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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 Writer

Complete Data Backup Solution

Welcome to Docsvault!
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| ntroduction

Main Features

1. Easy to Use Interface

e 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.

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

e Docsvault has a simple Cabinet 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.

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

2. Manage All Types of Files
¢ Docsvault can manage both paper files and computer generated files in an efficient manner.
e Scan in your hard documents and create PDF's.

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

3. Document Security
e Secure all the important documents in Safe Docs cabinet within Safevault ensuring the best available
protection
o Safevault uses 128 bits 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
o Use the password recovery features like "Secret Question and Answer", "Password Recovery Disk"

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

4. Microsoft Office Integration
¢ Docsvault seamlessly integrates itself into Microsoft Office applications such as Word, Excel, Outlook,
and PowerPoint.
e Save your files from the File menu of any of these MS Office applications directly into Docsvault.

5. Find Documents Quickly
o All text based files imported or created in Docsvault are indexed by text, allowing you to search
documents by text within the documents themselves.
e 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.

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

6. Effortless Document Backup
e Backup your documents effortlessly with just a few clicks of your mouse.
e 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.

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

7. Manage Tasks Efficiently
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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'.

8. Integrated Scanning Support

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, Drawer, or Folder. This incredibly
simple interface will change the way you view file scanning.

You can save your scanned documents as multi-page PDF or TIFF files, along with various other
popular image formats.

Docsvault scanner interface works with all TWAIN and WIA compliant scanners.

9. Password and Information Manager

Store and manage all of your passwords in the ultra-secure Safe Info drawer in the Safevault, which
also utilizes our solid 128-bit encryption.

Our built-in organizational templates make organizing your usernames and passwords incredibly easy.
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

11.

Properties are custom descriptive classes that can be created and assigned to anything brought into
or created 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. Multiple profiles
can be made and each can have a unique set of properties.

Once created in the options menu, these profiles can be assigned to anything in Docsvault, including
individual files, folders, and cabinets.

Individual properties within each profile can be unselected, allowing full customizability of each profile
application.

Audit Trail

This feature provides a logbook of events and changes that have occurred to your documents and
settings. It keeps track of changes to specific files, folders, and cabinets by filename, username,
event time, event type, or file path. It even tracks changes made to settings and preferences.

Audit trails can be turned on or off for any file, folder or cabinet.

Multiple field filtering within the Audit Trail allows you to find specific events by filtering and sorting with
regards to filename, username, event time, event type, or file path. These can be further filtered within
the results themselves.

12.PDF Creator

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

Instead of printing on conventional physical printer, the document is redirected to Docsvault's 'PDF
printer' to be printed as a PDF file

Docsvault Professional Quick Start Guide



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

i The Microsoft .Net Framework is available for free from their download center
“m) website. Once on their website, look for the ".NET Framework Version 1.1
Redistributable Package"

Introduction
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| nstalling Docsvault

Step 1 - Initiate Installation Wizard

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.

Insert the CD in your CD/DVD Drive. After a short moment, the Installation Wizard's welcome menu
should automatically appear.

it Docsvault Professional E', -
—

Welcome to the Docsvault Professional Setup \ "

Wizard
D

The installes wil guade you through the steps requirsd bo mstall Docsvaul Professional on your
Comipashes.

WARMING: Thiz computes program iz protected by copsright law and mbemational bieaties.
Unauthorized duplication or distribubion of thiz program, of ary poticn of it, may resull n sevene civil
od criminal penalies. snd will be prosecuted bo the maamum extent possble under the law

-
Click on to view the License Agreement page.
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Step 2 - License Agreement
Shown below is the License Agreement page.

& Decsvault Professional

License Agreement g --‘iﬁr

Please lake a moment 1o read the cense agieement nove, I wou sccept the terms below. chek "1
Agrea” then "Next”. Otherwize click "Cancel”.

SOFTWARE LICEMSE AGREEMENT FOR DOCSVAULT ~
PROFESSIONAL

IMPORTANT-READ CAREFLULLY BEFORE INSTALLING OR USING THIS
SOFTWARE: THIS END-USER LICENSE AGREEMENT ("EULA" IS A

LEGAL AGREEMENT BETWEEN YOU (AN INDIVIDUAL) (HEREAFTER
REFERRED TO AS "YOU" OR "UICENSEE") AND EASY DATA ACCESS,
LLC. (EDA™ OR "LICENSORT) FOR THE SOFTYWARE IDEMTIFIED

ABOVE, WHICH INCLUDES COMPUTER PROGRAMMING CODE AND

)1 Do Mot Agres 3] Agees

[ cecs || <Bax || Het» |

Read the License Agreement carefully. If you agree with it, click on the | Agree radio button and click

et
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Step 3 - Select Installation Folder

Shown below is the Select Installation Folder page.

F

& Decsvault Professional = || C

Select Installation Folder \

T

1
The inztaliés wal mnstall Docsvault Profesional bo the follsng folde:.

T installin this folder, cick "Hext”, To mstall 1o a different folder, enter it below oo click "Brovese",

Enlder.

Install Docsvault Professonal for woursel, of for anpone who uses ths computer:

() Evespone
(%) Just s

|C:"Pragram Files\Docsvaul Professionaf, Browse.,

[ caes || <Bacx | [ New>

o A default path for installation is automatically chosen. You can select a different location by clicking on

Digk Cost,,.

¢ 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.
o 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.

Docsvault Professional Quick Start Guide



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.

it Docsvault Professional ._' - rz]
— A

Confirm Installation '|, 1 ﬁ_

-

The installer i ready to install Docsvault Professional on wour compuber,
Click "Mest" bo slart the instalation

P T e

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

I';?- Docsvault Professional

Installing Docsvault Professional E 1 a?

[rocavaull Professional iz being installed,

Please wail...

Installing Docsvault n



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

Docsvault Professional

Select Data Folder

The installer vl instal data fles bo the following foldes

Folder
CiADocsvaul Datah

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

Docsvault Professional Quick Start Guide



Step 6 - Close Installation Wizard

On completion click .

& Decsvault Professional

Installation Complete

Docsvaull Professional has been successhlly nstalled
Click "Closa" o exit.

Please use Windows Update bo check for anw crlical updabes 1o the HET Framewoaik.

You are now ready to use Docsvault Professional Edition!

Installing Docsvault



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 E 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.

[Du:u:wault's Sypztem Tray icon

Registering Docsvault

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

DOCSVAULT™ Activation & Registration

by Eaty Data Aceozs Step 1 of 2

Thank you for choosing Docsvault Professional

The simplest and most affordable document management software

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 29 days

2. Click on | et | to view the next page of the registration form.

Docsvault Professional Quick Start Guide



& Docsvault Professional

DOCSVAULT™ Activation & Registration
by Eazy Data Aceass Step 2 of 2
Activation Key ]
- - _ _ =
Registrakion Fiedds with * ane required
First Hame: * Last Nearior: -
|3chn |Senith
Counkry * Profiession * )
Unied Ststes -] | Consdting =)

This trial period will expire in 29 days

Get Key Mo [ smpot | | maweste || yster

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

Please provide the required information.

Note: You must provide a valid email address, as the technical support team will respond to
your emails only when sent from this email address.

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 |-ﬁ-|. This will activate your copy of Docsvault Professional
Edition by registering it in our server.

Getting Started



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 Window 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:

= Decavaull Professional

§ =5 o . & P _d
Mo [Eecot Scan Gk G Multiple tabs B Search Tads

Foidens “ | et Hew Tob L Profile: Agresment <
+1 (2] oo Comouter Chent Profile panel
o] R St Jeon b,
& Docyvaut =

(0] Becocuris Pury sbie ol Zeorrista MNDALpdf %0 f_miy = e

A Acoourty Becervable wcro cectrober

(] trvervst ot ared U1 End Date

(5] Custormer Ralations - - -

] Lizt Wiew panel AP R008

Tree YWiew Panel al Bt _"""’"’"'"l. i - S
o - - loaipe Preview L
8] Py roes

o rmurarce

LB Lol :
= Aot Image Preview panel
J Corlr et

Frovviemw rod avalkales

T Forw
1 Motice

D Mot Click here tao
B g register
1 cibgectis) selectad Thais Eriad wersion will expire in 27 days Activele Mow
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Creating Cabinets and Folders
Let us begin by demonstrating the creation of cabinets and folders:

Creating a New Cabinet
1. Select Docsvault from the tree view window:

[Fnldars e | I Drocsvault -'hlsw Tab

[+ Local Computer [ Thame

'I| 7 Safevault | Select Docsvault from tree view J Payable
;I\ﬂw [%] Accounts Receivable

@ Accounts Paya!sie 3] Admiristration and IT
- et alatipes o’

2. From the menu, click on File >> New Cabinet to display the 'New Cabinet' dialog box as
shown in the figure below:

[Ee| g wew Tooks bl |
Qpen in Mew Tab
e Cabinat

3. Select anicon
for the cabinet

& Docsvaull Professional - Mew Cabinet
1. Enter a cabinet name

Cabdnet Hame: [HWRH : fcon: ||+ *-'

Description: | Medical Documents

Prin
2. wirite & short descrh’:&ﬁ | save || cones
Sl about the cabinet k-

Ext [ 4. Click on 'S ave' buttan :I

Let's assume the new cabinet will be named Health. It gets created as shown in the figure
below:

E|- Docswault
Arccounts Payable

Accounts Receivable
Administration and IT

- £] Customer Relations
Expenses

E Finance and Accounting
Health

Humman Resources

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

2. From the menu, click on File >> New Folder to display the 'New Folder' dialog box as shown in
the figure below and follow the three step process shown:

Getting Started



| e | Edt wew Took Hep |

Open in Mew Tab

New Folder ]

Import Docs

Sican Docs

Routa Docient & Docsvault Professional - New Folder

Burn to CD/OND ’LLL_E riter a folder name J

Export To " Folder Mame:  gill ]

Print Descripkion: |Heaﬁh§|s |
Close Tab 2. wdrite a ghart descriptiu:u_r;_ y

- [ about the folder content j | Save | [ Canced .I

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

E| Docswvaulk

Accounts Pavable
Accounts Receivable
fdministration and IT
Customer Relations
Expenses

E Finance and Accounting
[} [#] Health

E Human Resources

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

3 Click on "Save' I:uutt-:unj
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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. From the menu, click on File >> Import Docs to display the file selection dialog box.

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

File | Edt Wiew Tools Help |

Open in Wew Tab

Mew Folder & Docsvault Professional
lookn: (5 olde =1 (][ [Ba] o=
Imnpork Docs .(/ | L Py Frokier = (B4 |2 B8] &)
2 et wonkshest doc
Scan Docs B CressBrowser Comptabiity doc
T Document1. pdf
Route Documen g Fuebak nCheck.po
Eurn ko COfDYD 1. Selectfiles
Export To
Prink
Close Tab 2. Click an
'CK! button
Exit S5
[ ok || Gonced

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 |_Lreort | to begin importing your files or documents.
& Docsvault Professional - Profile E|

Import: 2 Files | add. |

Description: | Far the year 2005

Profile: |General

|

Broperty | alue 1
Client

Dooumerit bype

Mokes

|; Import l Cancel |

6. You have now successfully imported documents into Docsvault!
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Scan & Save Documents

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 tree view panel of Docsvault explorer.

2. From the menu click on File >> Scan Docs to display the 'Docsvault Scanning' dialog box.

| Edit Wiew Tools Help I

Open in Mew Tab

® Docxwasti Prefrsional - Document Scanning

Mew Folder
P Mawran©
Import Docs Dt e
Sarve bt Firarae o Accounting
Scan Docs / Proe:  [General
Frogerty ke
Burn to COYD e | |
Documert Eype
Export To 3 hiad
BackupjRestore
Prink
Sean Mate: .mam.
Close Tab — 2=
Papa Soe: | Pagar U5 Lathe
EXIt Filg Format:  TIPF - Black & White (* 1)
— [o] Crmsee mestips page Fie
] e scannoer incesface
Sglect Scarver
e Sagn Qe

Rl .

Docsvault will automatically detect and display the installed scanner driver.

Automatically detects
inztalled scanner driver
o

HP Scanjet 2400 #2 TWwAIN 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 B button to change the location.
You can also assign a pre-defined profile from the Profile drop down.

[1. Provide a file name

File Mame:

Sample picture 2. Tupe a ghort description about the file]

Description: |Scanning sample

Save to: Iiu:u:::'-.-'ault'lHurnan Resources E|||

Profile: |General E"

'F‘ru:uperty Yalue ]

Dacurment bype

Mokes

Docsvault Professional Quick Start Guide



4. 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 Mode: |Cn:-|n:-r Bl
Quality:  |Good 200 DPI =]
Paper Size: |F‘aper U5 Letter El
File Farmat: |PEG (*.jpg) [

|:| s scanner inkerface

6. Now, scan in the file by clicking on the & __|

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

& Docevault Professional - Document Scanning

Fie Marte: | Sample parture
Dwscription: |Scanning sample
Savato:  |Finarce and Accounting
Profie: [Generd =

Bl Bl L1

Stan Mode: [Caior [&
Custy:  [Good Erla [=
Paper Sze: |[Paper US Letter =
Fiy Format: | FEG (*.jpgl)

[ use scanner inbeeface

HE Scanjet 2400 TWAIN [ sglect scancer | T
[ sn |[ sme J[ gom |

8. If you are satisfied with the image, click on the [ﬂj to save the scanned document.
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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.

| Eile | Edit View Tools Help

Cpen in Mew Tab
Mew Folder
Impart Docs
Scan Docs

Burn bo COfDYD

Expart To

Backup/Restore
Print

Close Tab

Exit

Email As %chment

Eolder (

Browse For Folder

[} Desktop
H L] My Documents
£ I My Computer

2 Recycls Bin

+ ‘-_J My Hetwork: Flaces

[Lpsehe mew Folder |

(

oK

3. Select a location from the '‘Browse for Folder' dialog box, then click on the E 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 your documents as email attachment as well.

1. Select documents from the list view panel of Docsvault explorer.

2. From the menu click on, File >> Send >> Email As Attachment.

| Edit Wiew Tools Help

Wiew

Qpen with, ..
Check Out

Burn to COPDYD

Export To 3 | Ernail As Attachment
Cut Folder
Copy.

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

il Untitled Messape - Microsoll Word

Ble Edt Wew [nseit Format  Tooks  Table Wirdow Help -
P HEE SR Y B - QBEODENB] 0w -3 ®
A toarnal - and -0 -8B 5 o|EEAWIE-SEEEA-T
Fralshowing Markup - Show = | & o 2 - 53 - | (3 - i .

Hgend @ - B ' 4| ¥ Homons.. - HM -

ETo...

B ce... Document exported as
Subjact: ernail attachment

attoch.. | B puucont woekshest. doc (50 k)

i s = |2 s} Bty sgnatuwe | -

g-------:-------z-- EEREEEEEREE 415&@;1
=
=

D@ 3 4| | »]
Dpwe [ gostepes= . WO OE A4 2 0E d-Z-A-==E0 0.
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Burn to CD/DVD

1. Select one or more files from the list view that are to be burnt to CD/DVD

2. From the menu click on File >> Burn to CD/DVD to display 'CD/DVD Burning' dialog box.
Your CD/DVD writing drive will be automatically detected by Docsvault.

speed. Now click on | Bm |

|Ei|e Edit Wiew Tools Help

Cpen in Mew Tab

Mew Folder
Check Cuk

Import Docs

Scan Docs

Burn to CO/DVD 4 |

Export To ¥
T, .

& Docsvault Professional - CDMYD Burning

Select a writing

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

Write Speed: |12x (=]

[ Finalize: disk (Mo Further writing bo the disk il be possible)

Used: 121 MB Selected: 0.07 MB Tekal Size: 703 MB

3. This starts the burn process.

& Docsvault Professional - CO/DVD Burning

Select Device: [F: HL-DT-5T CO-RW GCE-85268 1.03 |~ || Ready towrite

Wiike Speed: |12x (=]

| he LTS

(] Finvalize: disk: (o Further writing bo the disk, vl be possible)

==

4. When the burning process is complete. Click on == 5 close the dialog box.

& Docsvault Professional - CO/DVD Burning

Select Device: [F; HL-DT-5T CD-RW GCE-85268 1.03 |- |

Wiike Speed: |12x (=]

Files burnk successfuly,

(] Finvalize: disk: (o Further writing bo the disk, vl be possible)

=
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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 E—ﬂ

[+] Search in Desoription

[ ] search in Version notes

[] search in bext inside files

Search Text [ oate
|F|ie name andfor description |

(=) Aoy word () Allwords () Exanct: phrase ) From [
Search in File Name Thrcasgh |

[ size

| |
Lok T
[ ErofleSearch ¥ | gearch || Ghose

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 | Zewch |
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 5earchintextinside files check hox. Deselect other check boxes.

4. Click on |__#ah |

5. The search results will be shown in a new tab in Docsvault's main window.
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Delete & Recover 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. This will popup a message
box as shown below:

| Eile [Edit | view Tooks Help |

Zuk

Copy

Paste

Delete r-‘——-— Docsvault Professional - Confirm Delete

Rename F2

}_P'
Select Al ? 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.

& Docsvaull Professional - Recycle Bin

| Harme | Description | Criginal Location |Doleted | size
| File Edit _M_ Tools Help : Receipt pdf Sabers 4182006 TZIB
'{'i] Purcharss Order] doc [Purcheres onders Purchessing A] 182008 B8
[+] Stabushar | Grder confrmation. meg S 12004 16l
[+] Tookar 3
= I 1. Selectfiles and
v]  Profile Panel folders to be restored

[v]  Preiview Image
Arrange [cons ]
Skins 3
| RecydeBin {
Warsion History

Customize Fields
Refresh F5

Click on 'Restare’

[ —— pestors | [ pelete || Qoss

olijech{s) [ ipchs) setected

3. Select files and folders to be restored and click on |__Bestere |
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Setting Task

1. Click on »_Q icon from the toolbar to open the task interface in a new tab

& Docswaull Professional

E Filed Tasks

Mawigation
Fanel

3 Task{s)

Task Tithy

EEX
Blo Edt Wew ook b
ZEBEHEH LH & :
Hew Edt  Delsts Hormsl Done Fila Sesrch  Explorer
Tacks | [Puchang | Tasks ew Tab | (x|
: =

[§, Mesting Agenda - Web promaotion and marketing

Leschure - Fair use of trade marks™ &t Town Hall suditorium
Discuiss ernployes benwlit schems with Leck

[Task Ligt Panel]

2. Click on the new task

& Docsvault Professional -

icon =

Edit Task 1. Entertask

eeting Agenda - Web promotion and marketin

Due Date: [4/20/2006 [+

description

Priority: () kigh () Normal

2. Select

Femirader

[+ Reminder Date: [4f202006  [=]| At Time: [10:50 am £
L 5. Select

due date

3. Select, if you 4. Select remindertimj
wantto reminded rgmmder date o

|

[ pone

[ ink Documents

_swve | [ ool |

3. Click on | seve | to save the task.

to display the 'New Task' dialog box
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Using 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
| File | Edit  Wiew Insert  Formak  Tools T

5 Open... Cl+0 | | 485 g4 | 4
: E Save ko Docsvault L | %} '?a} ,__.(j.

'E 4 Print... Chrlp
Select 'Print!

2. Select Docsvault PDF from the 'Printer' drop down list and click the E]

Prinker ) g

o= [ B w e

Skatus: Ik Select 'Docswault PDF [Fing pricter.... |

Type: furyund Document e fog breter..

Where: LPTL: [ print ta fis

Comment: [ Manual duplex

Page range Coples

(& all Mumber of copies: 1 =)

£ irmar pege .

O Pages: | | [] Collae

Enter page numbers andfor page ranges

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

Print whak: | Document laa _

Pririt: Al pages in range | 95 per sheet: |1 page |
Scale to paper size: | o Scaling v
Click on 'Ok

R s

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

PDF file and click on |2 |
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& Docsvault Professional

LockIn: (I Marketing -1 & & (&) B &)
b .

[ASE|EI:1 a Cabinet |

[ Click on'Sawve' |

Fib biafeer: | agerataShort Termn Mirkisting Pisn _hhhh;m | Errill

4. This will display the 'Profile' dialog box. Add a description and click on [ﬁj

& Profile Properiy

Filer M ngmdasl-u: Term Marketing Plan, doc |
Description imet'nq agendy |

Profde  [General Add a description

[ Fropesty [ ol
Cherik

Do rmesrl Eypel

Hobes

[ Click on 'OK'

[ ok ][ coneel

The document is printed into a PDF file which then gets stored in the selected location
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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

|Ei|e Edit view | Tools Help |

Status Bar

Tool Bar

Profile Panel

Preview Image
Arrange Icons »

| skins 4 Caramel

Recycle Bin The Asphalt World
Wersion Histary Liquid Sk
Custamize Fields Coffes
Refresh FS Stardusk

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

= Decyvaull Professienal
Ble Edt Yew Jock Wep

. E=3
S B X & HE 4
baw Mgt Stan Qb Copy Pt Delete  Refyde B Seanch  Tasks
| Foicrs = [ | Purchasing i Tab| ]| Profile: General %
(ST Local Computer 1 T | Dederption | | Client
[} Desktop 4
(£} My Documents
ﬂ%mcm
(1% My Hstwaork: Flaces
(11, Sefevanit : Notes
=105 Docsvaul ]
1] Aooonits Payabis
4] Aooounts Recenable
F] Adviristration ared [T Image Preview | *)
(5] Curtorner Rlations
[0 Exerras
:'_;sza'dﬁ-l:l:mna
18] Human Rescurces ]
I'.|.;jm”! b Prorvieaw nf arvalabes
Ll Legad
B Furchasng :
| sedes el = | 2]

1 chietis) seeched

|| =] Purchase Order I dest Purchiete oo | | porcharse Ovdler

Docsvault Professional Quick Start Guide



Backup Documents

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 |-

display the next page.

\Eile | Edit Wiew Tools Help

Cpen in New Tab
Mew Eolder
Check Cuk
Imnpork Docs
Scan Docs

Burn to COYDYD

Export Ta

Backup/Restore ( |

2. Select a location by clicking on the |.

Prink
lose Tab

Exit

backup process.

= BackupMestors Wizard

Bachip Wame: | ocevat Backup 4-14-2006 11,56 AM

#) Local or Network Location
() COfTVD Media

Bavchap b bocal or network location
Bapciusp Recalion !
=My Bachups

= BackupMesiore Wirard

E Select 'Backup Documents Fepositorny' :]

¥ B Dotneerds Fgrsliry £
Pehore Dooumenty Gepoalory

Bunchup dat s b ol or resteecel, o sbor,
Egger toc] CIVDAD vwcky afe] obher rovre able
drives. You may a0 sohedule o badup b nan et
& Rater B

5
>
=2

Browsse Start

| button, and then click |.

X

ok [ gt || cowe

3. Figure below shows the backup process in progress.

ek

| to

) to start the
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= BackupMestors Wizard

# >3

Bachirg up date. This may take longe deperdrg on the size of documenis sepoiiton

gemeet |

4. On completion, the 'Backup Wizard' gives a success message. Click on _Qose | to close

the dialog box.

& BackupMesiore Wizard

Resloe complebed saccesshuly
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Restore Documents

1. From the menu click on File >> Backup/Restore to display the 'Backup/Restore’ Wizard. Select
hext

the 'Restore Documents Repository' radio button and click the |- I button to display the

next page.

\Elle | Edit Wiew Tools Help

Cpen in Mew Tab

Mew Folder

Check Cut = BackupMestore Wizard

Import Docs E Select Backup Documents Repository' ]
Scan Docs ¥ Badiug Dooumnts Fgorsiiary £

Feabiw e Dioaourmed s Bepoafory
Burn ko COYDNVD

- Benclop dat s b bl or resteeced, o shaor,

ri:::l wgpar bl CIDND Seds. & ol Famiealls
&2

Export Ta

diwns, Yo iy Sso sohedule & badup b nan o
8 lnbiew i

Backup/Restore ( |

Print
Close Tab

Exit
et Cancel

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 |2t | to start the
restore process.

& Backup/Mestore Wizard E|

(#) Restore From local o rstwork bcation
() Restore fram CODVD

Select baclup file (.dvf)
:D:W BachupsiDocsvault Backup 4-14-2005 11.42 AM | [ Browse |
Restare Type: Sirgle fle redane
File Mame: Docsvaul Backup 4-14-2006 11.42 AM
Backup Date: 04714]2006 11:42 AWM

3. The restore process starts
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& Backup/Mestore Wizard

1 TS

Restoerg dala. This may lake longer dependng on the size of documents ispostons

4. On completion, the 'Restore Wizard' will give a success message. Click on L= 1o close

the dialog box.
= Backup/Mesiore Wizard

Resloe complebed sazcesshy

X

Qo= |

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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Technical Support

For any product related questions that may arise, please use our online Technical Support Forum. Please
use the same email address that you provided during product registration.

Customer Service

For general customer service questions, contact us by email at: CustService@edaUSA.com

Easy Data Access

5988 Mid Rivers Mall Drive
St. Charles, MO 63304
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