CRM settings (Options button at the bottom
left)

You can use the buttons at the bottom of the appointment window to:

L Termine (9) gs — X
Zuletzt bearbeitet Alle Projekte Offene Projekte
Aktuell offen Rechnung Ideen/Frojekte Zukinftig offen  Offen und in Arbeit Dringend Termine

I! 220119 11:22 strs ATT @ﬁrasse Feld Perimeter 15.0ds
031219 08:55 imir ATT @ 50 Jahre Hochzeit Mama und Papa 2020 / Ferien 2020 Jubildum.ods

150120 1000 PCC ATT @F'EEADDIEFEhIEHl:IEEilderDDkuwiki.Dds

» PP

250220 0525 imir  ATT @ Redt3a Anfrage Hotebuchung [reservas@hotelbahia.com %2825.02 2020 05%3A25
10,0220 17:00 matt MAIL @ Ihre Webshop-Bestellung / [info@matterhormparadise.ch (10002 2020 17:00:12) R].
03.04.20 11:25 payp MAIL @ Sie haben eine Rickzahlung van Blue Tomato GmbH erhalten / [service@paypal
03.04.20 12:04 RECH MAIL @ Bestellbestatigung geschenkidee.ch / [noreply@reply geschenkidee.ch (03.04. 202(
06.04.20 1112 hoca MAIL @ Ihr Profity-Gutschein fir Geschenkidee.ch 7 [info@profity.ch (06.04.2020 11:12:

06.0420 1141 flas  MAIL @ Herzlich Willkarmmen bei Flaschenpaost! / [newsletter@flaschenpost.ch (06,04 202(

c}ﬂ Optionen o + Neu e /.4 Bearbeiten o

1. print processes or make basic settings
2. create a new entry
3. Edit the selected entry

Options - Print and settings. PC CADDIE gives you two options for options to call up the options. Via
Persons/appointment window and via the CRM window to the right of each person mask. By
pressing the button Options button opens this window:
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Optionen »

Wahlen ie die Option:

é Liste drucken

é Aufgaben-Liste drucken
é Tages-Liste drucken
F CRM-Fenster anzeigen
b Termine- und Aufgabenfenster anzeigen
b Alarmfenster anzeigen
b Machrichtenliste 6ffnen
¥ Grundeinstellungen

» Abbruch

The chapter Print all information is summarised.

Print list

A variety of information can be extracted from PC CADDIE. This can relate 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;

From:

Far:

Done;

Soring:

from |14.DE.1E to |14.DE.1E

|7 bain date in this area

|7 Fesubmission in this area
[ MNew entry in this area

[T Change in this area

[T Completed in this area

Output

IQAII users

IQAII users

[ and members of the group

L] L«

IQAII USErs

|Eiytime (main date)

EEEV category

By customer

By "from" employee

By "for" employee

By "completed by" employves

x|

i& Erint

[ ‘> Reset l

[es Load ]

IiH Save
| l

(%] Quit

Date/user/sorting

Under the tab Date/user/sorting tab, you can first define the data range for printing. You determine
whether only the main date or both the resubmission, new creation, change or completion date must
fit into the time period entered. The more check marks you set, the longer it takes to print the list, as
all entries are searched through once for each check mark. For the function Print list function (in the
select Von: and Fir: it is best to select , All operators”. For sorting we recommend sorting , by
category*, although you can of course customise the settings according to your requirements.

For the tab Output tab, you can also specify which information for the entries should be printed.
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Print information x|

Date / User [ Sorting | Categories | Projects / Entries / Duration | Time accounts | i& Frint
Status [ Keyword / Person Output
Times: |7 Print reminder time

|7 Print estimated time and accounts

[ ‘> Reset l

Information: [+ Print details (multiling)
[@ Load ]

Status: [ Print completed by [H Save l
Entries: |7 Frint entries
Statistics: [ Printtopics and tasks
Total: |7 Frint total
Cutput media: [v Print

[ List

[~ Export (CSY-File):

[DAPCCADDIE\EXPORTY

[tﬂ Quit

Category filter

In the tab Category filter tab, you determine which categories are to be printed. Here you also have
the choice of whether to print with new creation or with change.
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Print information

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

Categories: LI AMFA Anfrage durch anderen -
O ATT  Anhang —
O AMR - Anmeldung

. O AMSF  Ansprechpartner

= i al O AUSW Ausweis-Bestellung

O AND  Anderung arm Datensatz

O BOF  Backoffice-Arbeait

nothing activated

[T with new entries [0 BRIEF Brief. allgemein
O CRYFT Cryptnfo

[ with changes O ALIME  Datensatz-verkniipfung
O WAL E-dail
O Fax Fax

O INTR  Interessenten-Machirage

O INTRF  Interne Riickirage

O LMK Intemet-Link

O MAHM ahnung

0 WMEU  Meuanlage des Datensatzes
[0 RBEZ Rechnung zu bezahlen

[0 RECH Rechnung zu schreiben

O RUCK  Riickruf

O RUVE  Riickmf vergeblich

O SCAN  Scan

[l TETE Telefon-Termin

O TERK Termin

O ToDO  To-do

O YERE “erbesserungs-vorschlag j

x|
| b& Erint

[ “  Reset l

l@ Load l

lH Sawve
| l

[tﬂ Quit

TIP If you have not activated any categories, all categories will be printed.

You can define further filtering processes under the tab Status/keyword/person tab. Again, if
nothing is activated, all statuses are printed. It is also possible to print only on the basis of 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

Slatus: D 5th|:| '; -
[ < urgent —
L] & Alert (urgent)

O 4 ongoing, do not remind
L] =*in progress

[l # done

O =+ Priarity infa

O # seen->0FK,

O Banszwered

O left

O impossikle

O unnecessary

O doukle

[ Xdeleted

nothing activated
=2 print all

H |

X

b& Erint

l 7 Reset l

[@ Load

®

iH Save
| |

Keyaword:

!

Subject area: I
Cutput: I
(

comma separated. if multiple entries)

Person: I
Filter: I (neutral) =

[:3 Quit

Once you have made all the settings according to your wishes, you can start printing by clicking on

Print (F8) to start printing.

List of changes to membership features

Take the path via Persons/appointment window and then click on Options

You will then see this selection and select Print list
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oelectthese options:

[& Pirit list

[& Erinttask list

& Printdailylist

Show CRR winc o

Show tazk window

Showe alarm wind ow

Open messages list

Basic settings

|
|
|
|
|
|

b4 Cancel

Print information x|

Status / Keyword [ Person Output

Date / User / Sorting | Categories | Projects / Entries / Duration | Time accounts
Data area: from |14.EIE.1E to IM.EIEJE

|7 bain date in this area

|_ Fesubmission in this area

[ MNew entry in this area

[T Change in this area

[ Completed in this area.
Fram: IQAII users |
For. IQAII USers |

[T and members of the group
Cione: Imlluaers =]
Sorting; By time (main date)

By categony

By custamer

By "from" employves

By "for" employee

By "completed by" employes

P@ Erint

l".ﬁ“«.‘ Fiesat l

l@ Laden l

= Save
| l

[X| Cluit
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Select the date here and tick the box only for Main date in this area. Additional selections would

only delay the the list unnecessarily.

Then select the tab Category filter tab at the top and tick the Change to data record

Print information

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

Categories: O ANFA  Anfrage durch anderen -
O ATT  Anhang —
O AMK O Anmeldung
. O AMSPE  Ansprechpanner
=> print sll O AUSWY Ausweis-Bestellung
* A Anderung am Datensatz

BOF  Backoffice-Arbeit
I_ with new entries BRIEF Brief. allgemein
CREYFT Cryptinfo
ALIMNE  Datensatz-verkniipfung
hMall  E-Mail
Fax  Fax
INTR  Interessenten-Machfrage
INTRF  Interne Riickfrage
LIME.  Internet-Link
bAHN  Mahnung
MEL)  Meuanlage des Datensatzes
FBEY Rechnung zubezahlen
FRECH Rechnung zu schreiben
RIUCK  Riicknf
RIUVE  Riickruf vergehlich
SCAN  Scan
O TETE Telefon-Termin
O TERK  Termin
O TODO To-do
O YERB ‘“erhesserungs-‘orschlag Ll

nothing actvated

[<]
=
=
a

[ with changes

OO0O0O00O0O0O00OooOoooOnn&

X|

F% Erint

l “:  Beset l

[es Load

®

kH  Save
| l

lt'ﬂ Quit

Then go on to Status/keyword/person and make a note under Keyword as shown in the screenshot:
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Print information

Date / User [ Sorting | Cateqgories | Projects / Entries / Duration | Time accounts

Status / Keyword [ Person

Output

Status:

nothing activated
=» print all

Keyword:
Subject area:

Clutput;

FPerson:

Filter:

[T Tada fa
] < urgent

L1 & Aler (urgent)

L ¥ ongoing. do not remind
L] =*in progress

0 # done

1 =+ Priarity info

O # seen->0K

O Banzwered

O left

O impossible

Ol unnecessary

O double

[ Xdeleted ﬂ

x|

i& Erint

l*ﬁ? Feset l

[@ Load ]

IH Save
| |

[MERKDZ MERKD

icomma separated., if multiple entries)

—

(neutral)

i

lt'ﬂ Quit

MERKO2 evaluates the known field <MERKMALO2> which is called membership in most clubs.

MERKO3 evaluates the known field <MERKMALO3> which is often called status or contribution status.
Of course, you could also select MERKO4. However, in most clubs this field is not additionally required
to differentiate between memberships. memberships.

Print now. Your list will look something like this:
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Druck-Fenster [Fertig]

@\ @\ Ell{opieren FB SpeicherrF? éDmcken F8  Seite 171 100% Informationen

Informationen - 22.01.20

01.01.19-22.01.20

Hauptdatum in diesem Bereich
Stand: 22.01.20, 09:34 Uhr

Pos Datum Zeit Daue Kat. Information Kontext Von For Status

1 1510.117:4°00:00MAIL ~ Re: Zahlung Nr. 10088 REC(;Rechnungen carrcarrD
15101 17:4° 00:0( Kunde 0:00 / Neutral 0:00 / PCC 0:00 / gebucht 0:00
Wein Weinclub Oktober 2019 Bisang Altishofen

Anzahl Eintrd¢ Dauer erwarltatsach Kunde Meutral PCC Gebucht
Summe 1 Eintrdge  0:00 0:00 0:00 0:00 0:00 0:00
PC CADDIE 2019 © 1988-2019 PC CADDIE AG Golfclub Sonnenschein, Schandorf

TO EXPLAIN the abbreviations: Look at a person for comparison.
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Kontakt: Sonnenschein, Susanne

Mame
Suchkiirzel S0EU Mr. 0417003203600 Mr. wihlen
Titel Briefanrede
Vorname Susanne
Machname Sonnenschein
W Event fa Kasse [8] Timetable

Merkmale Adresze 2 Adresse Zahlung Infos Memo
Exact HCP - Best HCP -- Hecp-Spezial
Heimatclub gast Gast = s
Heimatclub-ID
Geschlecht 2- 4 Weiblich -
Altersklasse 4 - Erwachsen -
Mitgliedschaft 1- Mitglied
Status 1 - Einzelpersan
Verschiedenes | 0- -
Zusatz-Info =
Geburt
Eintritt 22.01.2020 @ Datenschutz
Austritt

Membership = MERK02

Contribution status = MERKO03

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

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

Print task list

We have compiled this information for you in the chapter Print to-do list.

Print to-do list

Read how to print a print a daily list
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Show CRM window

With the button Show CRM window button takes you, as with the Cancel, button takes you back to
the previous window from which you opened the options.

Show appointment and task window

With the button Show appointments and tasks window button opens the appointment window; can be
used, for example, if you have opened the options from the People CRM window.

Show alarm window

With the button Alarm window button to open the window manually; normally the window opens
automatically at regular intervals.

Open message list

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

x

Open attachment l [@ Editline l
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CRM settings

CRM-Einstellung 7 X

Welche Einstellungen mdchten
Sie anschauen?

b Kategorien definieren
b Automatischer Daten-lmpaort

F Personenbilder-Farameter

b Ticket-Generator

E Ende

The basic settings can also be accessed via Settings/Programme settings/CRM settings to
access the basic settings.

Continue directly to automatic data import

Go directly to the Personal image parameters

Define or change categories

The CRM\DMS already contains some predefined categories. We will go into the individual categories
with their individual characteristics in the next section. However, we would like to point out here that
you can change the existing categories or define your own categories. Depending on the task area for
which you need CRM\DMS, you may be happy to have additional categories. To create a new category
or change an existing one, please click on the button Categories definieren:
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W3ihlen Sie die Kategorie ? 0 X
[] Alphabetisch + OK
ATT Anhang o
» Abbruch
AN Anmeldung
AMNOMNYM Anonymisierung
CAaLL Anruf
AMSP Ansprechpartner
ALUBE Ausbildungs-Bescheinigung
ALSW Ausweis-Bestellung
BOF Backoffice-Arbeit
BRIEF Brief. allgemein
CRYPT Crypt-Info
ALIME Datensatz-Verknopfung
MAIL E-Mail W
b Mehrfachanlage F&
b Ansprechpartner umwandeln FH

With Edit (F7) an existing category is changed and with Delete (F5) to remove it from the list. We will
now briefly show you how to create a new category. To do this, click on New (F9), the following
window will open:
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|:| Warnung wenn offen
Ansprechpartner

|:| Kaontakt

|:| Kaorrespaondenz

[ ] E-Mail

|:| Ideen/Projekte

|:| Rechnung W

Auswahlbarin diesen Situationen:

Persan Projekt Folgebuchung

Kategorie bearbeiten M X
Kurzkennung; v’ OK
Beschreibung: Ansprechpartner

> Abbruch
Typ Standard Folgeeintrag
Typ: Ansprechpartner >
Gruppen: Vermerk A
|:| Warnung

For example, you want to make sure that complaints are forwarded and processed. All complaints
should therefore be forwarded to the managing director immediately. In this case, it is worth opening
a separate category. Under short code we enter ,REKL" for this example and under Description

~Ccomplaint“.

Type

You can select different category types under the Type tab.
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Kategorien hearbeiten

Information

are normal entries without special additional criteria

Project

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

Encrypted information

are entries that are password-protected

Contact person

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

Person link

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

Data record change

are entries that document changes and registrations in the data record

Customer status

77
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For our example, we have opted for ,Information”.

Kategorie bearbeiten M X
Kurzkennung: REKL ' 0K
Beschreibung: Reklamation

> Abbruch
Typ Standard Folgeeintrag
Typ: Information -
Gruppen: Vermerk X

Warnung

Warnung wenn offen
|:| Ansprechpartner

|:| Kontakt

|:| Korrespondenz

[] E-Mail

|:| Ideen/Frojekte

|:| Rechnung W

Auswahlbarin diesen Situationen:

Persan Projekt Folgebuchung

Further down, you determine which group the category should be assigned to. 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 ,Note” and ,Correspondence” groups and select all situations.

Standard

In the Standard tab, you can configure the entry so that the ticket not only pops up when you select
it, but also displays help in text form.
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1 Standard text

If you enter a text in this field, it will automatically appear as a suggestion as soon as you make a new
entry in CRM\DMS with this category. This gives you the opportunity to provide your employees with
supporting information so that you have all the details for later processing.

Kategorie bearbeiten M X
Kurzkennung; REKL v 0K
Beschreibung: Reklamation

> Abbruch

Typ Standard Folgeeintrag

Standard-Text:

Beschreibung der Situation, das zur Reklamation o

geflhrt hat:

[ ] Auswahl der Texthausteine o
Dokument:

—

Bediener: &Hauptmitartneiter - o
Sichtbar: d8 2lie Bediener -

Wiedervorlage:

Status: I .!.Alan'r! {dringend) - o

Earbe: zrrooo0 [

Muss einem Projekt zugewiesen werden

|:|Es muss eing Dauer eingegeben werden

|:| Diese Buchungen im Timetable speichern

2 Selection of text modules

This option allows you to standardise the entries despite free text by storing predefined texts for the
subject line and for the text field. In this way, the individual points can be easily processed.

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

Complaint regarding installation

Complaint regarding the condition of the course
Complaint regarding the staff

Complaint regarding other incident
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Was there a lot going on that day?
Information about the weather:
Mood of the customer:

Description of the problem:

...and then tick the box, all lines up to the blank line are queried as alternatives first. You select a line
and this is entered in the subject line. Everything after an blank line is then taken as an effective
default text and can be filled in by the employee.

3 Document

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

4 Visibility

Define to whom these entries are assigned by default and for whom they are visible.

5 Resubmission / status / colour

If you want all tickets in this category to appear again in the appointment window at a later date,
define the resubmission date here. You also decide the urgency of the entry and the colour in which it
is displayed. From now on, all entries made will be adopted as the default for the category.

Attention: Please ensure that you do not use countless different colours for the categories. The
CRM\DMS should remain clear. Only use colours if the information should actually be highlighted.

6 Mandatory entries

In our case, we want to collect all complaints in the project created for this purpose. Set the first tick
and the entry must be assigned to a project. This ensures that individual entries are not lost.

If you want to know how much time is spent on certain work, you can check the entry with this tick at
a duration must be entered to force the entry.

If you manage your calendar in PC CADDIE, you can, for example, tick the checkbox Save this
booking in the timetable and this will also be displayed in the corresponding timetable.

Follow-up entry

To ensure that work processes are continued automatically, you can use follow-up entries to schedule
the next actions. This way you can ensure that nothing is forgotten and you don't have to write any
manual reminders. In our example, we are dealing with a visitor who is interested in the course offer.
His visit is documented with the category interested party enquiry. This category is stored in such a
way that another ticket opens and reminds the operator to ask the customer again whether they need
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further information:

Kategorie bearbeiten M X
Kurzkennung; REKL W OK
Beschreibung: Reklamation

> Abbruch
Typ Standard Folgeeintrag
Kategorie: Interessenten-Machfrage X o

Werschiebung: 96 5td o

|:| mehrfache Folgebuchung beim Meusintrag o
|:| mehrfache Folgebuchung beim Erledigen

Werschiebung dieser Buchung als Folgebuchung

in Relation zum Ursprung: 06 5td o

nach dem Termin |v

1 Category

Here you select the category to which the follow-up ticket is assigned

2 and 4 Postponement

Define the time at which the ticket should appear in the appointment window. If you do not enter
anything, the follow-up entry is set to today. If you would like the follow-up ticket to appear in the
appointment window at a later time, enter the time offset in hours in the upper or lower field.

3 Multiple follow-up bookings

Tick this box if the workflow provides for more than one direct next step. In our example, this could be
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very practical if we want to send the customer an offer for the various courses at the same time. The

option ,on new entry” brings you the further tickets when they are created as soon as the first follow-
up ticket is confirmed with OK. With ,,on completion”, the first ticket must be set to completed status

before the following window appears:

Mehrfach-Eintragung

ghta Ghisletti, Tamara @

it
-
Ll aMFs Anfrage durch anderen ~ 3 Abbruch

Cl&MGT Angebot Machirage

OATT  Anhang

Ol Anmeldung

Clcall anmf

Cl&MSP Ansprechpartner

CAUEBE Awusbildungs-B escheinigung
Ol &l 5w susweis-Bestellung W

Bitte neben den perzonlichen Angabe A

|2t der Intereszent bereits Galfer?
W

Daturm:  |26.01.18 Leait: 0342
| =

[ Mit Einzelilickirage [FE]

Here you can now tick which and how many additional tickets should be created. In our case, in
addition to the follow-up ticket for the follow-up (1), there would be an additional ticket for the above-

mentioned offer.

Automatic data import
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Attachment-Einstellungen ? X

Impart Anzeige Scanner Fax/Telefon o OK
Automatik-lmpart aus diesem Verzeichnis:

WPERSOMNALY\an PC CADDIE) iﬁ A e
Weitere Verzeichnisse:

c\Meine Scansh —1 &

Chlsers\CHADocumentsian PC CADDIEN iﬁ

E:\Dokumente\an PC CADDIEL —4 &

Chlsers\CHvan PC CADDIE, ﬁrﬁ

i

b Outlook-Plugin installieren o

BC CADDIE Instanz: 1=

Marme der Instanz: PC CADDIEN

1 Import paths

The paths used to import data between the mail programme, scanner, fax, photo camera, etc. and PC
CADDIE are stored here. If you would like to configure a new device for the import, we will be happy
to help you. Please contact Support for this

2 Install Outlook plugin

This button takes you to the wizard that helps you to link your Outlook with PC CADDIE for importing
the mail. The following windows are displayed, which you can simply confirm with Ok and continue:
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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 will be asked in this process whether you want to repair or
uninstall it.

Information on handling the import can be found in the Send DMS document to PC CADDIE
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Personal images - parameters

Back to the Overview
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