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Snapfile Guide

Long-Awaited Burly  File Management Featuresin SnapdoneE Version 6

The Snapfile screen introduced in Snapdone Version 6replacesthe pr i or vSmapsave@md &apopen
screens It expands file management beyond the confines of Microsoft Word, provides a boxful of
intelligent searching tools, allows total flexibility of file organization (including unlimited folder levels), and
wraps everything up in a supercharged but still effortlessly accessible interface.

Donoarry! W
Despite its visual differences, the new Snapfile screen behaves very much like the old Snapsave and

Snapopen screens. You will be able to use it immediately with little adjustment. But many new features
are tucked away for use when you feel ready t o explore.
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Opening the Shapfile Sreen

Snapdone
In Microsoft Word, click

7 (7 Snapopen | Print Draft
W= Snapopen Snapsave or -
= Snapfile on the Snapdone el Snapsave | Print Final

tab. ¥ Snapfile Doc Type
File
Snapdone
- In Microsoft Excel, cllck_ 3 snapdgen
IX = Snapopen Snapsave(with or i _
w_':’u: without ID), or Snapfile on fed Sriapsave: {wittiout ID)
the Snapdone tab. ¥ Snapfile
File
Snapdone

o In Microsoft PowerPoint, click B3 shapogen

¥ 7 Snapopen Snapsaveor :
4 3 Snapfile on the Snapdone led Snapsave
tab. & Snapfile
Fite
© File Edit View Go Tools
In Microsoft Outlook, click - Snapdone~ |
iy Snapopen Snapsave(emails ” Snapopen
43 or email parts), or Snapfile on H Snapsave Email(s)
the Snapdone menu. Snapsave Email Parts
’ Snapfile
['lj On the Windows Desktop,
I_l[_/ double-click the Snapfile icon.

Snapfile
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The Look

Organization

Since Snapdone allowseach office to completely
customize the organization of its files, the
appearance of the Snapfile screen varies greatly
from one office to the next.

Example 1: This structure duplicates the classic
Cabinet\Folden Subfolder organization found in
earlier versions of Snapdone.

Example 2 : This structure uses additional folder
levels to categorize files more specifically.

Most offices will use a combination of structures,
rigidly organizing some areas and leaving others
unrestricted for freeform use. For help designing
your officebs f &hadderne, st
Help , Administration  to see the Snapdone
Administration manual.

Modes

E=E)

rSW Snapopen
Search in
[ Cabinet Active
@9 Folder Acme ('1234")

= ) Subfolder v. Widgets ('001")

Filename contains

(D)2 Ja)]ta]

a\\\

==

=B

= tj (subfolders)

Filename contains

rSw Snapopen
Search in

@ Status Active
(a} Area Clients
& Client Acme ('1234")
& Matter v. Widgets ('001")
|=)Doc Type  Correspondence
®%. Status

v
v
v
v
v
o0
©

HEEE

Cancel

A

And any type of file can be = B3 Gubfolders)
copied into the Snapdone
file system by drag-

dropping or copy-pasting.

Filename contains

rS-qu Snapfile

Browsing ~ Search in
You are no longer limited @ satus  Active 7%
to Snapsaving only Word Il hdea Herts v
documents. The Snapfile & Client Acme (1234) /
screen can be used to 6 Matter v, Widgets (001)
search for any type of file. @ DocType Correspondence ./
(o]
Q]

DeEG

) Active\Clients\Acme ('1234')\v. Widgets ('001')\Correspondence

Drag and drop a file here to copy it to the Correspondence

folder.

Cancel
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Snapsaving~

When Snapsavingfiles, half
the screen is used to select
a folder and the other half
to name the file. Naming
conventions for various
types of documents

are determined by your
administrator, ranging from
a simple Description field to
a whole series of fields, as
shown here.

,
Snp Snapsaving from Word

[E=ER)

I Active\Clients\Acme ["1234' . Widgets ('001")\Cerrespendence

)

Savein
@ Status Active v Name
faf Area Clients /  Recipient: Ms. Ramona Towne
{, Client Acme ('1234') /  Subject: Court Decision
G Matter  v.Widgets (001) ,  Author |Able, Abe
[@DocType  Correspondence  /  SnaplD: |3b23d400ks
> g (subfolders) oo  File Type: ’Word Document (doc)

’)

Format

Itr to Ms. Ramona Towne re Court Decision {AA} ('ab28d400ks").doox @5

[Final

@) [])

—

Snapopening~
When Snapopening
files, half the screen

is used to enter search
criteria and the other
half displays search
results. Results are
parceled into columns
for quick browsing and
sorting.

Managing Folders~
When creating or modifying
folders, half the screen is
used to locate the folder and
the other half for naming
and setting other folder
properties.

F Y
Sup Snapopen E@ﬂ
earch in el Dt £ &=

@ Status Active v | Filename Client Matter Doc Type Date b
ients memo to Fred Smith re Bx... Acme o V. Widgets ... Correspond...
4 Area Clients s = Fred Smith re Ex... Acme (123... v. Widg Correspond... 3/1/2010 7
£ Client Jones, Bill (7777) | v '[!Ei Motion to Compel Produ... Jones, Bill (... v. Baker (3. Pleadings 3/1/2010 7.
) - - - |E|_] Itrto Fred Smith re Settle.. Jones, Bill ("... v. Baker (3... Correspond... 3/1/2010 7:...
& Matter G EESR: v 4] Itr to Ramona Townere 5...  Acme (123.. v. Widgets.. Correspond... 2/8/2010 10...
g Doc Type | Pleadings v |E] Vendor List (bb07%y00d6"... Acme (123.. v.Widgets.. Discovery  2/7/2010 8.
t,'{subfolders) oo | Employee Manual ('bb073... Acme (123.. v. Widgets ... Discovery 1/30/20109...
Right-click a file to copy, delete, or rename.
RO
A
' R
Swup Snapopen E@ﬂ
Jearen (£ subfolder
@ Status Active v Category
fay Area Clients i Stencil: | Generic Folder vl
fh Client Jones, Bill (7777) | MName
&8 Matter w. Baker ('333") - Filed by Petitioner
g Doc Type  |Pleadings v Folder properties
2
b (subfolders) 00 Tip

0

mENEIR

Allow  [¥] Subfolders Files

Subfolder properties

H2  Label
OBONREIEC
DB 0= LR

I [ Stencil [Generic Folder

F Icon

)

[ Create Felder ][ Cancel ]
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But What& It Do?

Screen Layout

Resiable Screen~-
The Snapfile screencan be resized
by dragging its edges or corners.

Resiable Panels~

Panels within the Snapfile screen
can be resized by dragging the
border between panels.

Orientation ~

Click the Layout icon to toggle
between vertical layout and
horizontal layout. Your preference
will vary depending on screen size
and circumstances. Vertical layout
is handy when building elaborate
searches, but nothing beats
horizontal layout when reviewing

detailed multi-column search results.

e e L o e T rma——pavS

0 [T

abl | LOIW 00w put




LU0 10 A

Zh menms 10 Feed Sman . Canvezpraden:
e LB/2010 1004 AMA

] B te Famane Tow
) Vendor List { b0y L7210 823 PM

/3072000 2:46 AM

[ Employes Masal (

Columns ~

Click the Columnsicon to show one
column or all columns T a quick way
to read long filenames without
rearranging the whole screen.

o (2 i |

7 Filename i
A A vt Fowid e ve et Testimony, o

0] M ko Racveins Tonme re Setthement Agresment { bLOSEM3IY) decs
% B vendor Lt {GHIMYO0E ) abs

" Empleyes Maral ( BUOTHO0 ), pdt

| Openile | Carcel

Searching

Multi -Word Searches-

Whether searching for files or folders, multi -word
searches now find items that contain all of the w ords
in any order and with any intervening text.

In previous versions of Snapdone, two steps would
be required to find the four documents shown here.
Step 1. search for john . Step 2: narrow down the
results by searching for smith . The same four
documents are now found in one step by s earching
for john smith

Itr to John Smith .doc

Itr to John A. Smith .doc

Smith ers, John T Taxes.doc
Aerosmith by Dave John son.doc

Multi -Level Searches

7

. { |
Searches can be performed on multiples levels e
at the same time. For example, suppose my Searchin
boss asks for the motion filed last week in the @ Status Active
Smith v. Jones case. There are several clients _ 3 Area Clients
named Smith at my offi:
§ Client smith

search separately through each of their client
folders. | can get my results in one step by
using the search pictured here to find

all files where:

(1) the Client folder contains the word smith ;

jones

v
v
Q
Q
o0
(o o]

Filename contains

(2) the Matter folder contain s the word jones ;
and

motion

Cancel

A

(3) the filename contains the word motion .
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Hand-Picked Searches

Searches can be restricted to particular
folders. In this screenshot, the search
includes 3 departments (Accounting, Office
Admin, Records) but excludes the other 7
departments.

To select multiple folders, Ctrl+click each
one or Shift+click to select a range.

Adjustable ®arch Depth~

Use the slider to limit search depth. For example, in this
screenshot files stored in the Smith client folder will be
found, but files stored in any of the Matter folders within

the Smith folder will not be found.

Advanced (Boolean) Searches

For advanced searches, place the cursor in any
search box and click the Advanced Search button.
(Or right-click a search box and chooseAdvanced Search .)

i Y
Sup Snapopen Elﬂlg

o " All Department folders = (&
@ Status Active v Department "
fa} Area Office - Accounting

I Construction
I Corporate
I Estate Planning
£ (subfolders) B 1mmigration

e contains ' Litigation
- Office Admin
_ Records
I Trademark

@ at @ [ O] [ Select Folder(s) ][ Cancel l

ﬁ Group Departments

E. Department |« 3 folders >

’
Swp Snapopen E@[ﬁ

Search in

@ Status Active

(o} Area Clients

@§ Matter

v/
v
> & Client Acme ('1234") v
0
) Doc Type o0

0

t:: (subfolders)

Filename contains ..

p
Sap Snapopen E‘M

Search in

& Status Active

{a} Area Clients

& Matter
|22 Doc Type
= t‘d (subfolders)

Filename contains

v
4
g\ Client Acme ('1234") v/
<0
©o
(o]

Page 7



Extravagantly detailed searches
are easily entered. The one
pictured here finds letters to
Robert Jones no matter how
informally he was addressed, but

excludes letters to his son Bob Jr.

Your choices in the Advanced Search screen are translated into
a Boolean search termin the Snapfile screen.

Advanced searches can be entered in several search boxesat

once, if needed.

Quick Access

Saz Advanced Search

Filename contains:

v ALL of these words, in any order:
v~ and this EXACT phrase:
+ and CNE CR MORE of these words:

X and NONE of these words:

Itr jones

bob rob robert

ir

-
Sap Snapopen

Search in

&3 Matter
[ Doc Type
(D t:’ (subfolders)

Filename contains

Status Active

@

oy Area Clients

& Client Acme ('1234")

EEEEE

v
v
v
0
o0
0
Itr jones <ANY: bob rob robert> <NOT: jr>

Snapshotqfrontrunner for favorite feature) ~
All of the search features described above can be combined to create some truly elaborate searches.

Fortunately, these searches can be preserved in Snapshots for instant one-click access without laboriously
recreating all of the search parameters i ideal for ongoing cases and periodic tasks.

Click the Camera icon to take a Snapshot of the current search or

folder location.

f Sap Snapopen EM‘

Search in

& Status Active v

{a} Area Clients 7

@ Client  Acme(1234) v

D Matter (<)

{22 Doc Type 0

> k2 (subfolders) 0

Filename contains q
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Each Snapshotappears in a row beside the camera. Click
any Snapshot to instantly return to the search or folder

(@[] (€) () 1 20 20 0 1 ] D

location that it captured. You can keep up to 32 Snapshots.

(@ (][] [ta] AL ML (8] Wil (0] 0] [H] ]
F% Nickname
Snapshots can bearranged and tagged with colors, letters, R Coler >
and nicknamessot hey 6r e easy to i de-n i Lt 5
click on a Snapshot.
4F Move »
x Delete
FaVOI'IteS -~ rSmp Snapopen E@lﬂ‘
Even if you dondt t akeepsahisbryafp s Ay
every search performed and every file Snapsaved and A Ststus S Active 4
Snapopened ﬁArea Flients v
) i i & Client Acme (1234") V4
Click the Thumbtack icon to open the Recent Files and Searches
D Matter 0
screen. )
Iz Doc Type oo
> k2 (subfolders) o)
Filename contains

File items open a

recently Snapsaved
or Snapopened file.

Add nicknames to frequently-
used items for easy reference.

Email items track the
default folder for |

Status = Active; Area = Clients; Client = Acme (123..

emails from a Status = Active: Area = Clients
particular Sendel’. =4 Area = Clients; Client = Test Client ('010101"); Matt...
Q Area = Clients; Client = Test Client ('010101"); Matt...
Q Area = Clients; Client = Test Client ('010101"); Matt...
. /'q Area = Clients
Magnlfylng glass Q Area = Office
Q

items repeat a
recent search.

Area = Clients; Client centains jones; filename cont...

Click in the Mickname column to edit

EmailSender

scott@snapd...

Date of action
3/1/2010 8:37 AM
3/1/2010 8:37 AM
3/1/2010 713 AM
2/28/2010 4:29 PM
2,/28/2010 2:40 PM
2,/28/2010 1:45 PM
2/26/2010 10:08 AM
2,/26,/2010 9:37 AM
2/26/2010 9:19 AM

=

I TR T TR TR T Tl T

-

Pin your
favorites to
the list so
they w
be removed
if the list
gets full.

Show or hide
unpinned items.

Remove unwanted
items from the list.

Choose how many items
should be remembered.
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Sorting

;‘ ] Moton to Compe Prad..  Jooes, BU (.. v, Baber (3., Pleadings  3/1/20197
s #) hrto Fred Sma re Settle.. Jones B (. v. Baber (). Comespon., V120107
& W] r b Pamona Townese . Acmw (12, v, Widgets.. Coomsgen.. 28/20101
. v ) Vender List (as0To004.  Acere (32, v Widgets.. Discovery  1/7/20108
s [ Employes Manual (b807.., Acme (12, « Widgets., Dacovery  1/30/2030
Click the Sorting icon to choose a default Q
sort order (alpha, reverse alpha, date,
reverse date). Or click column headings
tosortatanytime (t hi s wonot 3 ——
the default sort order). 4w P
Mousersand Keyboardists
Keyboard Shortcuts: If you prefer typing
to clicking, use keyboard shortcuts by
holding down Alt or Ctrl and pressing the
indicated letter or number key.
Backups
rsw Snapopen [E' = él‘
Snapdoneds backup capability is e> S“’Z'ZH - ,
gets backed up and for how long. Click the Lifesaver icon to open the S e v
Backup Files screen. @ Client  Acme(1234) 7
&9 Matter )
(=2 Doc Type (2]
> b2 (subfolders) 00
Filename contains
@ Cancel

Backups can be created every time a document is Snapopened or
Snapsaval. This makes it easy to sift back through earlier drafts of any
document. Click Open backup folder to access files that have been
backed up.
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