An Introduction to EasyDoc

EasyDoc is a simple drawing and document control system designed for small projects not normally
employing specialist document controllers who have a computer (running Windows 95, 98 or NT).

EasyDoc enables you to register incoming documents and then distribute them to the people who need
the information. A simple transmittal note is produced for each recipient.

EasyDoc is designed to be as quick and simple as possible, it does not have all the ‘bells and whistles’
of the Finedata DocSafe system.

Your computer must be running Microsoft Windows 95, 98 or NT Workstation, have a CD-ROM
drive, at least 64Mb of RAM, 20Mb of free hard disk space, an A4 capable printer and have your
display resolution set to 800x600 or better.

This document is only meant to be an introduction — to get you up and running. We believe that it
should be all that most people ever need.

Installing EasyDoc

When you run the set-up program you can simply follow the on-screen instructions, but here is a
summary for you:

7 Installing EasyDoc || EasyDoc is a doddle to install, simply pop the CD
in your drive and the set-up program will normally
start automatically. If it doesn’t, click on the
<Start> button (normally at the bottom left of your
display) and select the run option. When the box
appears type D:\SETUP and press the enter key —
obviously you’ll need to replace the D: with a
different letter if your CD drive is E: or F: or
whatever.
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When the screen shown above is displayed, you should click on the <Starf> button.

x| The set-up program will then process the files it needs
Unpacking C:AwWINDOWSASYS TEMYWFPER. DLL to install.
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x|l When it has finished, it will present a dialog window

Installalion was completed successfull like the one on the left.
Simply click on the <Ok> button and the process is
complete — you should find a shortcut to EasyDoc on
your desktop.
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| Enter Install Activation Number

Install Activation Number |

EasyDoc Installation requires an Activation Number issued by
Finedata Ltd.

Call Martin Griffin on 07711 588377 to get this.
Serial No. :FDEA-78083221DS1339/01FD

To run this system in a trial mode, you can enter the Serial No.
inthe Install Activation Key Field

But - You will have to do this each time you run EasyDoc until you get an

Activation Key.
ok | oF

When you load EasyDoc for the first time you will be presented with the screen above. You can start
out by using the trial activation number. To do this you just enter the serial number in the ‘Install
Activation Number box’ and then click on the <OK> button. To get your full activation number, call
Finedata Limited on the number shown on your screen.
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After you have passed the activation number screen, EasyDoc will present a screen like this one. On
the left there is a grid, in which you will see each of the projects you set-up with EasyDoc. To add your
first one, click on the <Add> button.
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1. Specify Details Below (normally for Completely New Project:
" 2. Specify Details On Project List (normally for Existing Projects)

Use this option to create new projects in new folders based on THE
CURREMNT BASE FOLDER AMD THE PROJECT NUMBER - WHICH ¥OU
CAN ENTER BELOWY.

Ifyou are TRYING TO ACCESS AN EXISTING PROJECT FROM THIS
WORKSTATIOMN SELECT OPTION 2
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EasyDoc will present you with a window like this one. The ‘Project Number or Abbreviation” box will
be highlighted. You should enter an identifying code for your project here. This might be an
abbreviation of the name, a cost folio number or a project number. If you get it wrong, you can change
it later. When that has been completed, EasyDoc with copy your entry to the ‘Project Title or
Description” box — here you can fill in a longer description for your project. When you are ready, click
on the <Ok Create Me a New Project> button.

You will have probably noted from the previous screens that there are other options to assist in setting
up projects, but this is a getting started guide — so you are advised to follow the default method.

When you click on the <Ok Create Me a New Project> button, EasyDoc will take you back to the list
of projects and your new one will have been added. To select the project, click on the <Select Project>
button.
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| Create New Database

Are You Sure You Want To Create A New EasyDoc Database
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No - Do Mot Create The New Database

(take me back to locate one) Ok - Create The New Database

The first time you use the new project, EasyDoc will present a screen like the one above. You should
click on the <Ok — Create The New Database> button. This step is only performed once for each new
project.
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While the database is initialised, then you will be presented with a window like the one above. When
the process has been completed, EasyDoc will present a screen like the one below:

Project Selection Menu |

Compiete Project No. & Title - Then Click on 'Save Project Detalis' 1o Save.

Project No. | [T

Title I 1694 - A BRAND NEW PROJECT

Save Project Details fa

The Project No. and Title can at this point be changed if required, they can be different to the ones on
the main list of projects if necessary. When you are ready, click on the <Save Project Details> button.
Two new buttons will then appear, if you click on the <Edit Project Details> button you will be able to
change the project logo, title and working days (normally set to Monday — Friday inclusive). If you
click on the <Select Project> button EasyDoc will take you to the main menu.
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At this point you are just about ready to start registering and issuing documents. Before you do so
though, it is worth setting up some of the companies and individuals you will be working with, so click
on the <Review List of Companies & Individuals> button — it’s in the bottom left corner of the main
menu.
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EasyDoc will present a window like the one shown above. There is a grid at the top in which the
companies and individuals you need will be listed as you add them. Below the list you will be able to
see the address and contact details for each entry.

add

EasyDoc will have added two items for you, they are your project and the project printers (known to
EasyDoc as the COPYSHOP). All you need to do with these two is enter their address and phone
number details.

Note that they are colour coded for you — the project entry is normally green and the COPYSHOP is
normally yellow. The project printer is often an external company that prepares all the copies of
documents being issued — EasyDoc can produce an order form for the printers to get the right number
of copies of each document in the right sizes for each distribution.

To complete the address details for each of the predefined items, click on their line in the grid near the
top and then the <Edit> button. EasyDoc will present a window like the one below:
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Company Ref. 1604 Name IhEEMVAERAND MEW PROJECT

Desceription I

Address & Contacts

Address

Telephane Fa No.

Contact | |

MNaormally Sent: 0 Full-Size Copies

1 Shot-Down Copies
Note:

Where vou want & recipient to recelve documents In a shokdown size wherever possibie, but get the fulksize
when itis the only oplion - simpiy epter ' In the ‘Full-Size' box and the number required inthe ‘Shot-Down' box.
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Most of the details are self explanatory, the name and address for example, but the two at the bottom
need some explaining. The boxes marked ‘Normally Sent: - Full-Size Copies’ and ‘Shot-Down
Copies’ refers to the company or individuals preference for the size and number of copies they like, or
are entitled, to get when documents are issued to them. Typically drawings are often drawn at A0 or
Al size, but some recipients are quite happy to get copies ‘shot-down’ to A3. EasyDoc knows a little
about document sizes and will automatically issues ‘shot-down’ sizes where requested (and possible).
When you have finished filling in all the details click on the <Save> button.

When you have updated both of the pre-defined items, you can click on the <4dd> button (while the
list of companies and individuals is displayed) to add other people the project needs to work with —
such as the architect, engineers or sub-contractors. Each one will need a unique reference, such as
‘R&P’ for ‘Roberts and Partners’ to help identify them later — as well as their address details.



When all the addresses that you need have been entered, click on the <Close> button in the bottom
right hand corner — or press the <Esc> key on your keyboard. You do not have to add them all now —
you can return and add more at any time in the future.

You are now ready to start receiving documents and registering them in EasyDoc. On the main menu
you will see a button for the <Main Document Register> click on it now.

When you receive new documents ar revisions, click
onthe Wain Document Register' button and select Main Document Register
the Add Mew Documents f Rewisions' aptian.

EasyDoc will present a window like this one.
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To add your new documents, click on the <Add New Document(s) / Revision(s)> button. EasyDoc
will present a screen like the one shown below.

Add Document
originator - J Document No. J More... EI
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The first thing EasyDoc needs you to complete to complete is the originator, the example shows the
drop down list being used to select ‘R&P’.

Note the <...> button next to the originator list, you can click on here to add a new originator should it
be required. You should look for these short-cuts positioned by data entry boxes — they often lead to
useful features.

The next field is the document number — which will be unique to each document. Some document
controllers prefix document numbers with an asterisk ‘*” when they are not drawings — this segregates
them from the drawings and makes reporting clearer later. When the document number has been
completed click on the <More...> button.

This will result in EasyDoc extending the data entry window to include some more fields — some of
which will only be visible when you start adding new revisions of existing documents.

T |
Add Document
Originator |R&P < Document No. | DRAWING/001

| New Document

Title ILE\/EL3 GEMNERAL ARRANGEMENT

Size Revision Reason Forlssue Transmittal ho Date Received Status
- - [ [ -

20 a0

a1 Jat

Save & Continue
b [x- othersize
save ()

EasyDoc will prompt for a document title, size (in the example the drop down list is being used) and a
revision (such as ‘A’ or ‘01°). If you complete the revision box, EasyDoc will require a reason for
issue and a date received — if you do not, EasyDoc will assume you are just entering the document
numbers and titles in advance of receiving the actual documents. When you have completed the
document details, if you have more documents to record click on the <Save & Continue> button, if
you have entered all the documents you wish to click on the <Save> button.

EasyDoc will take you back to the list of documents in the main register. To get back to the main
menu, click on the <Close> button in the bottom right hand corner — or press the <Esc> key.

onthe ‘Main Document Register' button and select Main Document Register
the ‘Add New Documents / Revisions' option

Ifyou have received some documents, but not yet
distributed them, you can click on the 'Review List of
Cocuments Awaiting Issue.. buttan to see a list

Review List of Documents
Awaiting Issue ...

When vou wish to send copies of documents that Ie<ng and Nictribita |
Until all your new documents are distributed, EasyDoc will display an extra button on the main menu
<Review List of Documents Awaiting Issue...>. You can click on this button to look at your list of
newly entered documents and print them out for yourself or someone else to decide about the
distribution.

Once the distribution has been decided you should click on the <Issue and Distribute Documents>
button.
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EasyDoc will present a menu, in most cases you should simply click on the <Ok — Extract the £
documents> button. |
|
. No. Picked hd -
‘ List of Documents To Be Issued ,1—'_2 e[ [ B | Eeven Documents | tssueDocuments & romuce ﬂ
Gid | Select Documents to Issue - When Ready Click on Distribution Dielete Fesiplent _ ile iansinaisNow
Picked|Originator  |Document Mo Rev |Title Reason| |
v RE&F DRAWING/O01 A |LEVEL 3 GENERAL ARRANGEMENT |
R REP DRAWNGNZ A LEVEL % GENERAL ARRANGEMENT | In the example, because they were completely new documents, there are no recipients shown on the
left hand side. If the documents were new revisions of existing documents, EasyDoc would present
you with a list based on who had the previous revision. To add one or more recipients click on the
<Add Recipient> button.
[Add New Recipiont || EasyDoc will present you with a window like the
one to the left and requires two pieces of information
Add Rec;:pient for each recipient, their ID — which you can select
— from the drop down list of Recipients — and the
— Recipient GMNT - . .
B reason the documents are being sent — which can be
REF R0 v ek | Xounpuk|  Ena | | M| B Fozsan m 4 selected from the drop down list of Reasons. To add
Defautts: | b [0 | a | mene | psaecumemtioust | L a recipient, fill in the boxes and click on either the
ReasmForissue | 7] ot Ditribution & fests Documments | EI <S¢_1v_e & Continue> button (if you wish to add more
- recipients) or the <Save & Return> button when
your list is complete.
EasyDoc will present you with a window like the one above — listing all the new documents in the grid [-]
in the middle. You can select and deselect the documents you wish to issue by turning on and off the PSS I P— | EasyDoc will then take you back to the document
tick box in the blue ‘Picked’ column of the grid. If you have some documents picked, you can click on 1ssues screen.
the <Review Distribution & Issue Documents> button. EI

When you have completed you list of recipients,

its Issue Documents & Produce 1 Qo
J ey click on the <Issue Documents & Produce

Transmittals Now> button.




Issue Print Options

|  EasyDoc will present you with

a menu like the example and

[ Select Distribution & Print Option you can chose to make the

& Distribute Documents
" Distribute Documents

distribution  permanent and

and Brint Transmittals MNow N N .
either print the transmittals or

- But Do Mot Print Transmittals

If you select not to print the transmittals now, you can always select

save them for later. Select the

the ‘Review Transmittals’ option from the main menu and print them OptiOIl ()f yOllI' Choice and Click
later.

on the <Do It!> button.
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Print Shop Request

As you have a ‘COPYSHOP’ entry in your list of

& Dopourequie a P shop Reuest | COMpanies and individuals, EasyDoc will prompt

you as to whether or not you require a ‘Print Shop
Request’ this is a document that lists how many

copies of each document, in what sizes, are
required to satisfy the distribution you have just

completed. Well done - you’re now an
EasyDocument Controller!
Finedata Limited

10 Ashley Court, Somerset Road
New Barnet. Herts
EN5 1RQ

Telephone: 020 8441 8979
Mobile: 07711 588377

Fax: 020 8440 8281

E-Mail: martin.griffin@finedata.com
Web: http://www.finedata.com

An Introduction to EasyDoc — Copyright © Finedata Limited 200 - 2003



