 | Contract of Sale & Special Conds_1786
E] 01/02/2008 | Contract-01_1862

[E] 10/06/2004 | Cover Sheet for Brochure

@ 15/08/2012 | Current Version Changes.

@ 15/08/2012 | Current Version Changes

E 06/09/2011 | Dictation Outstanding List

!hj 04/09/2008 | Draft Civil Bill_2219

i":] 20/01/2009 | Draft Pleadings from Counsel 2509

Dear Carvl-Ann,

Re:  Kevhouse Legal Software and Kevhouse Digital Ih

I write with reference to the above project (“the Project™) which we are in
discussing. As part of the Project we will each provide to the other access
]| 07/03/2012  Duck Movie confidential technical and commercial infermation conceming our busine:
4] 22/01/2010. Ezgle Star DD blank software and services (“the Confidential Information™) and in consideratic
4] 07/0472010 | Eagle star DD : (“the Discloser™) providing to the other (“the Recipient™) such Confidenti
4| 16/09/2009 | GI_Guidetines z Recipient Information hereby undertake to the Discloser to accept and cor::
|A]| 25/02/2010 | Income Protection Application Blank 5 following terms and conditions:

\,L‘ 25/02/2010  Income Protection Application

T I Il

= e = |
import and File B Dsiste afterimport .+ Lse Date for Filing No. Documents: 83

(== HEIFE VR E Y S P

Once you've selected the document you want to import, press the Import and File button.
Before we move on, there are a few things worth noting here:
You can select several (or all) the documents in the folder, so that they can be imported together.

When you have selected a document, you can change its DocTopia Name (top right and press the
Confirm button alongside).

Documents that are password protected, will cause problems as DocTopia will be unable to access
them. While it will handle the situation, it’s much more efficient to remove any passwords before

trying to import them to DocTopia.

Ok, so you’ve pressed the Import and File button....
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IMPORTING DOCUMENTS (Continued....)

You now have to select which File to import your document(s) to....

You can select from your Recent Files...
|5 DocTopia Select Fil

ct all

| Sean Fitzgerald

Find |

BAcabinet

.CLiEnts

HR

Advisors

Advisors

Prospects

Prospects

Prospects

Prospects

Prospects

HR

HR

HR

HR

Sales & Marketing

Sales & Marketing

Sales & Marketing

Sales & Marketing

Sales & Marketing

HR

HR

HR

or from All Files
[E¥ DocTopia Select Fil

Sean Fitzgerald

Your Recent Files|  ALFlles

A"

Sean Fitzgerald
James Abbott
Denning & Company
Accountants

Tim Timmons
Sandra O'Connell

41 File Name

Frank Jones
Kevin Lynch

| Zoe Kellog

Susan Coyls

Jane Doe

Incidents & Accidents
Contracts

Brochures

Repayment examples
Brochures

Ready Reckoners
Brochures

Discipline

| Leave

Employees
Business Consutants
Legal

S @ Find |

= é Advisors
1 [ Clients
=

Té Insurance Companies

& é Prospects

3] é Sales & Marketing

And....
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IMPORTING DOCUMENTS (Continued....)

You can use the File Find facility...
[ DocTopi Select FiE

Sean Fitzgerald

Sean Fitzgerald

Your Recent Files Al Flles

& @ Find [Fitz

=B Clients

{3 Sean Fitzgerald

When you’ve found the File you want to import this document to, click on it and press the Select
button. You now have to enter a few more details for the document...

File Document (e

File: CA Legal Solutions.doc Laoal |
To: Sean Fitzgerald

Clients=> Sean Fitzgerald

Description [cA Legat solutions

Author B

Doc Category @

Date 16/09/2009 " ]| Time | 13:04](5)

Keywords

Mote

Complete Task Date Due Description ]

< T EEEE—— »

Enter/Select the author and choose a Document Category from the Lookup List. Press OK to save.
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IMPORTING DOCUMENTS (Continued....)

Congratulations! You’ve now set up Cabinets, Files and imported a document. That’s what
DocTopia is all about. You’ll be shown the result....

Do you want to add/change tasks for this file?

Clients>> Sean Fitzgerald

Pending Tasks

2

To Do
§73 = NO TASKS PENDING =

-

52 Message | Note To File * Mew Task “, Modify === Delete 4% Postpone * Complete

File Contents

File Contents - Document(s) o  author @ Createda”  Type 0 Timeq ¢
CA Legal Solutions JustinPhelan  11/07/2012 Letter Out 13:04

Frequently, when you file something to DocTopia, you need to follow it up in some way or it triggers
a process or action on the file. This window gives you the opportunity both to review the file after
your import, and to create a task in the Pending Section from the document you imported.

Let’s do that...

22



DocT opia Office Control — Getting Started

IMPORTING DOCUMENTS (Continued....)

To create a task from a document in a file, simply drag that document with the mouse (hold down

left-click on it and move the mouse up) to the Pending Section above:

Do you want to add/change tasks for this file?

Clients>> Sean Fitzgerald

Pending Tasks

%

To Do
%_:'1 2 N TASKS PENDING =

&R Message | Note To File . New Task . Modify === Delete 1% Postpone ° Complete

File Contents

-

IE] CA |l egal Solutions Justin Phetan 11/07/2012 Letter Out 13:04

And Drop it in the Pending Tasks section.

File Contents Q-  puthor Q) CreatedQ)” Type Q, Timea, *

This will cause a new window to open, initially asking you to select a date for the new Task. Then the

standard Task form opens for you to fill in the Task Details as shown on the next page.....
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IMPORTING DOCUMENTS (Continued....)

Fie: = Sean Fitzgerald Okizave)
Clients == Sean Fitzgerald

Cancel

Task Details

Due [1es0820121) @[ o000

Overdue 19708720127

Task Type: L:_'

Who Justin Phelan 'uZ,

Description C);k L&gal '.'wlu!mns . D Important!

Note

] Send to Outiook Calendar |
[ Mark Completed

[] Duplicate Please

Contact Details

This form already knows what File you want to create the new Task for and shows the File name at
the top.

You can set the date and time (if required) the task is due to be completed and when it should be
flagged as overdue. The Task Type is selected from the drop-down list as is the person responsible
for the task (Who). This will initially default to yourself.

Type in a short Description of the Task and tick if this is Important. An important task will have a red
exclamation mark (!) beside it to let you know.

Enter any further details you wish and tick what you want at the bottom.

Send to Outlook — This will open up an Outlook Appointment for this task for you to complete.

Mark Completed — If you are entering Task details after the event, you can mark it as completed.
Duplicate Please — Sometimes you may want to create another copy of the task for another user’s
To-Do list. Tick this box and follow the instructions on update to do this.

When you have completed the form, press the OK button to save it. Your Task will now be shown in
the Pending section for the file. Close the New Task window. Your import is complete. Of course, it

is far quicker if you are not creating a new Task.

There are other — easier — ways to import Word Documents, Spreadsheets and Emails into DocTopia.
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IMPORTING A SPREADSHEET DIRECTLY FROM MICROSOFT EXCEL OR WORD

Home  Inset  Pagelayout  Formulas Data Review  View  AddIns

Custom Toolbars

c9 - # | Total
A | & E © E | ¢ & [ wm [ 1 [ & [ &% [ v M [ N [ o [ p
1
2 Spreadsheet for Sean Fitzgerald
3
4 Premium 2008 1200
5 Premium 2009 1500
] Premium 2010 2000
7 Premium 2011
8

b
W 4% W| Sheetl Sheets  Sheet3 ; vd - el i |

P \@} 100% (=} —(+) JII

In Excel/Word, there is a “Save to DocTopia” button on the “Add-ins” tab. (In earlier versions, there
will be a “Save to DocTopia” button on the toolbar). Simply press this button, answer the question
about saving to disk, and the DocTopia File Selection window pops up like this:

Demonstration Company Ltd
16/08/2012 12:32 r‘n Justin Phelan |
=2 DocTopPIA !
OFFICE CONTROL =
= m T =
Select the File to add Documents/Email(s) to... Atts y L M N £l B &
1 e————— E |
'2 Your Recent Files bm Files
3 1A%
2 L — 2 |
2 Blcammet ;e Name. e | l
8 Clients Sean Fitzzerald
7
-~ HR James Albatt
'9 Advisors Denning & Company
10 Advisors Accountants
1 Prospects Tim Timmons | J
12 Prospects Sandra O'Connell F
13
14 Frospects Frank Jones
15 Prospects Kevin Lynch
16 Prospects Zoe Kellog
A HR Susan Coyle
18
1 HR Jane Doe
20 HR Incidents & Accidents
21 HR Contracts -
-
I T
|[EEm e 100w C——0 ) B

Simply select the file you want to save this spreadsheet/document to — either from the Recent Files
list or the All Files list. To quickly save using the Spreadsheet/Documents’s name and today’s date &
time, double-click on your selection or press the File button. To change some of those details before
saving, click the Edit Details button and complete the form as necessary. You will then get the same
opportunity to review the file and add a task as before (See IMPORTING above).

Importing from Outlook is very similar....
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IMPORTING FROM OUTLOOK

Folder  View | Adddns
Save to DocTapia () About L=
About Keyhouse Outlook Add-in
DocTopia Add-in for Qutiook.
Custom Toolbars | DocT opia Office Integration
4 Favorites Wersion 1.0.21
i |search Inbox (Ctri=F) ol ¢
[~} Inbax [1) W Automatically save Sent ltems =
== Received  ~ Size |Categor..[? < O
[ sent items I~ Re-enable options prompt I | jeteunh @
3] Deleted items g
DOCTOPIA | T I—
4 joesmyth@keyhouse.ie N+l - '
| it to meet the Leinster Team? Tue 03/04/2012 14:43 289 KE
[ mbox i1} ok L ¢ 3y
- egal Technalogy insider attached Fri 09/03/2012 16:31 957 kB
L Dralts ! UR SALE: Save 505 or more on select items Fri 09/03/2012 16:30 346 KB
L sentftems |4 JustinPhelan  FW: TechMet Flash: Ready for a Future of Device Independence? Fri 09/03/2012 16:30 201 KB
(@ Detetea ntems 4 JustinPhelan  FW: Microsoft Announces Availability of Windows 8 Consumer Preview = Registrati... Fri09/03/2012 16:29 35 KB
L@ Junk E-Mail [ JustinPhelan  FW:Reminder - DLR Chamber B2B - Tuesday the 6th day of March 2012 Fri 09/03/2012 16:29 26 KB
|4 Outhox -y JustinPhelan  FW: Chris Meehan & His Redneck Friends (13 pce band Sat. 10th March. Fri 09/03/2012 16:28 19 kB
(5] RSS Feeds % JustinPhelan  FW:WDNews =11, for professional developets... Fri 09/03/2012 16:27 179 k8
[f Search Folders (4 lustinPhelan  TestEMail Fri 09/03/201216:24 8KB
[ StephenKeogh seeabave Fri 09/03/2012 16:24 14 KB
1 StephenKeogh festmessage Fri 09/03/2012 16:10 13KB
‘ |~ Mail
5] catendar
Contacts
o] Tasks
] 3 (8~ -
Tems: 12 Unread:1 | This folderwas last updated on 02/05/2012,  # Disconnected | [ B3 10% J|

In Outlook, as well as the “Save to DocTopia” button you also have an “About” button. Pressing this
button gives you access to some useful settings. You can set DocTopia to automatically pop-up
every time you send an email — very useful. You can also enable an “Actions” prompt to appear
every time you save....

Home  Send/Receive  Folder  View | Add-Ins g
[ save ta DocTopia (@ About
Custom Toolbars
4 Favorites )
3 |search Inbox (Ctri-) 2|«
-} Inbox (1] - =
3 sentltems 1 x| [ @] From | Subject |Received |size |categor..[ ~| EH
=
(&l Deleted ftems g
g
. . ) E
a
4 joesmyth@keyhouse.ie il : :
(G JustinPhelan  FW:Wantto meet the Leinster Team? Tue 03/04/2012 14:43 289 kB
4 e 1) (-4 O Justin Phelan  FW: Latest Legal Technology insider ttached Fri 09/03/2012 1631 957 kB
% izl {4 JustinPhelan  FW:5-HOUR SALE: Save 50% or more on select items Fri 09/03/2012 16:30 346 KB
= Sent ltems
{2 JustinPhelan  FW: Teghiet Flash: Bead for.a Future of O Fri 09/03/2012 16:30 201 kB
(5] Deleted tems. (4 JustinPhelan WM E-mail Actions |3l fsumer preview - Registrati.. Frioo/n3/2012 16129 36 KB
[ Junk E-Mal =] JustinPhelan  FW: | j of March 2012 Fri 09/03/2012 16:29 2% KB
=
[ Outhox (4 Justinpheian  Fwed | [ Dsiete e mai when saved to DocT opia Sat. 10th March. Fri 09/03/2012 16:28 19 kB
(] RSS Feeds i JustinPhelan W Fri 09/03/2012 16:27 179 k8
[ Search Folders (4 JustinPhetan  Testelll [ Retainthe above option Fri 09/03/2012 16:24 8KB
[y StephenKeogh seeal ) Fri 09/03/2012 16:24 14 KB
] StephenKeogh test Lj[Gantonlcaiar oauan Fri 09/03/2012 16:10 13 KB
ok Cancel
‘ |~ Mail
2] catendar
16=| contacts
|o7] Tasks
bl O3 [A - -
ems: nrea is folder was last updated an 2012, Disconnected 0%
Tems: 12 Unread: 1 This fald: last updated on 02/05/2012 Di cted | [ G L

In General, it is recommended that you leave this as is. Otherwise, you should by now be able to
save your emails in the same way you’re used to. There is one extra option with emails — DocTopia
recognises if the sender of an email is already associated with any files in DocTopia. If so, it will give
you a list of these to choose from, as well as the Recent Files and All Files options you're used to.
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MOVING AND COPYING FILES AND DOCUMENTS

Files

Sometimes, you may wish to move a File from one Cabinet (or File) to another. To do so, simply
Right-Click on the File, select Move from the Menu. You will be asked where you want this file
moved to. Simply select the Cabinet or File you require and press the Move button.

The File, and all its sub-files and Contents will be moved to the Cabinet or File you have chosen.

Documents

You may also move Documents between Files. The procedure is the same as moving files. Simply
Right-Click on the Document you want to move and select the Move Document option. Select the
File you want to move the Document to and press the Move button.

To make a Copy of a document to another file, the procedure is very similar. Choose the Copy
Document option on the File Contents Menu, and proceed as with the Move option.

You should note that when you make a copy of a document, the document is not copied on the
database. Simply, both files involved point to the same document. This means that if you change
anything in the document (see below), the changes will be reflected in all files in which this
document is included.

EDITING DOCUMENTS

Certain filed document (Word or Excel Documents) may be edited. To do this, you must first Check
Out the document. This will prevent anyone else editing the document while you are doing so, thus
preserving the integrity of all the changes made. When you are finished editing the Document,
simply use the Check In option to return it incorporating your changes.

DocTopia retains all versions of a Document, allowing you to see all changes and also allowing you to
roll back to a previous version.

HIGHLIGHTS AND “STICKY” DOCUMENTS

Often, in a file, there may be dozens or hundreds of documents, but only a few are really important.
Instead of trawling through all the documents to find the important ones, simply flag them as
Highlight Documents (Right-Click and Document Properties). You can then view only the Highlighted
Documents. This can save a lot of time!

Sometimes, with a physical file, you might staple a sheet to the front of the file or have some details
on the file cover. You can achieve something similar by making a document “sticky” (Right-Click and
Document Properties). A sticky document will always appear at the top of the list, with a feint yellow
background. Use this to keep a frequently referred to document always easily accessible.
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MORE ON TASKS AND TO-DO LISTS

g%DocToria

OFFICECONTROL

Task View

Select Date | 16/08/2012 2[5

Incl. Ofdue Tasks

Date Range (Today's Tasks -

My Tasks
Deleted Tasks

All Tasks
Tasks Review

Handiers. Q 0 e
AN Other 0o 0
Brian Sweeney 0 0

Justin Phelan 1 0

Today's To-do list for: ~ All Handlers

who a* owe qf Description qf File Q'
Sean Fitzgerald
16/08/201; Phone Call Re: CA Legal Solutions o |

J Justin Phelan (Ctients>> Sean Fitzgerald)

This shows To-Dos for everyone on DocTopia. You can also show Tasks just for yourself (by clicking
on My Tasks in the Task View box. Or, you can select a handler from the Handlers list. There are
also various views to see — check out the options from the Date Range list.

There is a right-click menu for the Task List:

%J View File

1 Mew Task

£ Modify Details

% Postpone

= [lelete

/ Complete
Ermnail this Tazk

b4 Export table to Excel...
W Export table to Word...

% Print...

You can View the File for this Task.
You can create new Tasks or change existing tasks.

If you want to postpone a Task, you must use the Postpone option. This
allows DocTopia to keep track of Tasks.

If you Delete a Task, DocTopia keeps track of that too.
We will be dealing with Completing a Task on the next page.

You can also Email Task Details to the handler.
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COMPLETING A TASK

You can Complete a Task either from the Files View, Pending Section or from the Tasks View. The
Complete Tasks form looks like this:

22 compiete Tosk || =il
|\f Complete a Task o

Cancel

FILE: Clients>> Sean Fitzgerald

TASK: Phone Call Re: CA Legal Solutions

Date Completed [ 21/08/2012 "] At Time [ 13:06)(X)

Mote

You can set the Date and Time of completion and write a note regarding the Task. Press Ok to

update. You will be given the opportunity to add a new task in the same way as when you import a
document.

When a Task has been completed, it moves to the File Contents section and becomes a permanent
part of the record for its File.

Checklists

You may recall that, when you set up a Task Type, you can create a Checklist for that Type. If the

Task you’re Completing has a Checklist, it will be shown and you will have to confirm that you have
completed all the mandatory items.
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MANAGING CONTACTS

=% DocToriA l: Clients

OFFICECONTROL

Tl Q- Name

] Advisars | Bob Bennett
|

3 |clients - Sean Fitzgerald
|

8] Prospects Julizn Jones

Christopher Leigh
| Ann Lewis
Fames Murphy
 Richard ORourke
hil Sivers

| John smith

| Smith & Company

Smith & Company

Company a’ Address

Demanstration Company [td

|42 Farmica Street Polymer Co Meath
Unit 12 Greasy Industrial Estate Dundalk Co Louth

22 Ling Lane Drubbin

1 Hardwicke Row Dubtin 1

|14 Grantham Gorge Birr Co Laois

123 Some Street Any Town

|98 False Bottom Road Hiddentown Co Dublin

18 Namber Row Warren Barracks Dublin 6

Unit 12 Greasy Industrial Estate Dundalk Co Louth

To go to the Contacts View, press the
Contacts button on the toolbar.

This shows a list of Databases on the left (you can have as many as you like) and the Contacts in the

selected Database in the panel on the right. Each panel has its own right-click menu:

g%DocToria Clients

OFFICECONTROL

© New Database
Madify Database Details
Delete Complete Database
Create/Update Filing Cabinet(s) from Database

3% Export table to Excel.
W Export table to Word...

A= Print...

and....

Q- Company

| Smith & Company

| Smith & Company

Demonstration Company Ltd

Q Address.
|12 Formica Street Polymer Co Meath
Unit 12 Greasy Industrial Estate Dundalk Co Louth
22 ling Lane Drubbin
1 Hardwicke Row Dublin 1
|14 Grantham Gorge Bire Co Lacis
123 Some Strest Any Town
|98 False Bottom Road Hiddentown Co Dublin
18 Namber Row Warren Barracks Dublin &
|Unit 12 Greasy Industrial Estate Dundalk Co Louth
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MANAGING CONTACTS (continued....)

e

g4 DocTopiA Clients

OFFICECONTROL

Demonstration Company Ltd

qQ » F ; Company a® Address

% Advisors Bob Bennett | 12 Formica Street Polymer Co Meath

8] Prospects Uik Jones | |22 Ling Lane Drubbin
& View Files for Contact

Christpher Leigh 1 Hardwicke Row Dublin 1
Ann Lewis + Add 14 Grantham Gorge Birr Co Laois

James Murphy &1 Modify 123 Some Street Any Town

Richard O'Rourke = Delete 98 False Bottom Road Hiddentown Co Dublin
Phil Sitvers 18 Namber Row Warren Barracks Dublin 6
5/ Move to Another Database
John Smith Unit 12 Greasy Industrial Estate Dundalk Ce Louth
L5 Import from Outlook Contacts

[3] Import from Spreadsheet

3% Export table to Excel
W Export table to Word...

= Print...

To Add a New Database
Right-Click on the Databases List and select “New Database”. Give the Database a Name and keep
pressing the Next button until the Ok button is available. Press Ok to save.

The options that you skip by pressing Next are to do with either connecting to External Databases
and creating User Defined Data Fields. In both these cases, you need to have a very good idea of
what you’re doing.

Next, we can add a Contact to a Database.....
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ADDING A CONTACT TO A DATABASE

2% Update Local Database Contac

Ok
Cancel |
Name [usan soves] |
Company Hame | | C] Corporate
Contact Type Q
Sort By = iJGI‘IES- Juiian
Standard Data Notes
Address 22 Ling Lane
Drubbin
Email | ji@gmail.com |
Website | |
——
Dear rl—l
Address To |
Pasition Title |
Work Phone | 333333333 Assistant |
Home Phone | | Assistant phone [
Mabile | |
Direct Diat | |
|

Enter the Contact’s full name into the Name box.

If the Contact is associated with a Company or Organisation, enter the Company/Organisation Name
and check the Corporate checkbox.

Choose a Contact Type from the list of options.
Sort By will default to a Company/Organisation Name if the Corporate checkbox is ticked, otherwise,
it will default to the Surname, First name of the Contact. If you want to switch the Last Name of the

Sort By to being first, press the button alongside. (Try it and see the effect. You can always reset it).

Thereafter, the data you may enter should be obvious to you. Carry on entering what you have.
Don’t forget to enter any relevant notes on the Notes Tab.

Now we need to associate a Contact with a File in your Files View.
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ASSOCIATING A CONTACT WITH A FILE

Open the File View. Select the File you want to associate a Contact with, right-click and select File
Details. This opens the File Form:

File for Contact

Disconnect
File Description @ |
Sort by :‘f-,,[m:mu, James. |
File Options |[O Use as Owner Title for Sub-fles | |[) Requires Open Task
I |@ Trackstatus | Fie Status | B

D Hard Copy File D Ha document fiing

Main Contact | AccessRights = FileNotes | Other Contacts
* ttem A7 Value R

Press the Connect Button to open a window for Selecting Contacts. Choose the Database/Conatact
you wish to associate and press the Select Button. This will connect the Contact to this file as below:

o
| Okfupdate} |
Cancel
File for Contact ISean Fitzgerald | =
Disconnect
File Description Sean Fitzgerald| |
Sort by | = [Fitzgeraig, sean |
File Options | @3 Use as Owmer Title for Sub-fies | | () Requires Open Task
B | Track Status | File Status | I
D Hard Copy File | {0 No document filing
Main Contact | Access Rights File Notes Other Contacts
Jtem A7 Value RN}
| Sean Fitzperaid A
| i |
| Company Hame Smith & Company.
Unit 12
Greasy Industrial Estate
Adds
ress
Cao Louth
E-mail seanfitz@smiths.ie
| Work Phone | 0004545454
fContact Type Client
|
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CONNECTING “OTHER” CONTACTS TO FILES

Sometimes, although a File already has a Contact associated with it, you may also want to associate
more Contacts relevant to that File. This might happen if you wanted to show the Contact’s
Solicitor, Accountant or Financial Advisor for example, or Next of Kin for an Employee File.

To connect “Other” Contacts to a File, select the Other Contacts Tab and press the Plus (+) button.
This will open this window....

£ 4dd e ot o ==
—

Dk {Update) | |
HR >> Employees >> Jane Doe
Cancel
Setect Contact | |
Rale )
Notes
Details
s aff %8

Select the desired Contact in the same way as outlined above. Specify the Role this Contact plays in
relation to this File (select from the list). Add any notes you wish.

The Contact’s details are shown in the lower panel for verification.

VIEWING FILES FOR A CONTACT
A Contact on your Databases may thus be associated with several different Files — and in different

ways — as the Main Contact or as an “Other” Contact. To view all Files for a Contact, right-click on
their entry in the Database and select View Files.
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WELL DONE AND THANK YOU!

That’s the end of the Getting Started Manual. Well done for getting here. You have now covered
most of the facilities of DocTopia. If you can repeat what you’ve learned here, you'll be using the
system very well. There are a small few areas we haven’t covered here. Why don’t you try them out
and see what happens. Don’t press any Ok or similar buttons if you’re unsure what the effect will
be, although most of the time, you won’t do any damage unless you are saving Documents.
Documents may not be deleted.

USEFUL TIP

As Documents cannot be deleted once they are saved, create a Filing Cabinet called “zzTrash” or
“zzBin” (prefixing the Cabinet with zz ensures it will come at the bottom of the list of Cabinets).
Create a File in the Cabinet called “Documents for Destruction”. You can move any documents you
wish to remove into this file. Then, when you are doing archiving (not yet available) in the future,
you can archive and destroy these documents.

There is a summary page next that you can print out or copy for your reference.
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DOCTOPIA SUMMARY

Doctopia is divided into 4 Main Views — Search, File, Contacts, Task. Access these via the first 4
buttons on the main DocTopia Toolbar:

Import
Right-Click for options on any item. Right-click on the window background to

& User Details bring up the system menu.
Lock Screen

The Supervisor Option will only appear if you are a Supervisor!

# Supervisor Menu

£% About DocTopia NB: If you lock the screen, you must enter your DocTopia password to re-open it.
Files Menu Pending Tasks Menu File Contents Menu
-/ Browse this File I New Message 7 Browse File with Preview
¢ Import Document(s) to this File i’ Note To File . Highights Oniy
$) Adda Task 4 Flie Detais
1 MNew Task
i New File (Sibling) £ Modify the Selected Task © View this Document
11 Mew File (Child) w= [elete the Selected Task H . Document Properties ¥
4 File Detail i
g et 23 Postpone the Selected Task £ farlke
¥3 Postponement History 4 Complete the Selected Task R  Move o Another Fie
L MoveFile Mail this task % Copy to Ancther Fie
ﬁ Bricfcacs Fili —_ List Copies filed eisewhere
o Pt Eie Tres Edit thiz Checked Out Document
i Delete File = Emad v
P Cabinets “ Exporta Copy
Ml Creste a Briefease Copy of this fie
" ExportPrint v I
Tasks Menu Contacts Menu
.| View File T |,d View Files for Contact |I
1 Mew Task + Add
£ Modify Details S Moy
e w Declete
% Postpone
— [elete & Move to Another Database
i Complete ;j Import from Outlook Contacts

Email this Task [3] 1mport from Spreadsheet

A% Export table to Excel..,
W Export table to Word..,
% Print...
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