Options (bottom left buttons)

With the buttons from the bottom of the Reservations window you can:

x

) Ongoing projects
current todo | Invoice | Ideas/Projects | todo in future | ongeing and in progress| Urgent | Appointments | processed last All projects
160616 1605 joan VERM _ITestPr !
* 160616 1916 joan PROJ JTestnote/

W' 270418 1423 tet?2  PROJ C3Complaint
% ©270418 1432 tet2  PROJ 2Bithday pary

W 270418 1509 tei2  PROJOOOpening ourmameant

w 270418 1518 w2  PROJCEBasiccourse

v 010515 PROJOQTestcup <7/

w 160616 PROJCOAProject Competiton <73
w 160616 FROJC O Poject Competiton <> /
w 270418 FROJ I Opening toumamant

W' 270418 PROJCZ 8002 {

w' 130018 PROJCOZ x 27 holes for 2 dawe

= Dptions o F Tl e (=] Edit a

1. Print or Make basic settings
2. create a new entry
3. edit the selected entry

Options - Print and Settings. PC CADDIE gives you two possibilities to access the Options. Via
Persons/Reminder window and via the CRM window to the right of each person mask. Pressing the
button Options opens the following window:
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options

select an option: ‘

i, Erint list

[éﬁ Erint task list

& Printdaily list

[ Show CRM window

Show task window

Show alart wind ow

Basic settings

b 4 Cance|

|
|
|
|
|
|
|
|

|
|
| Open messages list
|
|

Chapter Print summarizes all the information.

Print list

PC CADDIE provides a variety of information. It can refer to a predefined data area, specific persons or
categories:
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Print information

Status / Keyword / Person
Date / User [ Sorting | Categories | Projects / Entries / Duration | Time accounts

Data area;

Eram:

Eor:

Done:

Sorting:

fram |14.IZIE.1EI to |14.DE.18

|7 kain date in this area

[¥ Resubmission in this area
[ Mew entry in this area

[T Change in this area

[ Completed in this area

Output

IQAII users

IQAII users

[~ and members of the group

Lef L«

IQAII users

By time (rmain date)

By category

By customer

By "fram" employee

By "far" employes

By "completed by" employes

X|

i& Erint

l % Reset l

l@ Laden l

lL—_I Save l

[X| Cluit

Date/User/Sorting

Under the tab Date/User/Sorting, you can first set the data area for printing. You decide whether only
the main date or both the resubmission, creation, change or the date of completion must fit in the

entered period of time. The more check-marks you set, the longer it takes to print the list, since each
check-marks triggers a search through all the entries. For Print list it is best to use , All users” in the
From: and For: fields. For Sorting we recommend the option ,by category”, but you can, of course,

make the settings individually according to your needs.

Use the tab Output to set which information should be printed.
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Print information x|

Date [ User / Sorting | Categories | Projects / Entries / Duration | Time accounts | b& Etint
Status / Keyword [/ Person Output
Times: |7 Frint reminder time
|7 Frint estimated time and accounts
l*ﬁ? Feset l
Infarmation: [V Print details (multiling)
l& Laden l
Status: [ Print completed by lH Save l
Entries: |7 Frint entries
Statistics: v Print topics and tasks
Total: |7 Frint total

Dutput media:

|7 Frint

[ Export (CSV-File):

ID:'\,F"CCADDIE'\,EXPD T,

lﬂ Cluit

Categories

You can set which categories should be printed using the tab Categories. Here you also have the
additional option of printing with new entries and with changes.
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Print information

Status / Keyword / Person
Date / User / Sorting

Categories:

nothing activated
=> print all

[T with new entries

[ with changes

Categories | Projects / Entries / Duration | Time accounts

Output

IO APP

Appointment i

O ATT

O BCWO
O CaALL

O CALLB
O CaALLL
O CHRE
O CONT

O &Il
O Fax

O 1oco
O Lk

O INTIM
O LIk

O LETT
O MEW
O HOTE
O oFIMN
O PCHG
O SEFA
O PROJ

O COMTR Contract
O CRYFT Cryptnfo

Aftachment —
Back office~waork
Call

Call back

Call back, useless
Change ta recard
Contact person

Errail

Fax

ID card order
Infarmation link
Internal inguiry

Internet link —
Letter, general

Mew record

Mate

Dpen imvaice

Fersonal data change

Frevious SEPA mandate

Froject

O FROJCLProject Course
1 FRO.ENFroject Event
[0 PROJT Project Timetable |

X|

i& Erint

l % Reset l

l@ Laden l

lL—_I Save l

lﬂ Cluit

HINT: All categories will be printed if you have not activated any categories.

You can define further filtering processes under the tab Status/Keyword/Person. Again, if nothing is
activated, all statuses are printed. It is also possible to print based on a keyword, a person or a person

filter.
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Print information

Date [ User [ Sorting | Categories | Projects / Entries / Duration | Time accounts
Status [ Keyword [ Person | Output

Status:

nothing activated
=> print all

Kennword:
Subject area;

Output:

Berson:

Eilter:

!D Etudu Ig a-
[ <& urgent —
L] & Alert (urgent)

0 ¥ ongoing, do not remindg
L] =*in progress

O «+ done

O <+ Priority info

O #seen->0kK

O Banzwered

O left

I impossible

[0 unnecessary

[0 douhble

O Xdeleted LI

X|

b& Erint

l % Reset l

l& Laden l

lL—_I Save l

|MEHKD2,MERKD3

(comma separated. if multiple entries)

|
(neutral) LI

lﬂ Cluit

Press Print (F8) after all the settings are done according to your wishes.

List of changed membership characteristics

Go to Persons/Reminder window and click on Options on the bottom-left of the window.
You will see this options and select Print list.
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select an option: ‘

Erint list

[& Erint task list

& Printdaily list

[ Show CRM window

Show alart wind ow

Basic settings

|
|
|
| Showtaskwindow |
| |
| Open messageslist |
| |
| |

b 4 Cance|

Print information x|

Status / Keyword / Person

Date / User / Sorting | Categories | Projects / Entries / Duration | Time accounts

Diata aresa; from |14.EIE.1EI to |14.EIE.1B

[¥ tdain date in this ares

|_ Fesubmission in this area
[ Mew entry in this area
[T Change in this area

|_ Completed in this area

Output

From: IQAII users

For: IQAII users

[~ and members of the group

Lef L]

Done: IQAII users ;I
Sorting; {By time fmain date)
By category

By custormer

By "fram" employee

By "far" employes

By "completed by" employes

i& Erint

['*ﬁ. Fieset l

l@ Laden l

kH  Sawe
| l

%] Cluit
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Select the date here and check only the box Main date in this area. Additional selections would
unnecessarily delay the creation of the list.

Then go to the tab Categories and select CHRE - Change to record

Print information

Status [ K
Date / User / Sorting

Categories:

nothing activated
=> print all

[ with new entries

[ with changes

D ——

eyword / Person

Projects / Entries / Duration | Time accounts

O AFF
O ATT
O BOWO
O caALL
O CALLB
O CALLL

Appointment
Aftachment

Back office-~wark,
Call

Call back

Call back, useless

r

vl CHRE

Change fo record

O CONT

O hAIL
O Fax

O IDCo
O ILME

O INTIN
O LIME,

O LETT
O NEW
O NOTE
O OFIM
O PCHG
O SERA
O PROJ

Contact person

O COMTR Contract
O CRYFT Crypt-info

Errail

Fax

1D card arder
Infarmmation link,
Internal inguiry
Internet link

Letter, general

Mew record

Mote

Dpen imvaice
Fersonal data change
FPrevious SEPA mandate
Froject

O FROJCLProject Course
0 FRO.UENFroject Event
O FROJT Froject Timetahle

=

X|

i& Erint

L
By

Feset l

l@ Laden l

kH  Sawe
| l

[ﬂ Cluit

Then go on to Status/Keyword/Person and write the keywords as in the screenshot:
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Print information

Date / User / Sorting | Categories | Projects / Entries / Duration | Time accounts

Status [ Keyword [ Person

Output

Status:

nothing activated

=> print all

!D Etudu ' a-
[ <& urgent —
L] & Alert (urgent)

0 ¥ ongoing, do not remindg
L] =*in progress

[0 #done

O <+ Priority info

O #seen->0kK

O Banzwered

O left

I impossible

[0 unnecessary

[0 douhble

O Xdeleted

H |

meywurd:

[MERKDZMERKDS |

Subject area;

Output:

Berson:

Eilter:

(comma separated. if multiple entries)

—

(neutral)

s

X|

i& Erint
l % Reset l
l@ Laden l
lL—_I Save l
lﬂ Cluit

MERKO2 designates the well-known field <MERKMALO2>, which is called membership in most clubs.
MERKO3 designates the known field <MERKMALO3>, which is often called status or contribution

status.

Of course you could also choose MERKO4. However, this field is not needed in most clubs in addition

to the distinction of memberships.

Print now. Your list looks something like this:

Information - 26.09.18

14.04.10 - 14.08.18
Printed: 26.09.18, 10:20h
Pos Date Time Ca Informaticn Contesxt Frem For Status
1 210514 1712 E MERKI2Z: 1-= 13 feal  Tesler, Andl =1 4]
ey < A P E MERKDE O0-= 1 fe31  Tesder, Andl =4 4]
3 MOos4 T3 E MERMIZ: 1-= 11 T hAusherirau, Mangret =]
4 210514 1713 E MERKIZ: O0—= 9 T hAusierira, Mangret =1 4]
§ 210514 1743 E MERKIZ: 1-= 10 mias1 Wssteritay, Stephanl = 4]
B 0514 1743 E MIERMIE 0= 3 mius1 Mssieritay, SiepraEnl =]

SYMBOLS EXPLANATION: Look at a person for comparison.
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Person: Tester, Timo il
~Mame
Search abbr [tet2 Nof043.9002.001579 Select No. EH = IE]
Title | Addr(Pers.) [? ler l
First name [Timo [{P Mew l
- [ v e B
| Competition | [ Cash register| [ Timetable | |@  Intranet | X Delete (@)
Status | 1stAddr. | 2ndAddr. | payment | Infos | Memo | [@ Copy ]
Exact HCP [0 @ Accout |
Homechb [ Ell=1E 5 e ®
Homeclb-D  [001679 @ E;pm |
Gender [1- % Male =] 3 s_ms |
Age group | 4- Adurt |
Membership [2-Temporary =]
Status |2-Spouse |
Unused [o- = ||| [@ cod |
Additonalino | | Cose |
@ membershipcard |
D.OE. |01.01.2001 [17] [ — l
Entry [fanrzmz (][4 Privacy |
Resigned |- [ﬂ Quit ]

Membership = MERKO02

Status = MERKO3

The membership and contribution status are listed only with the numbers.

These are 1 - 9 and A to Z. On the list, however, A becomes 10, B becomes 11, C becomes 12, and so
on.

Print Todo list

We have compiled this information in the chapter Print Todo list.
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Print Daily list

Read how to Print the daily list.

Show CRM window

Pressing the buttons Show CRM window or Cancel return you to the previous window, from where
you opened the Options.

Show appointment and task window

The button Show task window opens the Tasks window; can be used, for example, if you have opened
the options from the person CRM window.

Show alarm window

You can open the window manually by pressing Show alarm window; normally, the window opens
automatically at regular intervals.

Open messages list

If your telephone system is linked to PC CADDIE, the incoming calls are displayed here.
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x|

Open attachment l [ﬁ Editline l

Basic settings

CRM settings x|

Which settings do wouwantto
sea’

[ Define categaories ]

[ Automatic data import ]

[ Fersons pictures parameter ]

=3 Quit |

The basic settings can also be accessed via Setup/Program Options/CRM Settings.
Go directly to Automatic data import.

Go directly to Persons' images parameters.
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Define or change categories

The CRM\DMS already contains some predefined categories. We will discuss the individual categories
with their characteristics in the next section. However, we would like to point out that you can change
the existing categories or define your own. Depending on the task area you need the CRM\DMS for,
you may need some additional categories. To create a new category or to modify an existing one,
please click on the button Define categories:

ﬂ

A PP Aopointrnent ; rv oK 1
AT T Attachment

BOWO Back office~waork

CALL Call |x Lancel |
CaLLB Call hack

CaLLL Call back, useless

CHRE Change to record

COMNT Contact person

COMNTR Contract

CRYPT Cryptinto

AL Ermail

Fie Fa

IOCo IO card arder e
[LME Information link

(NTIMN Internal inquiry

LIME Internet link

LETT Letter, general

MEWY Mew record

MOTE Mote

QFIM Open invoice

FCHG Fersonal data change

=SEFA Frevious SEFA mandate

PRO. Project |

% MNew (@)@ Edt (7 [X Delete ()

Edit (F7) changes an existing category and Delete (F5) removes it from the list with. We will now
briefly show you how to create a new category. To do this, click New (F9); the following window
opens:
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Short abhbr.:
Description:

Type |

—

Standard | Follow-up entry

IInfu:urmatiu:un

=

bermo

O Alert

O Alettwhen open
O Contact person
[ Contact

[0 Correspondence
O E-Mail

O Ideas/projects
O Invoice

O Appointrment

[J Data changes
O Client's status

L Multiline

[ Calculation neutral

Selectable in these situations:

[¥ Person

[v Project [v' Follow-up entry

|K Cancel

For example, you want to make sure that complaints are forwarded and addressed. All complaints
should therefore be forwarded to the CEO immediately. In this case, it makes sense to open your own
category. Under Short abbreviation we enter for this example ,COMP“ and under Description

~Ccomplaint“.

Type

Select different category types under the Type tab.

Infarmation

Information

LI;

Froject

Encrypted information
Contact person
Fersans' link

Data changes
Client's status
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Information

are normal entries without special additional criteria

Project

if this type is selected, a project directly opens instead of a simple ticket

Encrypted information

entries that are password protected

Contact person

these entries are by default highlighted in green and are used to store contact persons, for example
for companies

Persons' link

these entries are blue by default and are used to link second data records

Changes in the record

are entries that document changes and logins in the dataset

Customer status

77

We opted for ,Information” in our example.
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x|
Shart abhr.: [comP F’ oK 1

Description: ICDmpIaint
# Cancel
Type Standard | Follow-up entry | | |
Type: IInfu:urmatiu:un ll
Groups: v Memo
O Alert

O Alettwhen open
O Contact person
[ Contact
Correspondence
O E-Mail

O Ideas/projects
O Invoice

O Appointrment

[J Data changes
O Client's status

L Multiline

[ Calculation neutral

Selectable in these situations:
[¥ Person [ Froject [v Follow-up entry

Below you determine to which group the category should be assigned. These groups are fixed and
cannot be changed.

.Selectable in these situations” - here you decide when this type of entry can be created: whether
from the CRM in the person mask, whether from a project, or whether this entry can only be created
as a follow-up entry.

In our case we activate the groups ,Memo“ and ,Correspondence” and select all situations.

Standard

Here you can configure the entry so that not only the ticket pops up, but also help is displayed in text
form.
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1 Standard-Text

If you enter a text in this field, it automatically appears as a suggestion as soon as you make a new
entry with this category in CRM\DMS. This gives you the option of providing support information to
your employees, so that they have all the details for further processing.

Short akhbr: ICCIMF"

Description: ICDmpIaint

Type Standard Follow-up entry

Standard-Text:

Description of the situation that caused the complaint

[T Choice of auto text

Document;

Lser; IﬂF"resident Feter LI
Wisible: IQAII users LI
Hold file: |

Status: IIAIEH {urgent)

Colour: |4194432 I

[v bustbe assigned to a project

[ iAtime period must be entered

[T Savethis booking in the timetakle

2 Selection of auto text

This option allows you to make the entries somewhat uniform despite the free text, by predefined
texts for the subject line and for the text field. So the individual points can be easily processed.

For example, if you enter the following in the upper field for the standard text...

Complaint regarding thefacility
Complaint regarding the place conditions
Complaint regarding staff
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Complaint regarding other incidents

Was there a lot going on this day?
Indication of the weather:

Mood of the customer:
Description of the problem:

... and then check the box, all lines before the empty line are queried as alternatives. You select a
line, which is entered in the subject line. Anything that follows after an empty line is then taken as an
effective suggestion text and can be filled out by the employee.

3 Document

If the complaint has been received in writing, this can be integrated into the ticket here.

4 Visibility

Define who can change these entries by default and who they are visible to.

5 Reminder / Status / Color

If you want all tickets of this category to appear again in the event window at a later time, define the
re-submission date here. In addition, you decide here on the urgency of the entry and in which color
this is displayed. All the settings done here are considered standard for the category from now on.

Attention: Please make sure that you do not set countless different colors for the categories. The
CRM\DMS should remain clear. Only use colors if the information is to be highlighted.

6 Mandatory inputs

In our case, we would like to collect all complaints in the corresponding project. Put the first check-
mark and the entry Must be assigned to a project. Thus, you can be sure that individual entries
are not lost.

If you want to know how much time is spent on a certain activity, you can enter the input with the
check mark set to A time period must be entered.

Save this booking in the timetable if you manage your calendar in PC CADDIE, and the
appointments are also displayed in the corresponding timetable.

Follow-up entry

You can use follow-up entries to schedule the next actions to ensure that workflows continue
automatically. So you can make sure nothing is forgotten and you don't have to write manual
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reminder notes. Our example is about a visitor who is interested in the course offer. His visit is
documented with the category Prospective demand. This category is placed in such a way that
another ticket opens and reminds me to ask the customer again if he needs further information:

x

Short abhbr FPR +V oK 1
Description: IPrDspectrequest
|K Cancel |
Type | Standard | Follow-up entry
Categony: IPrDspemive demand ;I
Adjustment: IBE h

[ several follow-up entries for a new entry

|_ several follow-up entries when dane

hdowe this booking as follow-up booking
in relation to origin: IEIE h o
Iaﬁerthe appaintment ll

1 Category

Select here the category in which the follow-up ticket will be assigned.

2 and 4 Adjustment

Define at what time the ticket should appear in the appointment window. If you do not enter anything,
the follow-up entry will be set to today. If you would like the follow-up ticket to be displayed later in
the appointment window, enter the time offset in hours in the upper or lower field.
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3 Several follow-up entries

Check this box if the workflow is going to take more than just another step. In our example, this could
be very useful if we would like to send the customer an offer for the various courses. The option ,for a
new entry” opens further tickets as soon as the first follow-up ticket is confirmed with OK. For ,,when
done”, the first ticket must have the status set to Completed before the following window opens:

x|
tet?  Tester, Timo Pv (0] 1

0 Aler % cancel |
O Alertwhen open
O] Contact persan
O Contact

O Correspondence
Ol E-bdail

O Ideas/projects
LI Invoice

i Appointment

|0 Data changes

Please next to the personal information. il

Is the prospective customer a golfer?

Date: IEE.D9.1 g Time: |11:
|

[ Askindividually (FE)

&) =l

Here you can now check at your discretion to which category you assign the additional entry. In our
case, it would be in addition to the follow-up ticket for the above offer.

Automatic data import
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Attachment settings

| Import |  pisplay | Scanner |  Fax/Phone |é+¢ oK 1

Automatic import from this directony:

%FPERZOMNALM\an PT CADDIE!,

hMore directaries:

[ Install Outlook plugin

l

BC CADDIE instance: |1 vI

Mame of instance; IPC CADDIE

|X Cancel |

1 Import paths

Here are the paths over which the import of data between mail program, scanner, fax, camera, etc
and PC CADDIE is running. If you would like to configure a new device for import, we are happy to

help; please contact support for this.

2 Install the Outlook plugin

This button takes you to the wizard that helps you link your Outlook with PC CADDIE for importing the
emails. The following windows are displayed, which you can confirm with Ok:

www.pccaddie.com
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:@ PC CADDIE Archiv Outlook Addin = — =

Willkemmen beim Setup-Assistenten von PC CADDIE A
Archiv Outlook AddIn 3 4

Der Installer wird Sie durch die zur Installation von PC CADDIE Archiv Oulleok Addin
erfforderlichen Schritle flihren.

WARNUNG: Dieses Programm ist durch US-amerikanische Urheberrechtsgesetze und
internationale Urhebemrechtsvertrage geschiitz. Unbefugte Venvieliligung oder
unbefugier Veririeb dieses Programms oder eines Teils davon wird sowohl siraf- als
auch zivilrechilich verfolgt und kann schwere Sirafen und Schadenersatziorderungen
zur Folge haben.

Abbrechen < Zurlick Weiler >

;@' PC CADDIE Archiv Outlook Addin = — et

Installationsordner wahlen [_'

Der Installer wird PC CADDIE Archiv Oullook Addin in folgendem Ordner installieren.

Um in diesem Ordner zu installieren. Kicken Sie auf "Weiter™. Um in einem anderen
vorhandenen Ordner zu installieren, geben Sie diesen ein oder klicken Sie auf "Durch...

Ordner;
|C:1;Prcgra.m Files (xBE)\codecan solutions GmbH\PC CADDIE . Durchsuchen...

Speicherplatzbedarf..

Installieren Sie PC CADDIE Archiv Cutlook Addin nur fir den aktuellen Benutzer oder fur
alle Benutzer dieses Computers.

(@) Alle Benutzer
() Akdueller Benutzer

Abbrechen < Zuriick Weiter >
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:@' PC CADDIE Archiv Outlook Addin . — =

Installation bestatigen [P

Dwer Installer it zur Installation von PC CADDIE Archiv Outlook Addin auf [hrem Computer berait

Elicken Sie auf “Weiter”, um die Instalistion zu starten

et | <2

;ﬂ' PC CADDIE Archiv Outlook Addin ot — et

Installation beendet [""'

FC CADDIE Archiv Outlook Addin wurde erolgreich installier.

Klicken Sie auf "SchlieBen”.

Priifen Sie mit Windows Update, ob wichlige Akiualisierungen fir NET Framework zur
Verfligung stehen.

Abbrechen < Zuriick

If this service is already installed, you would be asked in this process if you would like to repair or
uninstall it.

See Send DMS document to PC CADDIE for information about handling the import.
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Person pictures - parameters

Back to the Overview.
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