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DayliteDocs 1 for Daylite

About DayliteDocs

DayliteDocs provides you with full access to the documents linked with or stored within your
Daylite database. Use the standard features built in to Daylite to add documents to your
database or use the companion app Docs2Daylite to import documents including their textual
content.

DayliteDocs allows you to search and filter both your entire database at once or just selected
people, companies, projects and opportunities for linked files and documents. Results can be
previewed right in Daylite or opened and edited in the associated app installed on your Mac
(e.g. a Word document can be opened and edited in Microsoft Word).

The comparison feature enables you to compare two documents to find and review changes.
Subsequent indexing of PDF files available in your Daylite database makes it possible to even
search the textual content of those files (the PDF document's text needs to be highlightable and
copiable).

Features

DayliteDocs provides the following features:

 Import files by dragging & dropping PDF onto Docs2Daylite and make textual content
searchable (requires text to be highlightable and copiable)

« List all files and documents existing in your Daylite database in one spot

« Use a wide range of search and filter functions to find files

+ Preview found documents directly in Daylite

* Open a selected document in an installed app of your choice (e.g. Pages document in
Pages)

« Use the comparison feature for selected file formats to find an review changes

« Make existing PDF files subsequently full text searchable (requires text to be
highlightable and copiable)

System Requirements

Operating system: OS X 10.8 or newer

Daylite version: 5 or newer
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Setup
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Installation

1. DayliteDocs requires Daylite 5.x or newer. To check your Daylite version, go to the Daylite

menu and select About Daylite.

¢ IEZTN File Edit View

, About Daylite
| Check for Updates... L
I
& Preferences... 28,
A=K E
= Services >
E  Hide Daylite BH
®  Hide Others \C38H
©,  Show All |
Wl Quit Daylit: 8Q °
uit Daylite
g Y

2. DayliteDocs requires at least OS X 10.8. To check your OS X version, go to the Apple menu

and select About this Mac..

n ScreenSteps File Edit Duc_l.

System Preferences...
App Store...

I

b |

Recent Iltems >
Force Quit ScreenSteps X4 #O

Sleep
Restart...
Shut Down...

1

[ = Ry

Log Out Daniel Nauerz... 4 3#Q ]

3. Download DayliteDocs. Double-click DayliteDocs for Daylite.dmg
4. Double-click DayliteDocs.daylite-plugin.
5. Click Install

6. To finalize the installation click Restart Daylite

After the installation DayliteDocs can be used for 14 days free of charge. If you would like to use

it after these 14 days, please proceed to chapter Licensing.
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http://www.iosxpert.biz/en/download/
../../daylitedocs_en/l/385915?data-resolve-url=true&data-manual-id=40490

Please note: To import PDF files DayliteDocs requires the companion app Docs2Daylite. You will
find this companion in your Applications folder and an alias on your desktop.
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Licensing

After the installation it is possible to test DayliteDocs free of charge during a 14 day trial
period. If you woud like to continue using the plug-in, you need to purchase a license. In
order to purchase DayliteDocs, please follow these steps (given the plugin is already

installed):

In-App Purchase

1. Start Daylite

2. In the Daylite menu select Plugins --> DayliteDocs --> Preferences...

m Window Help

/ Subscription

Bl alocs

Index new attachments...
Preferences...

i by First Mame =

Help...
About DayliteDocs...

3. Select the License tab

and click Purchase DayliteDocs

Docs2Daylite  Indexing

During the DayliteDocs
of charge to full extend

License - Trial period

14 day trial period you can use DayliteDocs free

The trial period ends 28.07.2015.

After the end of the trial period you will have to purchase DayliteDocs in

order to continue using

the plugin.

Purchase DayliteDocs...

Close
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4, Select whether you would like to subscribe to DayliteDocs as a monthly service or to
purchase it at a single payment.

Docs2Daylite  Indexing

License

Purchase DayliteDocs

o at a monthly all-inclusive rate

Subscribe to DayliteDocs at $9.90 per Daylite user per month you'll get
DayliteDocs including all future updates and additional reports. The
DayliteDocs service may be cancelled on monthly basis.

at a single payment

Purchase DayliteDocs at a single payment of $129.00 per Daylite user.
Updates required due to major Mac OS5 X or Daylite updates as well as future
additienal reports are not included, but may be purchased separately.

Learn more abeut the difference between the single payment and the Subscription
at a monthly all-inclusive fee...

Close

DayliteDocs Subscription
If you would like to subscribe to the DayliteDocs please do the following:

1. Click the at a monthly all-inclusive rate radio button and then Next
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Docs2Daylite  Indexing

License

Purchase DayliteDocs

@at a monthly all-inclusive rate

Subscribe to DayliteDocs at $9.80 per Daylite user per month you'll get
DayliteDocs including all future updates and additional reports. The
DayliteDocs service may be cancelled on monthly basis.

at a single payment

Purchase DayliteDocs at a single payment of $129.00 per Daylite user.
Updates required due to major Mac OS X or Daylite updates as well as future
additional reports are not included, but may be purchased separately.

Learn more about the difference between the single payment and the Subscription
at a monthly all-inclusive fee...

Close

2. Accept the license agreement, enter the desired number of licenses and click Next.

Docs2Daylite  Indexing

License

| have 5 active users in my database

| want .I licenses for DayliteDocs

The subscription may be updated any time and will be in effect immediately

With the subscription of DayliteDocs you accept our license agreament

Close

After completing all steps you'll see a summary of your subscription.

3. To finalize your subscription click Manage User Assignments to assign the licenses to Daylite
users
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Docs2Daylite  Indexing

License - Subscription

Status: active
User Limit 5
Expiration date: -
Monthly Cost: 49,50 $

Actions
Manage User Assignments

Update subscription

Cancel subscription / Update payment method

Close

Purchase DayliteDocs

If you would like to purchase DayliteDocs, please do the following:

1. Click the at a single payment radio button and then Next

Docs2Daylite  Indexing

License

Purchase DayliteDocs

at a monthly all-inclusive rate

Subscribe to DayliteDocs at $9.90 per Daylite user per month you'll get
DayliteDocs including all future updates and additional reports. The
DayliteDocs service may be cancelled on monthly basis.

@ at a single payment

Purchase DayliteDocs at a single payment of $128.00 per Daylite user.
Updates required due to major Mac OS5 X or Daylite updates as well as future
additional reports are not included, but may be purchased separately.

Learn more about the difference between the single payment and the Subscription

at a monthly all-inclusive fee...

Close

2. Accept the license agreement, enter the desired number of licenses and click Next
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Docs2Daylite  Indexing

License

| have 5 active users in my database

| want Iﬁl licenses for DayliteDocs

With the subscription of DayliteDocs you accept our license agreement

Close

After completing all steps you'll see a summary of your subscription.

3. To finalize your subscription click Manage User Assignments to assign the licenses to Daylite
users

Docs2Daylite  Indexing

License - License overview

Licensed users 5

Actions

Buy more user licenses...

Assign licenses to USers...

Close
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Usage

DayliteDocs 1 for Daylite Page 13



Global View

The DayliteDocs' global view provides an overview of all your files documents and file
references in Daylite. | is possible to:

A

« Search files

* Filter files

* Review linked (parent) objects

* Preview files

* Open files with available apps on your Mac

+ Use the comparison feature built-in to Microsoft Word to compare Word documents
(requires Microsoft Office for Mac 2008 or newer)

Please note: in Daylite all files are always linked to a parent object. E.g. a PDF file is attached
to an email, the folder reference is linked to a project and a contract document is linke to a
company.

Navigation
The following describes how to navigate within DayliteDocs' global view.
Location of The Global View Icon

(1) In Daylite 5 the global view can be accessed by clicking the DayliteDocs icon in the lower part
of the left sidebar
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eoe + New a o} Q Search

DayliteDocs x DayliteDocs. DayliteDocs +
72} Home
< | Q | | search ertteria i, Auftraggeber: Versandanschrift: Alf Fiuppert
» [ Calendar
» B contacts [ Fiter + | category @ Protokoll
Name Linked... Extension Storage  Creati. keywords | Docs2Daylite
» & Objectives
- 3 5 files ([ David Stein |») (3 Rechnung hardwareversand.de | »
CRM auf dem Mac.pdf [FiNote "Lpdi () inter... 13.07.15
P o Tasks -
. . . . content
» [ Notes & Email GalendarPublisher fur Daylite.pdf [fjcom "X pat L] Inter... 08.07.15
e
> I8 croups Daylite - CRM fir OS X & i0S.docx © opp... T doox () Inter... 08.07.15
@& Reports
——————————————— Daylite Academy von iOSXpert.pages © Oopp... 7 pages () Inter... 09.07.15
@ S |
Daylite Benutzerhandbuch - Daylite Mail Assistant - i0... [[11Com..."E pdf [ Inter... 09.07.15
Daylite Handout V1 - iOSXpert.docx T Project T doex () Inter... 09.07.15
Daylite Handout V2 - I0SXpert.docx T Project T doex () Inter... 09.07.15
- Edit L)
Daylite Offine Verfugbarkeit - iOSXpert.pages (D mpp... 7 pages (] inter... 09.07.15
Daylits Reports & Auswertungen - I0SXpert pages (5 App... 7 pages [T Local 09.07.15 DaVId Steln
— . D & W Kommunikationsagentur
Daylite Server Admin - iOSXpert.pdf [TINote "Epar L inter... 10.07.15
DayliteMessages flr Daylite.pdf People™ pdi [ Inter... 09.07.15
1 - Arbeit +49 30 52000811
Der Daylite MailChimpConnector von iOSXpert ist da.pages (1) App... 7 pages [ Inter... 09.07.15 Fax Arbeit +40 30 52000813
FoneConnector fiir Daylite. pdf L People™pdi [ Inter... 09.07.15 cal FaceTims Audio
GeoFind fur Daylite.pdf L Peopiea™L pat () inter... 09.07.15 Arbeit DavidStein@example.com
. (=] a} (&) . 8
Lieferschein JAGOB Elektronik.pdf Note “Epdf [ inter.. 09.07.15 Arbelt Karl-Mark-Sir. 214
. . " . 3 12055 Berlin
Lieferschein JAGOB Elektronik pdf gicom..Xpdt  [Hlocal 10.07.15
aferachein ektronik.p [41Com.. L pat [ Lec L2055 Benin
Lieferschein NTP Handels GmbH.pdf [Eicom..Epdt  ELecal 10.07.15
Lieferschein NTP Handels GmbH.pdf [TINote "L pdi L inter... 09.07.15
MacBank Aic Datanhiatt - iNS¥nart ndf S rom - nar " intar _nan7
+ 1 attachments of 56 Open with Contacts | v

Navigation Within DayliteDocs

The DayliteDocs view consists of the following areas:

(1) Navigation bar with search and filter option as well as the corresponding settings
(2) List of all files or those files meeting the currently applied search and filter criteria
(3) Detail view of the selected file's parent object

(4) Preview of the selected file(s) with the option to open or to compare two files

(5) Footer with information about total amount of displayed or selected files
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e0e + New a o] Q

DayliteDocs | DayliteDocs: -g ‘ DayliteDocs. +
72} Home | . .
< [ Q ] | Searchcriteria | T Seminar "Verkaufen an Entscheider"
» [ Calendar
(28 Project |
> B contacts [ ) category ©) Seminar
o Name Linked... Extension Storage  Creati. aery
» & Objectives . - status In Progress
" Project B docx Inter...
b o Tasks oject By &
- . due 1. 8.2015
» [ Notes & Email Project [l docx & Inter... start 23, 6.2015
> El Forms Q TotalsConnector fir Daylite.pdf I Project™L pat () inter... 09.07.15
8 yitep ! ot TP et people | A David Stein | » @ Teilnehmer
» Gi [ — "
18 Growps WebConnector fiir Daylite.pef T Project™ pat () Inter... 00.07.15 - Doreen Dietrich |») @ Teilnehmer
@& Reports X A Franz Meier |+ @ Teilnehmer
P WufooCennector fiir Daylite.pdf I Project™X pat () Inter... 09.07.15 L Hans Schuize |») @ Vorgemerkt

L Jenny Gsell [») @ Vorgemerkt
Show 3 more.

Edit

+ 2 attachments of 5 Open with Microsoft. v Compare >

Search for Files

By default DayliteDocs' global view shows all files and documents in your Daylite database in a
list. If you are looking for a specific file you can use the search.

Search

Enter a search string into the search box (1). The Daylite database is then being searched for
files and the linked parent objects.

Results are being displayed in a clearly laid out table, grouped by search criteria (2). Each group
shows up to 4 items. If there are more then 4 results per group, you can review those files by
clicking xx more... (3).

Please note: the search results depend on the selected search criteria. In general the file's or
the parent object's name (or, depending on the type, the title or subject) is being searched. To
perform a full text search of documents, please refer to chapter Full Text Search below.

The search also supports wildcards. Use "%" (any number of characters), " " [space] (any
number of characters) or "_" according to the SQL standard. The search for ho_e will find both
home and hole because the underscore replaced one character. The search for ho%e will find
home and hole as well as hormone.

DayliteDocs 1 for Daylite Page 16



[ NoN ] + New a J Q
DayliteDocs DayliteDocs DayliteDocs 4k

£} Home .

< ., Daylite] o Search criteria

» [ Calendar —
» @ contacts

» & Objectives

b o Tasks W&, 18 results in attachment names

Name Linked... Extension Storage Creat..

» [ Notes & Email
» B Forms

» If Groups
& Roports Daylite Academy von iOSXpert.pages @ Opp... 7 pages () Inter... 09.07.15

CalendarPublisher filr Daylite.pdf [ com... "X par Inter... 09.07.15

Daylite - CRM fiir OS X & i0S.docx © opp... [ docx Inter... 09.07.15

() DayiiteDocs Daylite Benutzerhandbuch - Daylite Mail Assistant - iO... [{]Com... "% pdf Inter... 08.07.15

30 results in content of files

CalendarPublisher fiir Daylite. pdf [ com... "X pat Inter... 08.07.15 | Edit L)
Daylite Benutzerhandbuch - Daylite Mail Assistant - i0... [ Com... "X pdf Inter... 08.07.15
Daylite Server Admin - iOSXpert.pdf TNote X pat Inter... 10.07.15

DayliteMessages fur Daylite.pdf 2 reopie™: pat Inter... 09.07.15

+ 48 search results in 2 groups

Search Criteria

To narrow down your search (and also speed up the search) you can determine WHERE to
search (1) before you enter a search string. The search can be performed on the following
elements

« Names (file names)

+ People (first name, last name, middle name, prefix and suffix)

« Companies (company name)

* Projects (project name)

* Opportunities (opportunity name)

« Task (task title)

« Appointments (appointment title)

* Notes (note title)

« Emails (email subject)

* Full text search of documents (see chapter Full Text Search below)
* Full text search of notes and emails (see chapter Full Text Search below)

A

A

A search for "Max" for example would display all file where the file name contains "Max" but
also files linked to contacts whose name is Max or whose name contains Max. You can select
one criterion, multiple or all criteria. You need to confirm your selection before performing the
next search

Please note: the full text search of documents and/or notes and emails slows down the search
significantly!
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[ NoN ] + New a J Q
DayliteDocs DayliteDocs DayliteDocs 4k

72} Home

W

< C, Daylite] o Search criteria

» [ Calendar o

» @ contacts a
Name Linked. ™ Show results for group

» & Objectives

b o Tasks 18 results in attachment names Names Tasks
Persons Appointments
CalendarPublisher fiir Daylite. peif [ com Companies Notes

» B Forms Projects E-Malls
Daylite - CRM fiir OS X & i0S.docx © opal
» I Groups

@& Reports
) DayliteDocs Daylite Benutzerhandbuch - Daylite Mail Assistant - i0... [{]Com

» [ Notes & Email

Daylite Academy von iOSXpert.pages © opp!

30 results in content of files

CalendarPublisher fiir Daylite. pdf [ com... "X pat Inter... 08.07.15 | Edit L)
Daylite Benutzerhandbuch - Daylite Mail Assistant - i0... [ Com... "X pdf Inter... 08.07.15
Daylite Server Admin - iOSXpert.pdf TNote X pat Inter... 10.07.15

DayliteMessages fur Daylite.pdf 2 reopie™: pat Inter... 09.07.15

+ 48 search results in 2 groups

Full Text Search

Full text search is a mighty tool in DayliteDocs. Opposed to the search for file name and names
of parent objects it searches the textual content of documents. Please note that this kind of
search may take a while, depending on database size, document size and amount of
documents.

Click Search criteria and check the box next to Content of files (1) and confirm your selection to
search the textual content of your PDF documents.

Please note: in order to search the textual content of PDF documents they either need to be
indexed or imported using the Docs2Daylite companion app. In addition to that it needs to be
possible to highlight and copy the document's text (e.g. OCR'ed PDF files). The content of a PDF
document that contains just a picture will not be searchable.

In case your PDF documents have been imported via the PDF2Daylite plugin, please use the

search criterion Content of notes & email (2). This criterion will also find documents attached to
notes an emails whose textual content contains the search string.
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Persons Appointments
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30 results in content of files
CalendarPublisher fiir Daylite. pdf [icom..."Xpat () inter... 09.07.15 | Edit L)
Daylite Benutzerhandbuch - Daylite Mail Assistant - i0... [{]Com... " pdi () Inter... 03.07.15
Daylite Server Admin - (OSXpert.pdf Tnote Fpal [ inter... 10.07.15
DayliteMessages fur Daylite.pdf L Pecple™pdf [ Inter... 09.07.15
26 more..
+ 48 search results in 2 groups

Access Previous Searches

It is possible to return to previous searches, so you don't need to retype a search string. To do
so, use the arrows (1) in the navigation bar. Click and hold the arrow to get a list of previous
searches (2).

[ NoN ] + New a || Q Search
DayliteDocs ‘ DayliteDocs. DayliteDiocs. +
2} Home :
o K | o Dayiite ©| | Ssearcheritera |
» [ calendar ) " Daylite | Opportunity,c )
ite | Opportunity,docx
1 Internal
» B contacts e (e “
_ Daylite | No filter Linked... Extension Storage Creati...
> @ Objectives No search text | No filter
b of Tasks me
=]
» 8 Notes & Email Daylite - CRM fir OS X & i0S.docx © Opp... T doox () Inter... 09.07.15
» B Forms
» I Groups
@& Reports
() DayliteDacs:
Edit -]
s 1 search results in 1 groups
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Filter Files

To narrow down the search (and also increase search speed) you can determine WHAT you
would like to search (7). You can filter by certain criteria or use the filter preferences (2) dialog
to determine filter criteria

Filter allow you for example to search for internal files of a certain type (e.g. Word documents).

[ NoN ] + New a J Q

DayliteDocs, DayliteDocs DayliteDocs +

72} Home
< Q Search criteria
» [ Calendar —

» @ contacts
Name Linked... Extensicn Storage  Creat
» & Objectives

Daylite - CRM fr 0S X & (0S.docx © Opp... T doex () Inter... 09.07.15
b o Tasks i bl

» [ Notes & Email Daylite Handout V1 - I0SXpert docx T Project T doex () Inter... 09.07.15
» B Forms Daylite Handout V2 - I0SXpert. docx | Project 7 doex [ Inter... 09.07.15
» [E Groups
@& Reports
() DayliteDocs

MacBusinessForum ven IOSXpert.docx [ com... T doex Inter... 09.07.15

+ 4 attachments

Apply Filter On-The-Fly

On-the-fly Filter can be applied directly from within the table/list of files. To do so, move your
cursor over the column with the desired criterion (e.g. file extension). The cursor then turns into
a funnel symbol (2). A click applies the filter criterion (e.g. PDF) and it will be displayed in the
navigation bar
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10.07.15

10.07.15
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nan7 15

Within the navigation bar filter criteria can be added in the same manner as search criteria. To
do so, click Filter+

The following filter can be used:

If you have already applied one of the above criteria the criterion is being greyed out

Linked object (e.g. just files linked to emails)
File type (e.g. just PDFs or JPEGS)
File location (e.g. files within the database or archived files)

Creation date (only files that have been added to Daylite within a given time frame)

. This

means that only for one file type at a time can be filtered for example. To filter for PDF files and

DOC files at the same time is currently not possible.

Click Add to a apply the filter criteria

SCREENSHOT BENA-TIGT (Filterkrierium ausgeklappt, z.B. schon "EMails" als Filter eingefAlgt)
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Detail View and Preview

After the search result has been displayed, it is possible to preview the files, proceed directly to
the file's parent object or even compare two documents. The parent object is the Daylite object

the document is linked with (e.g a project an invoice document is linked with).

Detail View of Parent Objects
As soon as a file in the list is being selected, the parent object shows in detail view

The parent object can now be reviewed (e.g. read an email), edited

Daylite window or tab
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e0e + New a @ Q Search

S 4

72} Home
Q Search T Seminar "Verkaufen an Entscheider"
» [ Calendar
» @ contacts
Name Linked... Extension Storage  Creati. catogory O Seminar
» & Objectives - status In Progress
T CRM auf dem Mac.pdf Sinote pdf () Inter... 13.07.15
s due 1. 8.2015
» [ Notes & Email CalendarPublisher fir Daylite.pdf [y com... =X par 09.07.15 ctart 23, 6.2015
» 5| Forms David Stein.vef Note 13.07.15 ~
=] i n O people (L David Stein [») @ Teilnehmer
> I8 croups Daylite - CRM fir OS X & I0S.decx © opp. 09.07.15 (L Doreen Dietrich [ @ Teilnehmer
@& Reports (& Franz Meier |») @ Teilnehmer
Daylite Academy von iOSXpert.pages © Opp... 7 pages [ Inter... 09.07.15 (X Hans Schuize |») @ Vorgemerkt
Daylite Benutzerhandbuch - Daylite Mail Assistant - i0... [{1Com..."k paf () Inter... 09.07.15 4 Jenny Gsell |») @ Vorgemerkt
.- Show 3 more...
" Project [ docx & Inter... 09.07.15 ~
companies (2 D & W Kommunikationsagentur |+ Kunde
- g
Daylite Handout V2 - I0SXpert.docx T Project 7 docx 09.07.156 5. Lficcha Sroifl perrar Kund
Edit 6
Daylite Offling Verfiigbarket - I0SXpert.pages (5 App... 7 pages [ Inter... 09.07.15 3
Daylite Reports & Auswertungen - IDSXpert pages () App... 7 pages T Local 09.07.15
Daylite Server Admin - [OSXpert.paf [Tinote “Epdf () Inter... 10.07.15 Pr——
DayliteMessages fiir Daylite. pf A People™ pdf () Inter... 09.07.15 g
Der Daylite MailChimpConnector von iOSXpert ist da.pages (-) App... 7 pages [ Inter... 09.07.15 I.
FoneConnector fiir Daylite.pdf L Peopie™ paf [ Inter... 09.07.15
GeoFind fur Daylite pdf L Peopie™X pat [ inter... 09.07.15 S
Lieferschein JAGOB Elektronik pdf Minote “Lpat [ inter.. 09.07.15 e eee
Lieferschein JAGOB Elektranik. pdf @icom.. " pat  TLocal 10.07.15 EEERs———
Lieferschein NTP Handels GmbH.pdf [E1 com... X paf Hocal 10.07.15
Lieferschein NTP Handels GmbH.pdf [CiNote “Lpdf () Inter... 09.07.15
MacBank Aic Datanhiatt - NSYnart ndf Ernm it Y intarnanzis
+ 1 attachments of 56 Open with Microsoft... v

Preview Pane

The preview pane is located right below the detail view. A preview of a selected file will be
displayed here.

A
eoe + New a ] Q Search

— B

0, Auftraggeber: Versandanschrift: Alf Fiuppert

73} Home

Q Search

Search criteria

» B calendar
B ots category @ Protokoll
Name Linked... Extension Storage  Creati... keywords ( Docs2Daylite |
» @ Objectives files ( [3 David Stein |») ([ Rechnung hardwareversand.de |» )
GRM auf dem Mac.pdf Sinote “Lpar L) inter.. 13.07.15 os & nly | nung 4
b o Tasks -
content
» [ Notes & Email GalendarPublisher fr Daylite.pdf [Eicom.. " paf [ Inter... 09.07.15
» [ rForms W Note FHv
> 1@ Groups Daylite - GRM fir OS X & (0S.dox © Opp... T doox L) Inter... 09.07.15
& Reports
Daylite Academy von iOSXpert.pages © Opp... 7 pages [ Inter... 09.07.15
Daylite Benutzerhandbuch - Daylite Mail Assistant - iO... [41Com... "% paf () Inter... 09.07.15
Daylite Handout V1 - I0SXpert docx I Project T docx () Inter... 09.07.15
Daylite Handout V2 - I0SXpert.docx T Project " doex 09.07.15
Edit ©
Daylite Offline Verfiigharkeit - iOSXpert.pages (& App... 1 pages 09.07.15
Daylite Reports & Auswertungen - [DSXpert.pages (& App... 7 pages 09.07.15 David Stein
D & W Kommunikationsagentur
Daylite Server Admin - [OSXpert.pdf [INote X paf .. 10,0715 s
DayliteMessages fur Daylite.paf A People X pat 09.07.15

Arbeit +49 30 52000811

Der Daylite MailChimpConnector von iOSXpert ist da.pages (1) App... 7 pages () Inter... 09.07.15 [ —— O

FoneGonnector fiir Daylite. pdf lPaopl!? paf [ Inter... 09.07.15 call 4 FaceTime (&, Audio
‘GeoFind fui lite.f P li it Inter... 09.07.15
Gl A reopieTLper  inter David.Stein@example.com
Lieferschein JACOB Elektronik pdf Nate it Inter... 09.07.15
ersehain nik.pd =] Lot O inter. Karl-Marx-Str. 214
12055 Berlin

Lieferschein JACOB Elektronik pdf Com... it Local 10.07.15

& & Tt B Deutschland
Lieferschein NTP Handels GmbH.pdf [E1com... X paf Docal 10.07.15
Lieferschein NTP Handels GmbH.pdf [SINote X pat 09.07.15
MarRank Air Diatanhiats wt A i L ST £ ans, Q071

+ 1 attachments of 56 Open with Contacts | ~
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Opening a File

To open the selected file with the app OS X associated with this kind of file type, click the Open
with xx button (1) in the lower left corner of the preview pane. To open the file with a different
app, click the little arrow (2) next to the Open with xx button and select the desired app from
the list

[ JoN } + New a | a
DayliteDocs DayliteDocs DayliteDocs +
2% Home r 3 . . .
| Q | | search criteria i, Auftraggeber: Versandanschrift: Alf Fiuppert
» [ calendar
Filter +
» B Contacts L | category @ Pruluku\lr
- Name Linked... Extension Sterage Creati... keywords | Docs2Daylite
» @ Objectives . =
— y -~ files ([ David Stein |») ( [ Rechnung hardwareversand.de | »
CRM auf dem Mac.pdf Note "% pdf Inter... 13.07.15
> o Tasks ’
o -~ content
» B Notes & Email CalendarPublisher fur Daylite.pdf [ com... "X pat \ Inter... 09.07.15
» B Forms M Note FHvef ¥ Local 13.07.15
r@a =
15 croups Daylite - CRAM fr OS X & I08.docx ©opp.. T doex Inter... 09.07.15
@& Reports
Daylite Academy von iOSXpert.pages © Opp... 7 pages Inter... 09.07.15
() DayliteDocs
Daylite Benutzerhandbuch - Daylite Mall Assistant - i0... 5] Com... "k pdf  Inter... 09.07.15
Daylite Handout V1 - iOSXpert.doex | Project & docx [ Inter... 09.07.15
Daylite Handout V2 - iOSXpert.doex T Project & docx [ Inter... 09.07.15
Edit ]
Daylite Offline Verfigbarkeit - (OSXpert.pages (5 App... 7 pages [ Inter... 09.07.15
Daylite Reports & Auswertungen - IOSXpert pages () App... * pages 3 Local 09.07.15 DaVid Stelﬂ
— D & W Kommunikationsagentur
Daylite Server Admin - (0SXpert.pdf Note "% pdf Inter... 10.07.15
DayliteMessages fiir Daylite. pdf X reople™ pdf [ Inter... 09.07.15
Arbeit +49 30 52000811
Der Daylite MailChimpConnector von iOSXpert ist da.pages (- App... 7 pages [ Inter... 09.07.15
& E il i == Fax Arbelt +49 30 52000813
FoneGennector fir Daylite.pdf X People ™ par ) Inter... 09.07.15 call FaceTime Audio
GeoFind flr Daylite.pdf People "L pdf Inter... 09.07.15
PR ‘t pla ool Arbeit David.Stein@example.com
Lieferschein JACOB Elektronik.pdf ™ Note - pdf Inter... 09.07.15
p “L pd Arbeit Kar I R
. . . § _ 1og  TextEdit
Lieferschein JACOB Elektronik pdf Ecom.."tpar  Elilocal 10.07.15 ., DragonDrop
. . § - Microsoft Excel
Lieferschein NTP Handels GmbH.pdf & com.."Epat Tl Local 10.07.15 Xcode
— . TextEdit
Lieferschein NTP Handels GmbH.pdf Note X pdf  Inter... 09.07.15 Dayiite
. . Microsoft Outiock
POy Y ch it o e Int. nan uo
+ 1 attachments of 56 " Open with Contacts | &

Compare

When selecting multiple files it is possible to review them one after another by using the arrow
buttons (1). When selecting just two files, the Compare button (2) becomes available. Click this
button and both selected files will be displayed side by side in a new separate window. If you
have selected two Word documents (.doc or .docx) a click on the Compare button triggers the
comparison feature built in to Microsoft Word (this feature requires Microsoft Office for Mac
2008 or newer) which highlights all the changes (3).
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DayliteDocs ‘ DayliteDocs +

T Seminar "Verkaufen an Entscheider"
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status In Progress

Storage  Creati
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Notizen, E-Malls und mehr, Inf Business auf dem Mac effizienter gestalten.
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Show 3 more...

Kontaktmanagement

Anschrlften ader

In Daylite
Persan oder Firma.

bellebig viele'
) pages I Local 09.07.15
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Persan auch mehreren Firmen zugeordnet werden.

“Lpat L) inter... 10.07.15

companies | Bs D & W Kommunikationsagentur | ¥ Kunde
(M rRanhn Siaft naremt Knmminibatinneanantr |51 Kinda.

Sle kbnnen Branchen definieren und - h '£ pdf [ Inter... 09.07.15 Edit °
s 1t} und Kategorien = .
£ Inter... 09.07.15 5
£ Inter... 09.07.15
Daylite Offline Verflgbarkeit £) Inter... 09.07.15 Cotgan e camary

Wenn Sie oder inre Mitarbeiter d dennoch
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Ihre Daten. Unabihinglg davon ob Sle elne Verbindung zum Serveghaben oder nicht. LT

',Epm £ Inter... 09.07.15

"X pat  Dlocal 1007.15

.. Lpat  Hlocal 10.07.15

“Lpat L) inter... 09.07.15

Projektmanagement

Daylite Bilf Inen, Projekte ru plancn und durchzafohren Unterieilen Sie Thre Projekte in Phasen
uni arbeiten Sic mit selbst definierten Workflows. Diese Workflows kinnen Aufguen und Termine
beinhalten, deren Filligkeiten in Abhingigksit von Ihren Ziclen autmatisch gesetzt werden.

...'£m| £ Inter... 09.07.15 I s

“Lpat L) inter... 10.07.15 T

',Epm £ Inter... 09.07.15

T docx L) Inter... 09.07.15

— - o o

Open with Microsoft. v Compare >

Druckl itansicht Ap Saiten:
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DayliteDocsTab

Beside the global view DayliteDocs provides individuals tabs for the following Daylite
elements:

* Projects

* Opportunities
« Companies

* People

These different tabs as well as the global view provide the same functionality. The only
difference is the underlying data basis. Whereas global view searches all documents in the
Daylite database, the DayliteDocs tabs search just the currently selected element. The
DayliteDocs project tab for example, searches just the documents directly linked to the
selected project or those files attached to elements like people, companies or emails linked
to this particular project.

Example

We're using the DayliteDocs tab in projects as an example to describe how the tab works. The
tabs works identical in the Daylite elements People, Companies and opprtunities.

DayliteDocs Tab

(1) Select a project

(2) Click the DayliteDocs tab

(3) Use the search and filter function to find the desired documents
(4) Select one or multiple files from the search result list

(5) Retrive additional info about the parent object or edit it

(6) Preview the selected file and open it

(7) Compare two selected files
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» Calendar ette - . .
L2 m:;::am Seminar Q, Search "T Seminar "Verkaufen an Entscheider"
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¥ @ objectives - t Semi
Or. Eggert Sko - Seminar Name Linked... Extension Storage  Creatio... category C Seminar
B My Active Projects status In Progress
4 My Active Opportu... CalendarPublisher fr Daylite.pdf £ Internal 09.07.15
11 Seminar fiir Kramp & Kollegen dus 1. 8.2015
tart 23, 6.2015
All Opportuniti o
De@mmis Webschnittstelle fiir Griner und... ~
> & Tasks Ubergabe AL people (A David Stein |») @ Teilnehmer
P 8 Notes & Email Einzelschulung Rabe ° MacBusinessForum von iOSXpert.decx [&com... £ Internal 09.07.15 @E) @ Teilnehmer
» = Forms Nacharbeiten Franz Meier | > @ Teilnehmer
Seminar fur Herrn Schulze_Estimate_Dez._10_2013_1... % People X pdi  HlLocal 11.08.15 L Hans Schuize |») @ Vorgemerkt
» B Groups Seminar fiir Herrn Schulze ° L Jenny Gsell |») @ Vorgemerkt
© Reports Vorbereitung Show 3 more...
(L) DayliteDocs Intensiv-Schulung fir PWS. o DOy
Vorbereitung
Edit
o Seminar "Verkaufen an Entschei... T
[~
FLMH Lohmaier - Beratung °
Nachbearbeitung
Fremde Federn Kéddermann &... -
Nacharbeiten
Gudzinski Giselher - Beratung °
Durchfiihrung
Marotzke & Go. GmbH - Entwic... @&
Paul Johannes - Beratung °
Abstimmung
Pfeil Dirk - Beratung °
Nachbearbeitung
a
+ 15 items 2 attachments of 5 Open with Microseft Word v Compare >
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Import Documents With Docs2Daylite

The following describes two ways to add documents to Daylite

Please note: the current Docs2Daylite version supports PDF files only!

Import PDF Files

To import a PDF file to Daylite drag & drop the the file onto the Docs2Daylite companion app.
The app is available on the desktop and/or in the Applications folder.

Please note: to be able to perform a full text search with DayliteDocs later on, the text of a PDF
file needs to be highlightable and copiable. PDF files created on a Mac usually already contain
highlightable and copiable text. In case of scanned documents OCR (optical character
recognition) needs to be applied. Read more about scanning documents in the this chapter.

1. Select one or multiple PDF file you would like to import

CRM auf dem  josXpert.pdf
Mac.pdf

2. Drag & drop the file(s) onto the Docs2Daylite icon on the desktop or within the Applications
folder
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iOSXpert.pdf CRM auf dem
Mac.pdf

3. The file(s) will be imported

[ NoN ) + New Note ~ 0 (] Q_ Search
Worklist  People Al Groups
Docs2Daylite | +
£} Home Arranged by Created & Q & +-
¥ [ Calendar Adobe Acrobat PDF Files Adobe® Po... Heute
3 my Calendar Adobe Acrobat PDF Files Adobe® Portable Document Heute 12:38
R Users & Resources
©, all T
©, ale j0SXpert 19.06.2015 keywords ~( Docs2Daylite
t files ([ iOSXpert | »
¥ [ Contacts Stundenplan For: Stunde Zeit Montag Dienstag
Mittwoch Donnerstag Freitag @
L People

Companies ‘ m’; 10SXpert.pdf
4, Shared People |A-| 7.8KB
B2, Shared Companies
Bz, Kunden
B, Lieferanten

¥ & Objectives
[ My Active Projects
4 My Active Opportu...
Al Projects
@ Al Opportunities

v o Tasks
I workiist
[ Not Done
©» Delegated
Done
' All Tasks

v [@ Notes & Email
™ Notes
[=] Email
EL PDF2Daylite
EL Docs2Daylite
» [ Forms
» Il Groups
[ T sl SR S

Scan to Daylite With a ScanSnap Scanner Prerequisites

A ScanSnap scanner allow you to scan a document directly into Daylite. This requires the
ScanSnap software to be configured accordingly.
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Please note: to be able to perform a full text search with DayliteDocs later on, the text of a PDF
file needs to be highlightable and copiable.

1. Start the ScanSnap Manager app, open the Settings and deactivate Quick Menu

o

Scansnap

Cofor mage Scarnmner

|| Quick-Meni verwenden Profil

ofohlen Kleine Date {iohe Bildgualitat Standard B

#4, Anwendung | =3 Speichern | [ Scanmodus | [ 2, Dateiart

Wihlen Sie die gewiinschte Anwendung.

Anwendung: E Adobe Acrobat Pro

Hinzuflgen oder entfernen...

?

| Ausblenden A | | Ubernehmen |

2. In the Profile drop-down menu click Add Profile... and assign a name
o

Scansnap

Color image Scaemnmer

Profil

v Standard

Scan to Folder

Scan to E-mail

#4 Anwendung | 3 Speichern e Scan to Print

Scan to Google Text & Tabellen{TM)

|| Quick-Men( verwenden

hlen Kleine Date

Empronie eine Late ohe

Wihlen Sie die gewlinschte Anwendung. Profil hinzuftigen...

. Profilverwaltung...
Anwendung: | [~ Adobe Acrobat Pro | > |

Hinzuflgen oder entfernen...

| Ausblenden A | | Ubernehmen |
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3. To scan directly to Daylite, the Docs2Daylite companion app needs to be added to the

ScanSnap Manager once

o
Scansnap

CuicMand verwenda)

Hinaufigon odor ntfomon.

4. Select a folder were you want to save the scanned documents in addition to the Daylite

database

[ )

Scansnap

Colfor meage Scarnmnaer

|| Quick-Ment verwenden Profil
Empfohlen Kleine Date Heohe Bildqgualitat PDF2Daylite B

£ Speichern

Geben Sie den zu benutzenden Ordner und das gewiinschte Dateinamenformat an.

Speicherordner fir Bilddaten:
/Users/iosxpert/Desktop/Daylite Dokumente

Durchsuchen...
Dateinamenformat...
z.B. 2015_04_15_13_49_33.pdf
|| Datei nach Scan umbenennen
?
| Ausblenden A | Ubernehmen
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5. To ensure that Daylite can perform a full text search on the scanned PDF document, check

the option Convert to Searchable PDF

[}
Colfor meage Scarnmnaer ‘
| Quick-Ment verwenden Profil
PDF2Daylite B
#A, Anwendung | £J Speichern |5 Scanmodus| [ Dateiart | F Papier | CJ3 DateigréBe

Geben Sie die gewiinschten Dateioptionen an.

Dateiformat: | & PDF {*.pdf)

<

Texterkennung wahlen

| Markierten Text als Schliisselwort der PDF-Datei hinzufiigen
Zielmarkierung

In durchsuchbare PDF konvertieren

Te: nungsoptionen

Sprache: Deutsch
Zielseiten: (| Erste Seite © Alle Seiten

2 Option...

| Ausblenden A Ubernehmen

When a document is being scanned now, the PDF file will automatically be added to Daylite and

be available to be searched by DayliteDocs
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Miscellaneous
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Removing the Plug-In

Follow these steps to deinstall a Daylite plugin

1. Open Finder

[ NN H Sebastian-B-MacBook Pro
<> =~ 8 ol - E~v| O »

v Name ~  Anderungedatum GroBe  f
¥ Dropbox » (3 Entfernte CD/DVD —
™ iCloud Drive + E Macintosh HD Heute 12:38 178,36 GB
S Box Sync b @ Netzwark - S|
©) Downloads
@ Airrop
S8 Bilder
[) Schreibtisch
= Filme
#3 Programme
[ Dokumente
5 Anleitungen

. & Sebastian-B-MacBook Pro
¥ 3 Objekte

2. In the menu bar select Go and hold down the a¥ alt key. The Library folder will appear.
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(el Window Help

Back |
Forward ]
Xt

%F
H Documents {+30
B Desktop 4%D
EL
{+3H

{+¥8C
4+ %R
@ Network 08K
& iCloud Drive 38l

A; Applications ~ (+38A
48U

Recent Folders >

4+ #G
#K

Go to Folder...
Connect to Server...

4. Navigate to the folder Application Support ->

L NoN [ Library
HE = 2B oo &~ B H =3 A |
Favoriten MHama Andenmgedatum Grobe Art
22 Dropbax r [ Accounts 7. Okiober 2014 14:04 Ordnes
. R - E Address Book Plug-Ins 4, Juli 20714 08c34 Ordngr
& iCloud Drive b [ Application Seripts 12. Mal 2014 15:41 - Ordner
[ Box Sync >
o Downloads > B9 Assistant B. November 2013 1605 Ordnir
. » [0 Assistants 15, Dazamber 2012 12:52 Crdngr
@ Airrop » B Audio 15. Dezember 2012 12:52 -~ Crdner
i Bilder v [ Autosave Information Gestern 10:14 Ordner
[ Schreibtisch k[0 Caches Haute 14:31 Ordnes
+ [ Galendars 22. Oklober 2014 11:05 Oirdner
H Filme # [ chat.hipchat.com 3. Dezember 2013 11:38 -~ Crdner
:,b.; Programme [ ColorPickers 15, Derember 2012 12:52 Ordrir
N — » [ Colors 17. Oktober 2014 00:14 Ordnes
- # [ ColorSync 26. Oklober 2014 11:48 - Grdner
ES Anleitungen » [ com.apple nsurisessiond Heuta 12:38 - Ordnas
Teore k[ Containers 16, Qliober 2014 17:09 O

£ Macinteah HD + [ Banutzer = <& basti » [ Library = [ Application Supoert

A

1 won &5 ausgewihit, 5021 GB verligbar

5. -> com.marketcircle.Daylite4 ->
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6. -> Plugins

eCe® [B Application Support
Q Suchen
Favoriten Andenungsdatum
£2 Dropbox » [ com.apple.QuickLook 30. Oktober 2014 10:13 - On
* [ com.apple.sbd 23, September 2014 16:54 - O
iCloud Driva

= [ com.apple.spotlight Heute 14:18 - O
5 Box Sync ' com.apple.spotiight.Shortouts Heute 14:18 44KB Do
© Downloads + [ com.apple.TCC Heute 14:30 - O
@ » [ com.boinx.Mousepose.Mac 26, Oktober 2014 10:28 - O
rDrop com.marketcircle. Dayiited 10. Oktober 2014 16:02 On
[l Bilder * [ com.zeptolab.cuttheropehd 1. August 2013 11:10 - On
[ Schreibtisch » [ Console 10. Januar 2013 17:15 - O
E ¥ [ CrashReporter Heute 12:52 - On
Filme + [ Dialectic 12, Juni 2014 15:17 —- o
+% Programma » [ DiskDrill 24. Juli 2013 21:32 -  On
Br.nm . » [ Dock Gestern 12:08 - On
» [ Drophox 23. September 2014 16:54 - On
5 Anleitungen » [ Dropzone 3 22. Juli 2014 09:08 -~ On

& Macintosh HD » [l Ber » 4 bas' » [l Libr » [ Application Support » [l com.marketcirche. Dayilit

1 von 86 ausgewdhit, 69,21 GB verfigbar

" ProductivityTools. lic
 Storage.dipdb

» [ Templates

» [ Time&Budget
" WebGonnector.lic

16. Juni 2014 0B:42
10, Oktober 2014 16:02
Heuta 14:36
Gastern 08:39
11. August 2014 16:13
24, Jull 2014 19:51

16, Juni 2014 0B:25

4. September 2014 16:36
31. August 2014 11:57

Q. Suchen

& Macintosh HD » Ji Ban. » < basti » [i§ Libe: » B App! » [B com.marketcircie Daylited » [ Plugins

1 von 8 ausgewdhit. 68.21 GB verfiigbar

7. Delete the file DayliteDocs.daylite-plugin
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[ BoN ] M9 Plugins
.<_._.J i =3EDI|[D]] #v - IT' (= = E | Q Suchen -
Favoriten | Name ~  Anderungsdatum Grobe
%2 Dropbox 3 _FoneConnector.da =
) ) ™ GeoFind.daylite-plug Offnen )
Cloud ® ProductivityTools.dayiite-plugin | Ofnen mit >
Box Sync ® ReporiCenter.daylite-plugin Paketinhalt zeigen
© Downloads ¥ TncinBudiLerRs £Lh
i ™ WebConnector.daylite-plugin
@) irdrop Informationen
ii® Bilder «FoneConnector.daylite-plugin® komprimieren
[ Schreibtisch .FoneConnector.daylite-plugin” auf CD/DVD brennen ...
Duplizieren
E Filme Alias erzeugen
#% Programme Ubersicht von ,FoneConnector.daylite-plugin®
@ Doliimants Bereitstellen >
7 Anleitungen «FoneConnector.daylite-plugin® kopieren
Goriite Darstellungsoptionen einblenden
. —_—
ElSebashm-E-,., & Macintosh HD » E » @ b » L | Tags ...
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8. Restart Daylite

Dateien mit TeamViewer senden
Im Finder zeigen
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