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Launching DaylLite for the First time

The first time you launch DayLite, you will see the "Trial
mode' window. If you've already purchased DayLite, you can
click on the 'Enter License' button to enter your serial
number and licensed (see 'Entering your License' below).
You can always enter your license at a later stage.

Note: There is no difference between the trial mode and a
license copy of DayLite. The trial will end in 30 days. Even if
your trial runs out, you will not lose any data. Simply enter
a serial and licenses and continue working.

First Run Options

Once you've entered your license or you've hit the continue
button on the 'Trial mode' window, you will be presented
with three options.

1) Use this option to create a database with your own data

2) Use the Sample database for training and evaluation
purposes. This button will log you in as Mary Jennings in
the Sample database. You can skip to the 'Main Window'
section if you chose this option.

3) Use this option if you already have a database or you are
supposed to connect to a database on a remote computer.
You can skip to the 'Main Window' section if you chose this
option.

Launching DayLite after the First Time

After your first run, DayLite should automatically log into
your the last database (Sample or one you've specified). You
can always change this behavior by going to the
preferences window. You can also change which database
you want to connect to.

DayLite Trial

DayLite is running in trial mode. When the trial expires, you will not be able to launch
DayLite unless you enter a valid serial number and license. You will not lose any data
and you will not have to re-install. You only need to enter a valid serial number and
license to continue using DayLite. You can purchase temporary or permanent licenses.

You have 31 days remaining.

(" Purchase Daylite Y ( Enter License ) mms

It looks like this is the first time you are running
DaylLite. You have three options:

%) Create your own database
Cet started right away with your own data and legin

() Start the Sample database and connect as a Demo user
For evaluation and training. The demo user is Mary Jennings

) Connect to an existing database
Lecally or remotely

You can use any one of these 3 [ Quit 3 ( C = )

options while in trial mode

Connect to Database

Select a Connection i~

Computer or IP: | 127.0.0.1
{i.e. server.apple.com or 192.168.0.1)

Database or Port:  DaylLite
(i.e. MainDayLiteDatabase or 3450)
Username: DayLite Admin

Password: sesssssssssss

E Add to Keychain
"] Make Default Database

& J—




Creating your First Database

Currently there are 3 template databases. For most

New Database Setup
Step 1 of 4 - Select a Database Template & Name

users, the 'Standard' template will do. iy Teme prat e

Keywords

Give your database a name and specify if you want v e
this to be your default database and whether the Reationships :
database should start automatically when your New Daabase Hare [BETETE

[ Start this database when the computer starts

computer starts. Un-check the 'Start at boot' switch 2 s s s e e

for non-essential databases.

Enter your personal contact information New Database Setup

Step 2 of 4 - Verify Contact Information

Your Personal Contact Information

Salutation ") Home [~} (480 555-1212

First Name  Mary 5]

Last Name  Jennings 7] Email 7] mary@example.email.com

Your Business Information

QOrganization Mary & Associates Inc. Address | 345 Stoney Crescent
Job Title  President
City Richmaond Hill Prov/State ON
You can edit this information later. Postal(Zip LSH 288 Country Canada

(Cancel) ( Back ) ( Next )

Specify your login name. Consider using a password for security
reasons. ST N

User Account

Desired Username | mary

# Login immediately on launch

Security

™ Secure with password

Password essess

Verify Password ssssss

(cancel ) ( Back ) ( Next )




The Main Window

The main window is where you will view all your data. If you have the detail view enabled, you will also edit your data

in this window.

Heade
Action Popup

r Row

Column Chooser

Toolbar

User

Filter Criteria

(=X [s] Contacts (=) eoe Days & Tasks =)
B I n H == + H n
5.8 5 + 3 = B B8 ddE. 0. @

Calerfiars . Views Detail | Window Templates Smart Add Backup Calendars  Views Detall  Window Templates Smart Adg Backup
& ) (Contact  |#8) (] la1+) "Recent |+ today | [« « |»] [alemesln] (4] EE 0] @ =) [(Task = 14 ) [ Any Category =)
= Contact [*] "Mary Smith (416) 555-1212 Direct marys@emall Overdue & Today %) [any %) [ NotDone =]

AT L INEW T = Smith & Associates. Competitor 18 Thursday

Bryanfashicyj o DECEMBER 2003 L ]

Cameron Forester . Qualification Call

Christopher Ryan LI ERICHEE Qualification Call

Chuck Darwin 00 am Get More Infa

Cindy Wang & v Main (O Phone (O Email () Address () Other :

Clark B Georgeee CE_E

Clark P Kent

Daniel Simpson Add Note

Dennis Unger salut. ‘Miss  1%) Mary ‘Add Task 9:00 am O A~ I A

Diana Knight Add Timeblock

pocit Last Smith 3] Quick Conference call with

e Green 9:30:00 AM - 10:30:00 AM subcontraciors

i = :

George Harrison Sastic ) |Add Ompartuniy 1000 am | Meeting about XYZ- will be & bit

Holly Peng Add Project ate

Howard Duckens = =

Indiana Jones Personal %) (an =

Jack Tripper
Jessica Desmond
John Byrne
Kevin Bryant
Lily Wang

. Mary Smith
Maurice Jackson
Mel Cooper
Melina Farino
Nileki Dial
Peter Innis
Petra Persons
Richard Li
Rick Branson
Marcel Cerny
Ron Zimmerman
Rona Martins
Ruthy Hughes
Simon Garfunkle
Sonia Singer

Total:290 Matched:290 List:290|

[Selected:1 Batch 1 of 1

Main Address
1716 Simons Crescent
San Diego, CA

USA, 80210

Direct (416) 555-1212 T#
Fax (417) 555-1212 T #
Email marys@email.com

Categery Competitor
Keywords Analytical, Humorous, Soccer
fan, Creative

Created by Mary Jennings on 15/12/
03 11:48:09 PM

Last Note 13/10/04 5:38:05 PM
Competitive Treat

Mext Task
Verify Statisties

Assigned To | Mary Jennings ) | Access public 4] ¥ Editable §

VZ:

11:00 am
11:36:00 AM - 2:00:00 PM
12:00 pm ~ Drainstorm X¥Z ads
1:00 pm
2:00 pm
3:00 pm

Cal.:3 Matched:3 List:3 Selected:1 Batch 1fof 1

List View

Detail View

Day View

Task List



The Toolbar

The standard toolbar provides the most used features in DayLite. You can customize the toolbar to suit your needs.

806 Contacts =
N 0.8 @O ©. & &

; v L) - >y | i=s W

Calendars @ Views Detail : Window Templates Smart Add : Reports Backup

The 'Views' Button The 'Smart Add' Button

This toolbar item gives you the option to switch This toolbar item gives you the ability to add 'linked’

between the various views in DayLite. objects where it is appropriate. The 'smart add' behavior
is dependent on what you have selected in either the list
or the detail view.

806 =
H M e T, ® . &l
: : S =] .
Calendars | ‘j Contacts I_Ete.s ; ' | Note for Mary Smith
'ﬁ-lv]'COm >
— S = — Task for Mary Smith
r e | ﬁ Organizations & sm E
L |

_;;;r::;Sh @ Groups ith & As: E] Timeblock for Mary Smith

Cameron \J“' g =

Christoph ) Activity Set for Mary Smith

Chuck Da g Projects \dd

Cindy Wa) - I

Clark B Gi il Opportunities Contact

Clark P K¢ 00
Caniel Sin
Dennis Ut
Diana Kni
Elise Gree
Frank Mill
Ceorge H
Hally Pem
Howard C
Indiana Ja
iaculrify Main A
Jessica D 1716 S =
John Byrg E] Timeblocks San Die tatist o
Kevin Byl USA, a1 &7 Sub Task
Lily Wong —=

Maanml Personal Notes Direct Sub Group
Maurice Ji Fax (4]
Mel Cooperimm s — =
Melina Farino l

Salut Organization with Mary Smith

o Group with Mary Smith
Taglin:

Opportunity for Mary Smith

E —
| Personi ite 13
itive |

s L
M En € ¥ o

Project for Mary Smith



The 'Reports' Button =
This toolbar item will present you with the available reports for the -'k @ |

currently selected object(s). The list is different for each object | ConmtactStatus
type.

L
~«. Contact Summary

i A Open Opportunities By Contact

Other Toolbar Buttons -
oy & .
. . . Calendars Detail
| h S ly add th 2 d ke )
DaylLite offers many toolbar choices. Simply add the ones you T o5,y 2, e ki the i ke )
feel will k ducti FEI ==
eel will make you most productive. & o o irone
= - - v
C:::x Window Templates Switch View Smart Add 13
Chuck .
el =, & & &
;llar:‘ke Send to Report Engine Backup Database Day on Left Day s
Denni & Id Task
Diana ﬁ’ g 4@ Timeblock
Elise ¢ Day on Right Calendars Drawer Week on Left Week
Frank =G P Ipportunity
Howal Week on Right Go To Date Month on Left Month | e— |
Indian —_—T)
= i § 8
John E Menth on Right Swao Views Contacts on Left Contacts

CustomiZing a List 606. Contécts | ;zgfame
ﬂ Dv G |:|:Iv [+ B -._7_.;'v § Nickname

A list can be customized by adding and removing columns (click e T s | o o s Birthday
on the little blue arrow). You can also resize and reorder each &) Coma ) | ononer
column by dragging the header row or the edge of a header " R e B ropmpre e
column. Teh  BEER e

You can sort a column ascending, descending or neutral by
clicking on the header.



eoe Contact - Marcel Cerny

1 H 1
e o J e c t a r Marcel Cerny (976) 123-4567 Direct marcelle@emall.com
Friend

Harbord Institute

You edit an object (such as a contact) in a card. Each card (O [ R Gy | Cltes | et ek | S s | By
o)

(with the exception of the note card) has several tab items. e
o Keep Updated [ Analytical Category [ Friend %)

Please explore each tab to see the full depth of the D it

! Conservative

information you can store and manage in DaylLite. @ coe” e

) Downhill ski fan

™ Easy Going
; Eu:;\[h::: fan ! In Global Shortcuts
Note: You can change the tab bar style to show text, icons or = e

both in the Preferences > Appearance pane. |5 soeton

1 Flagged

666 Contacts =

Card within the Main Window B Bag @ O B &
The detail view of the main window displays the card for the p—— R Moreal Carmy narsiegemalom

Lily wang F Harbord Institute Friend

currently selected object. When in this mode, the card replace LI

Christopher Ryan

themselves instead of opening up in a different window. This 9
behavior is similar to a web browser. It remembers your last 20 === B e —)

v _ Baseball fan
Daniel Simpson Z Basketball fan

objects. cak ke = Bt

# Creative

fo nlE ™ 8 2}

;’:::::ajr:cnkswn [ curling fan Priority | 0 (Inactive)
Alfred E Newman E ?j:;?‘g\ﬂ\\‘\"sgkl fan O Flagged
leTri
!rar(a(v :n}:fﬁnr\s [ Football fan (! In Global Shortcuts
Gearge Harrison =] Smf fan
. Mary Smith  Humorous
Adrian Lee C nauisitive
William Elliot =] \;btl’alf
Clark B George [ Soccer fan
Wanrep Mabeline 1)
Cameron Forester
Frank Miller

Jessica Desmond
Tristan Young

Nikki Dial

Abdul Ali

Richard Li

Cindy Wang

Kevin Bryant

Steve Chambers

Deninis Unger '
Simon Garfunkle
Torn Ceon.

E — Ja»

Total:51 Matched:51 List:51 Selected:1 Batct )

v




Going beyond Contacts and Appointments

DayLite's data structure is made of 8 major types. The interlinks between these 8 types (objects as we call them) are
what make DaylLite very special

A contact represents a person. An organization represents a company. Contacts play 'roles’
in one or more organizations. A group is a collection of contacts and organizations that
share a common interest.

Contact (Organization, Groups) 2 ﬁ 2

Calendar (Task, Timeblock)

Once you've added contacts, you will want to schedule activities with them. Tasks are to-
do's with a due date. Timeblocks are appointments or full day events with a start and end
time.

D)
=

Opportunity

An Opportunity represents the potential for you to get new business. You use an i
opportunity when you are interacting with a contact and that contact show interest in 00
your product or service, but you haven't yet closed the deal. You track this 'potential’

new business using an Opportunity. You can flow opportunities through stages. You can

generate pipeline graphs, revenue forecasts and win/loss trend. These tools help you

stay focused on bringing in and closing new business.

Project

Once you've closed new business, you want to create a project and track that specific
deliverable. Unlike typical project management applications, Projects in DayLite are E’j
purposefully simple. You can link tasks, timeblocks, notes, contacts, file/web links to

a project making it easy for you to stay focused on what needs to get done.



DayLite Objects

v — - ™
an : ~ :
.. Contact Opportunity | Group ’ ‘ Timeblock

I

i

' [ “
ﬁ Organization Ej Project ==l Note Task

Activity Links
Contacts play Roles
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Groups are collections Reciprocal Relationships




Adding a Contact

When you are adding a contact, a sheet will appear. This sheet gives you the opportunity to create an organization at
the same time. If DayLite finds a duplicate, it will warn you.

You can use the note area as a scratch pad or for a note that can be linked to both the contact and/or organization.

0608 Contacts (=]

Create Organization and/er Contact |

Ca Organization Contact
rl Name Johnson Inc First l:] Mark
P_ Category |_Vendor B Last Johnson =) 7l
Keywords | Select I=) Type | None =) Category | Vendor it e
Industry = None \:] Region None L ] Keywords = Select |v]
Web  www.johnsons.com Email
Phone 1 Main ¥} (675) 345-2345 Phone 1 Direct I*] (675) 345-2345
Phone 2 Fax v Phone 2 | Mabile Iv)
‘Organization Address Contact Address
Type Main  |¥) Type Direct 7] Copy Address
Street 7987 New Sudbury Road Street
City Toronto 1¥) State/Prov. o] =) cry =) saweprov. )
ZIP/Postal M45 313 :] Country Canada \:] 2ZIP/Postal :] Country \:]
Note Job
Title = Title President [#) Dept. =)
Role | Executive B

Add Contact To Groups

Group 1 | None ]

™ Link to Contact ™ Link to Organization Group 2 None |v! 1

Next Step 1

=3 ( Cancel ) | Close Window #) | Notes o >
- -

Adding Other Objects

When creating other objects, DayLite will simply present you with the card of that object. If you have the detail view
active, the new card will appear there.

Adding Linked Objects

When you 'add' an object that should be automatically linked to the current selection, use the 'Smart Add' toolbar item
or the Create > Object For main menu item.



Linking Objects

If you've created an object and you realize that it should be linked
to another object. You can use the 'Link Sheet'. You can trigger this
sheet from the 'Action' popup (usually below the tab bar and to the
left).

Linking a Contact to an Organization

A contact plays a role in an organization, opportunity or
project. In this case, you will be presented with the option
to specify the role.

Linking a Contact to a Contact

We call this a reciprocal relationship. You can specify 'how' the
contacts are related (i.e is husband of / is wife of). The same
principle can be applied when linking an organization to another
organization (i.e. is parent of / is subsidiary of)

nee

Task - Qualification Call

Linking objects to Task

®) Contacts

Search | m

) organizations ) Groups

) opportunities ) Projects

e [* Mel Cooper
Tracy Martins
Adam Smith m
Mel Cooper Direct (888) 123-4535
Steve Chambers 4  Email mel@email.com
Alfred E Newman v
Cateanry
mini Mel Cooper
2 Mel Cooper
Direct (888) 123-4535

Emai

| mel@email.com
.

Category -

YA

W Cameron Forester

nee

T

Contact - Christopher Ryan

Establish a Role for Christopher Ryan

_) Contacts Search ,Jo

[CXo}

= B Johnson Inc
(O opportunities

O Projects

Johnson Inc

Business (345) 345-3456
Fax (345) 345-6789
Web www.johnson.begus.com

Main Address
343 W 12th Street
New York, NY
USA, 12343
Role | Marketing [4) Christopher Ryan plays the
ing role in the Johnson Inc
Title VP of Marketing =] organization
Department )
0686 Contact - Christopher Ryan

New Relationship with Christopher Ryan

search | je

Jessica Desmond
Mary Jennings

Jessica D
Walsam Inc

Direct (376) 555-6666

Email jessica

Main Address
Montreal, PQ
Canada

2 Relationship | is spouse of / Is spouse of

esmond eresident

iemail.com

Jessica Desmond is spouse of Christopher Ryan
Christopher Ryan is spouse of Jessica Desmond

Details

M




Filtering and Searching
You have 3 ways of searching for data in DaylLite.

1) You can use the Quick Filter located at the top of each list (see
the manual for possible wildcard patterns).

2) You can run the Advanced Filter sheet to specify multiple
criteria. You can save the filter and call it back up at any time. Use
the 'Action' popup (above the header row) to show the advanced
filter or to run a saved filter.

3) You use the 'Global Find' window to search the whole database.

Note: You define where to search using the 'settings' button on the
Global Find window.

806

__-—

1B
- U=k

Calendars Views Detail Window Templates
.
& =) | contact BT
F Contact Phe
Christopher Ryan [ed
066 Contacts =
ﬁ Contacts Filter
Calent fac
& 1 Assigned To | Any User (Requires other criteria)
r 7 City | Starts with 5 &) 'IZI
‘ ) vancouver S
I Category | Contains %) Customer [ B
1 _j ~
I
I
I
I
I
| Add Criteria v € Filter )
{ 51 total records. Matched 4 records
I
J Fetch [ 500 1) Records at a time ) pisplay immediately on one bateh filter
-
I
| ™ Add to Favorite Filters Name  Vancouver Customers|
|
)
1
Hold the Shift key to Display or Append Pa =" N ~
J‘ results without dismissing this sheet. (_Cancel ) (_Append ) (_Display )
Nikis Dial (310) 5556969 Direct Los Angelas
Abdul Ali (678) 567-6789 Direct Huntsville
Total:51 Matched:51 List:51 Selected:1 Batch 1 of 1 Y
ene Global Find
~ john = 8 IV
2 George Harrison Sr. Find Settings
A John Byrne
Johnson Inc
™ Contacts All =
™ Organizatiens All e
E Timeblocks

E Tasks



Printing

DayLite prints the main window in a WYSIWYG fashion. For
example, the calendar views can be printed just as you see them
on screen (you can add and remove dates). The list printing works
in the same way. It will print a list based on the columns you have
displayed keeping the proportions in mind.

You can set the page size, scaling and margins in the File > Page
Setup window.

Generating Reports

000 Contacts
=
@~ Contact s
= Contact Phone 1 City

Lily Wong (999) 555-0000 Direct Wancouver
Melina Farino (416) 567-8901 Direct Wancouver
Diana Knight (604) 678-1234 Direct Vancouver
Christopher Ryan (604) 555-1111 Direct Vancouver
Marcel Cerny (976) 123-4567 Direct Toronto
peter Inni @ B B # Preview of “Untitled”.pdf (2 Pages)
Adam Sm
Ruthy Hut " (-] Iree| & +) = (o B ] =
Howard O hﬁ_ il il l’ : ”J\ ‘{\ &
Daniel SN prawer Back/Forward | Page (of 2) Page Down @ ZoomIn ZoomOut |  Tool Mode
Clark P K¢
Holly Pem
Maurice Ji
Rona Mar Contacts
Alfred EN Contact Phone 1 city
Jack Tripg Lily Wong {999) 555-0000 Direct Vancouver
Tracy Mat Melina Farino (416) 967-8901 Direct vancouver
Ceorge H Dizna Knight (604) 678-1234 Direct Nancouver

B Mary Smil Christopher Ryan (604) 555-1111 Direct vancouver
Adrian Le Marcel Cerny @ 23-4567 Direct Toronto
William El Peter Innis 7 Taranto
Clark B G Adam Smith Taronto
Wanrop N Ruthy Hughes Toronta
Cameren Howard Duckens Taronta
Frank Mill Daniel Simpsan Springfield
Jessica D Clark ? Kent smaliville
Tristan ¥¢ Hally Peng Shanghai
Nikki Dial Maurice Jacksan Seattle
Abdul Ali Rona Martins (967) 416-5788 Direct Seattle

You can run certain reports using the 'Report Center' or you can filter data using the list views then 'push' that data to a

'Report Template'.

You can customize Report Templates to your liking. The mechanism is very powerful and requires a bit of technical
knowledge to customize. Check the Marketcircle website on a periodic basis for additional report templates.

Importing & Synchronizing Data

You can import data into DayLite from several sources. Please see the File -> Import menu to see the options. You can

also synchronize with Apple Address Book and PDA's.

Another option is to create 'offline' databases. Please read the manual for more information.

Note: DayLite does not use iSync at the moment.



Preferences

DayLite has many customizable options. Use the preference pane to customize these options. You can customize
categories, keywords, roles, relationships, forms, extra field names, organization types, regions, industries,
opportunity stages, products, win/loss reasons, activity sets, letter templates, Palm sync options, Address Book sync

options and more.

8enn DayLite Preferences =)
s A ﬂ
Show All Previous Next Letter Templates
Basic
o T
IIIr ]
g @ = @ W[
Launch Appearance Formatters Auto Dialer Default Values Palm Sync
& %)
Shortcuts Performance

Current Database

. N = 0 B 5

Organizations  Sales Opportunities Users & Security

Classifications Roles & Relationships Forms & Fields

h +@ @ %"!‘ %?

Address Book Letter Templates Activity Sets Billing Rates Maintenance

Database Sharing

ﬂ%‘ = @-

Access Configuration Local Databases Status




Multi User Options

DayLite includes a powerful client server database engine. You can share your database with colleagues.

You can add users, setup a user hierarchy to reflect the company structure, restrict users from using certain functions
and enable the permissions system. (see the manual for more details)

Note: A Mac which shares databases must have a static IP address.

enn Access Configuration Preferences (=
& & g
Show All Previous MNext Letter Templates

%) Do not share databases on this computer
Recommended for laptops and single users

— -
_ Share databases on this computer to the local network
Requires a STATIC IP address, recommended for servers.

Performance Tips

If you have a large database and you notice that performance is sluggish, please visit both the performance and
maintenance preference panes. For example, you should not have performance issue with databases with as many as

30000 contacts.

Note: Please visit our support page for specific performance tips.



Entering your License

You can get to the license window by clicking on the 'Enter License' button from the Trial mode window, or you can
select the DayLite > Licenses... menu item.

DayLite licenses are cumulative. You can add licenses at any time. You can purchase a 1 user license first, then a 3 user
license or any other combination and simply add the new license.

Note: All computers using DayLite must have all the licenses in order to work properly in a networked environment.

enn Licenses 000 Licenses

Serial Number: DLI

Software Licenses
Example: DLAAAAA-BBBB-CCCC

ntogo

Add or remove licenses. If you don't have a license, click on the the 'Purchase...” button to go |
to our online store, or call us at (888) 287-9186, or email us at sales@marketcircle.com. License:
Example: DL-X.X-BBB-CCCC-DDDD-EEEE-FFFF

Seats  Type Serial Expires [Seats
(" Cancel ) Save
(" Purchase License ) Delete License (" Purchase License | Delete License (" Add License )

Learning more

Please review the DayLite Foundation manual for more information. If you do not have the manual, you can download it
from our website at any time. You can also order a printed & perfect bound copy.

You can also visit our website to learn more:

htto://www.marketcircle.com/
http://www.marketcircle.com/help/

© 2004 Markeetcircle Inc. All Rights Reserved.



