


Overview

Renown’s Notes and Attachments allows users to extend the standard Microsoft Dynamics SL entities
to include Notes, Images, Attachments, Additional Information fields and Activities (e-mails,
appointments, tasks and events).

All records (Notes, Images, Attachments and Mail) can be stored in discrete folder structures similar
to explorer making classification, storage and relocation easier to the end user. The folder structures
can be custom built by the user for each entity record providing total flexibility over storage of
documents.

Key Features include:

4 Ability to add additional Notes, Images and Attachments to standard entities (Projects,
Customers, Vendors, Inventory, etc).
Use of Explorer style folder structure to file Notes, Images, Attachments and Activities.
Files are stored in the SQL Database linked to the related entity (Projects, Customers,
Vendors, Inventory, etc).
Use of Additional Information fields with Code File to standardise grouping and classification.
Perform light CRM functions with Activities (Appointments, E-mails and Tasks).
Track entity activity such as Timesheets, Expense Claims etc.
Set a limit to file size allowed to be uploaded as Attachments.
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Purpose of this User Guide is to provide the necessary information to users in regards to using this
module and to maximise the functions that are available.
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Setting Up Notes and Attachments

Prior to using the Notes and Attachments Module, setup must initially be completed.

AT Setup (AT.SET.00)
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1. Setup connection
Enter SQL User ID and Password.

DB Connection

Server Name  Currently only supports the server hosting the Dynamics SL database
Database Currently only supports the server hosting the Dynamics SL database
SQL User ID  This user needs execute access to any stored procedures used to generate

distribution lists

Password The password associated with the user defined above.
Test Click this button to ensure the user and password is valid
Connection

2. Once SQL User ID and Password entered, click Test Connection .




3. Once validated, the following message is displayed.

Motes and Attachments

|t S

| Connection Successful

4. |If the User ID and Password is invalid, the following message is displayed.

Motes and Attachments

; l«_\ Connection Unsuccessful

5. Set applicable default Entry Type

Options

Default Entry Type

Default Entry Type Notes and Attachments (AT.NAT.00)
with. Below is the list of available PVs (Possible Values).
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Entry Type Description | _‘_I
SSET ined Asset

CONTRACT Contract

CUSTOMER. Customer

ESTIMATE Estimate

ESTLINE Estimate Line

INVENTORY Inventory Item

PJEMPLOYEE Project Employee

PORDER. Purchase Order

PREMPLOYEE Payroll Employee

PROJECT Project

SECTION Estimate Sections

SHIPMEMT Shipment

SHIPPER. Shipper

SORDER. Sales Order

SUBACCOUNT Subaccount

SVEMPLOYEE Service Employee

TASK Task

VENDOR Vendor

VOUCHER AP Voucher =
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6. Define restriction on attachments

Allowable File Types

This section allows the user to restrict the types of extensions that are allowed for upload and
also place restrictions to the maximum file size allowed.

Allowable FileTypes

| Description * I Extension I Max Size (KE) I i‘
Adobe Acobat Document FOF 500
All Files = i
Images JPG 200

Description Used to define the type of extension (Free Text).
Extension The extension of file type allowed. This field is validated against the

extension of the document when uploaded.
Max Size (KB) Sets the file size restriction on attachments.

To place a restriction on the Document Type allowed, delete ‘All Files’ and insert the file type
allowed in the grids separately.

To set a restriction on File Size allowed, enter the maximum upload limit in the ‘Max Size
(KB)' column.

When uploading attachments, restrictions are on a filter level basis with All Files (*) being at
the bottom of the level. If it finds a match to the extension and/or Max Size defined, it will
restrict the upload of the attachment and the following message is displayed.

Motes and Attachments (il

l L The file size exceeds the allowable limit (500 KB) for this file type.

If it does not find a match, it will allow the attachment to be uploaded.

Note that * in the Extension column denotes all types and 0 in the Max Size (KB) column
represents no restrictions on file size.

7. Click Save to save the setup and exit the screen.
Once more than 5 records for an Entry Type has been processed, user will be prompted to enter the

registration key in the RB Registration (RB.REG.00) screen which will appear in the menu navigation
under the Setup Category.




Maintenance Screens

The Notes and Attachments Maintenance screens allows Users to define what options are available
for each Activity and Entity.

Activity Type Maintenance (AT.ACT.00)
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This screen defines the field names and masking in the Activities tab when accessing Notes and
Attachments Activities tab.

Changes to this screen can only be made when user is in Initialized Mode.

Open

Open Company..
Switch Company...

Close Company

Initialize Mode

Business Date

Printer Setup...

Exit

Activity Activity type which can be accessed by pressing F3
Changes to the Options and ID Fields tab will be made to the Entry Type selected in
this field

Description Description of the Activity type

Status Defines the status of allowing access to the Activity type
When status is set to ‘Inactive’ the Activity type option will be disabled

Reserved Defines security over the Activity type selected

If the field is greyed out, there can be no changes made to that field




Options

Outlook

Images

Determines the default Outlook Type of response to synchronise with
le: If Appointment was selected in the Activity Type and the Outlook Type was set to
Appointment, when the user saves any information, Outlook will update appointments

for the user

Default Image that appears for the selected Activity Type
User can change the image icon in Initialized Mode by clicking on the icon which will

launch the following screen.
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ID Fields

ID Fields allows the User to create fields for the selected Activity Type (Appointment, E-mail and
Task) in the Activities Tab.

There are default fields set up in Activity Type Maintenance ID Fields for your convenience. However
these are not hard coded and can be modified as per user’s preference.

ID Field x
Visible
Code

Field Class
Values
Caption

Mask
Length

ID Field with Character Length

When check box is ticked, user will be allowed to create new field

Code type allows user to enter the key used to uniquely identify a subset of codes
within the Code File table (PJCODE). Each Code Type is a logical grouping of values
stored within the physical Code File table. Possible values may be viewed and
selected by pressing F3

Associates a control with a particular class of data items having global display and/or
operational characteristics

Allows user to provide a custom scroll down selection of values/names to choose
from. Commas are used to separate each value/name.

Allows the user to assign a name to the ID Field

Determines the type of characters or numbers to be used

Predefines the character limit that is able to be keyed in. This however is only
available up to the length that has been preset for the applicable ID Field as can be
seen in the bracket next to ID Field x




Below is what the Notes and Attachment screen will look like once the setup is completed and saved.




Entry Type Maintenance (AT.TYP.00)

This screen allows the user to define entities Notes and Attachments can be attached to.

Entry Type Entry Type which can be accessed by pressing F3
Changes to the Options and ID Fields tab will be made to the Entry Type selected in

this field
Description Description of the Entry Type
Status Defines the status of allowing access to the Notes and Attachments.
When status is set to ‘Inactive’ the Attachments option will be disabled
Reserved Defines security over the Entry Type selected
Options

Tabs — When check box is ticked, user has the ability to access the selected Notes, Images,
Attachments, Additional Information or Activities Tab in Notes and Attachments (AT.NAT.00)

Notes

Images

Attachments
Additional Information

Activities

Default Tab

Option to attach or write Notes to Entry Type of the User/Group selected
Option to attach Images to Entry Type of the User/Group selected

Option to attach Attachments to Entry Type of the User/Group selected
Option to fill in Additional Information to Entry Type of the User/Group
selected. This field needs to be setup through Entry Type Maintenance
(AT.TYP.0O) ID Fields to be accessible

Option to attach Activities (Appointments, E-mails and Tasks) to the Entry
Type of the User/Group selected.

Defaults to the tab based on the field selected from the drop down box
(Notes, Images, Attachments, Additional Information and Activities) when

Notes and Attachments (AT.NAT.00) is opened.



The screenshot below demonstrates how to create Fields for the Additional Information Tab.

Below is what the Notes and Attachment screen will look like once the setup is completed and saved.

Notice that the values Y,N appears in a drop down box after being separated by a comma in Values.




Message Maintenance (AT.MSG.00)

This screen allows users to create template notes which can be automatically inserted into the notes
field within Notes and Attachments (AT.NAT.00).

Message Assign a Message ID to the message template
Short Short description of the message template
Message Content of the message.




Input Screen
Notes and Attachments (AT.NAT.00)

The Notes and Attachments Screen (AT.NAT.00) allows you to enter Notes, Images, Attachments,
Additional Information and Activities for the Entry Type User/Group that has been selected without
having to navigate to each individual screen.

Entry Type defaults to the Entry Type selected in AT Setup (AT.SET.00) .

Users also have the option of copying the structure of previously created folders from an Entry Type

to another Entry Type by clicking on the Copy Structure from another Entry  icon located next
to the Entry Type Field.

Entry Type Entry Type to copy structure from
Key Value Key Value to copy structure from
Copy Tick the check box to copy structure from




Notes Tab

This screen provides Users with the ability to

+

+

Maintain notes or comment records against any Dynamics SL Entity (Customers, Products,
Projects, etc).

Define product information (Safety data, Promotional Material, Up sell information, etc)
against inventory records. This data can be viewed in Renown’s Advanced Inventory Search
screen when selecting items on sales orders.

Maintain collection notes against Customers.

Keep simple note records against Project and Tasks in a structured folder environment.




Below are instructions on how to create a new note.

1. Click on 'New Folder’ icon on the bottom left hand corner of the screen.
2. Torename the folder, right click on ‘New Folder ’ icon and scroll to Rename.
3. To add a new note, right click on the Folder and scroll to New | Note .

Note that if the user would like to add a new note to the current folder, user has to add (right click) the
note to the intended parent folder.




1. To rename the newly created note, right click on the note and scroll to Rename and enter an
appropriate title.
2. Type in content for the chosen note.

User can also insert a note from the message template created in Message Maintenance
(AT.MSG.00) via two options:

Option 1

a. Type in the Message ID in full and highlight the word in the Notes Field.
b. Press F2 on the keyboard.
This will copy and paste the full message content into the new note.

Option 2

a. Type in part or full Message ID in the Notes Field.
b. Press F3 on the keyboard which will bring up the Possible Values available.
c. Select the message the User intends to copy and click OK.

This will copy and paste the full message content in the new note.

3. There is the option of running a Spell Check by clicking on the Spell Check button.
4. Complete and click on the Save button.




5. If the User wishes to print a report for Notes attached, User can click on the Print Current
Note icon.

The report below will display all current available notes for that particular Entry Type and Key Value
chosen.




Images Tab

This screen provides Users with the ability to

+

+
+
+

Attach images to any Dynamics SL Entity similar to files.

The difference is that images can be viewed in the Attachments screen.

Enjoy simple image viewing features such as Rotate and Zoom.

Store pictures of inventory items, which can be then viewed in Renown’s Advanced Inventory
Search screen when selecting items on sales orders. In addition,

Store defect photos against credit or warranty claims or store site photos against projects and
tasks.

*



Below are instructions on how to attach an image to an Entry Type.
There are no file size restrictions applicable to this tab.

1. Click on’New Folder’ icon on the bottom left hand corner of the screen.

2. To add a new image, right click on the Folder and scroll to New | Note.
Take note that if the user would like to add a new image under the current folder, user has to
add (right click) the image in the intended parent folder.

3. Browse to the location of the intended image and click Open.




Attachments Tab

This screen provides users with the ability to

#+ Attach any documents or file types to any Dynamics SL Entity

+ Maintain folders for sales materials, contracts, subcontract agreements, etc

#+ Files are stored in the database once and can be attached to multiple Entity records. The
same single source file can be opened from any associated Entity.




Below are instructions on how to attach an attachment to an Entry Type.

wp e

Click on 'New Folder’ icon on the bottom left hand corner of the screen.

To rename folder, right click on the folder and click on Rename.

To add a new attachment, right click on the Folder and scroll to New | Attachment .

Take note that if the user would like to add a new note under the current folder, user has to
add (right click) the attachment in the intended parent folder.

Alternatively, users can click on the New Attachment icon to add a new attachment to the
folder.

Complete and Save.




Additional Information Tab

If nothing is setup in Entry Type Maintenance (AT.TYP.00) , the Additional Information Tab will not
be visible or accessible.

This tab is provided to enable additional classification or data entry fields for any Dynamics SL Entity.
This is useful for defining custom fields against the Financials Entities (Customers, Vendors, etc)
similar to the way ID Fields can be used in Project Series. Different fields can be configured for
different Entities through Entry Type Maintenance (AT.TYP.00) .




Activities Tab

This screen provides users with a very light Customer Relationship Management (CRM) solution.

+ It is possible to create and send Emails, create Outlook Appointments and Tasks. This
creates the records in Outlook, but also stores a copy of the record in Notes and Attachments

for later review and/or reporting against the associated Entity.
4+ This will be useful for tracking correspondence against projects or customers and a good tool

for debt collection reminders and follow ups.




Below are instructions on how to create a new Appointment for the Entry Type.

An Activity may only be added if it categorised in a folder.

1. Click on 'New Folder’ icon on the bottom left hand corner of the screen.
2. Torename folder, right click on the folder and click on Rename.
3. To add a new activity, right click on the Folder and scroll to New | Activity .
Take note that if the User would like to add a new note under the current folder, User has to
add (right click) the activity in the intended parent folder.

Alternatively, users can click on the New Activity icon to add a new attachment to the folder.




When users create a new Activity, the following screen appears.

Double click or press F3 on the Type field and chose from the following options.




Below are instructions on how to create a new Appointment .

Details Tab

Subject
Location
Start Date
End Date
Created;By
Updated;By
Reminder

Enter a Title for the Appointment

Enter a Location for the Appointment

Enter a Start Date and Time for the Appointment

Enter an End Date and Time for the Appointment

Defaults to the Date, Time and User of when the Appointment was created
Defaults to the Date, Time and User of when the Appointment was updated
Check this tick box if user wishes for a reminder of the Appointment




Attachments Tab

User can upload Attachments for the Appointment by clicking on the Add Attachment icon.

When the details are completed, click OK to close the screen.

The system will automatically update and synchronise with the User’s Microsoft Outlook to reflect the
changes.




Below are instructions on how to create a new Email.

Details Tab

Subject
To

CC
Created;By
Updated;By

Enter a Title for the Email

Enter the recipient(s) Email Address

Alternatively, the User can access the global address list by clicking on the Browse
Email icon

Enter the recipient(s) Email Address to copy Email to

Defaults to the Date, Time and User of when the Email was created

Defaults to the Date, Time and User of when the Email was updated




Attachments Tab

User can upload Attachments for the Email by clicking on the Add Attachment icon.

When the details are completed, click OK to close the screen.
The system will automatically update and synchronise with the User's Microsoft Outlook to reflect the
changes.




Below are instructions on how to create a new Task

Details Tab

Subject
Due Date
Start Date
Created;By
Updated;By
Reminder

Enter a Title for the Task

Enter the Date of when the Task is due for completion

Enter the Date of when the Task begins

Defaults to the Date, Time and User of when the Task was created

Defaults to the Date, Time and User of when the Task was updated

Check this tick box if user wishes for a reminder of the Task before Due Date




Attachments Tab

User can upload Attachments for the Task by clicking on the Add Attachment icon.

When the details are completed, click OK to close the screen.

The system will automatically update and synchronise with the User’s Microsoft Outlook to reflect the
changes.




The screen below shows a summary of the Appointments, Emails and Tasks created in relation to the
Entry Type.

Property of Renown Business Solutions Pty Ltd 2009

For more information or clarification on this module, please email support@renown.com.au or visit our

website www.renown.com.au



