RED WING’

SOFTWARE

Scanning and Attaching Documents

Document #: 3290 Product: CenterPoint®

This document describes the setup and processes used to scan and attach files to transactions and setup screens. Files can be
attached to the following setup screens: Customers, Vendors, Names, and Employees or the following Transaction screens:
Purchase Orders, Payments, Vendor Invoices(A/P), Sales Orders, Receipts, Customer Invoices (both basic and detail), and
General Journal Entries. Files can be attached by scanning the documents, dragging and dropping existing files from your
computer, or by selecting an existing file from your computer.

Prerequisite

A scanner must have TWAIN compatibility to be used with CenterPoint. A scanner that does not have TWAIN
compatibility can be used to scan a document and save it to your computer and then attached by following the
Attach Documents to Transactions or Setup Screens section in this document.
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Step E: Maintaining Attachments

Frequently Asked Questions

Step A: Set File Attachments Preference (One-Time Setup)

CenterPoint gives you the option of storing your attachments in a file repository or to your database. Red Wing Software
recommends using the File Repository, but there are benefits and downsides to both options. Choose the option that will work
best for your organization.

» File Repository — Attachments stored in the file repository are saved in a specified location on your local computer or
network. Files are encrypted so they can only be viewed from within CenterPoint. The benefit of a file repository is that
the attachments will not increase your database size. If you are using SQL Server Express your database is limited to
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10 GB. Potential negatives are ensuring the location chosen has proper permissions set so all users have the
access they need. Also, if the files are moved for any reason, you will need to update CenterPoint with the new
location, or CenterPoint will not be able to find the files. File attachments can be backed up from File > Backup >
Backup File Repository. For additional information, please see the Backup or Restore File Repository topic.

? Database — Attachments stored in the database are saved with the rest of your CenterPoint data. The benefit is that the
files cannot be lost and will always be accessible within CenterPoint. The potential negative is that a large number of
attachments could quickly enlarge your database size past the 10 GB maximum for SQL Server Express. If you use a full
version of SQL Server, there is no maximum database size.

1. Select File > Preferences > General > File Attachments.

Display File Size Warning Message

Scanning and attaching files to a transaction or a setup screen will increase your database size if you choose to store the files to
the database. If you are using SQL Server Express your maximum database size is 10GB and if you are using the full version of
SQL Server your database does not have a maximum size. It is suggested to scan your documents in black and white instead of
color to decrease each scan's total size. You can choose to display a warning message that reminds you when scanned or
attached files exceed 2MB with this preference.

2. Inthe Display File Size Warning Message box, select Yes or Not Set if you want to be warned when an attached file
exceeds 2MB, or select No if you never want to be warned about attached files that exceed 2MB. Note: If you receive the
warning message when attaching a file and decide that you do not want to display the warning message again, select the
Don't show this message again check box and the Display File Size Warning Message preference will automatically be
changed to No.

Store Attachment Files In

3. Inthe Store File Attachments In box:

» Leave the default value of Prompt Me if you want CenterPoint to ask you each time you attach a document where
you want to store the attachment with the following message. If you choose the Always perform with this action
check box and then click the action, the preference will be set with that action.

% File Attachments - x

Do you want to store the file(s) in a File Repository (| ar in the [x

[] Mlways perform this action

Onste || Coree

» Select File Repository (Recommended) to automatically store an encrypted version of your attachment in
a location on your computer or server you specify in the Location of File Repository preference in step 4.
» Select Database to store your attachment in your CenterPoint database.

Location of File Repository

4. Inthe Location of File Repository box, select a a server drive (UNC path), for example: \SERVER\Share\.

5. Ifyou currently have attachments that are stored in your CenterPoint database and you want to move the files to your File
Repository location specified in step 4, click Transfer Database Attachments and at the This will move any
attachments stored in the database into the file repository location specified. Do you want to continue message, click

Yes.
6. Click Save.
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Note: If you transfer database attachments, to reclaim the space previously allocated to the attachment files stored in the
database which are now stored in the file repository:

. Perform a database backup from File > Backup > Backup Database.
2. Select File > Administration > Database Utilities > Shrink Database. A screen will display with statistics about

your allocated disk space and available free space.
. Toreclaim the unused disk space, click Shrink.
. Atthe Shrink the database to reclaim unused disk space, are you sure? message, click Yes.
. Click OK. The statistics about your disk space will be updated accordingly.

Step B: Attach Documents to Transactions or Setup Screens

Documents can be attached on the to the following setup screens: Customers, Vendors, Names, and Employees or the
following Transaction screens: Purchase Orders, Payments, Vendor Invoices(A/P), Sales Orders, Receipts, Customer Invoices
(both basic and detail), and General Journal Entries. This document will use the Payments screen for the examples. Files can
be attached by scanning the documents, dragging and dropping existing files from your computer, or by selecting an existing file
from your computer.

Attach Documents with One-Click Scanning

One-Time Scanner Setup

Scanner setup is only required for the one-click scan and attach option. You can attach via drag and drop or select existing
documents from your computer without having a scanner set up.

1. Connect a scanner to your computer and verify it is operational.
2. Select File > Scanners.

3. Click New.
@ scanners — o X
Lst  Detail
w@up«imum New Scanner C i |
T e ] A
FaE SenFichome[Son |
[ Show scanner dislog
[ s |
4. Inthe CenterPoint Name box, enter a required name (up to 50 characters).
5. The Available Scanners box will display all the scanners available to your computer. Select the scanner you want to

configure. If your scanner is connected to your computer and is operational, but does not appear in this list, please refer
to the Prerequisite statement at the top of this document.

The Source box will default to AutoFeeder, if your scanner is a flat bed scanner, select Flatbed.

The File Type box will default to Document_PDF (scanned documents will be saved as PDF files), if you want the
scanned documents to be saved as an image file instead, select Image_PNG.

No

Note: The Source and the File Type determine whether a single file or multiple files are created when scanning multiple
documents.

All image file types create one file per document.

When the Source = Flatbed, a single file is created for each document page.
When the Source = Feeder and the File Type = Document_PDF, one file is created from multiple page
documents.
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8. The Color Mode box will default to Black & White (scanned documents will be saved in a smaller file size in black and
white), if you want the scanned document to be saved in a large file size in color instead, select Color.

9. Inthe Scan File Name, enter a default file name for your scanned documents. The file name will originally display as
Scan. CenterPoint automatically appends a unique identifier to the default name when your document is attached to the
transaction. For example, ScanC793.pdf or ScanE072.png.

10. The scanner will use the default settings from File > Scanners in CenterPoint unless you select the Show scanner
dialog check box to display your scanner's settings screen for each scan to change the scanner's setup. Changes made
in this screen will not be saved in File > Scanners.

11. Click Save.

12. Click Close.

i |

One-Click Scanning

1. Follow the One-Time Scanner Setup section in this document.

2. From a setup screen or a transaction screen, enter your applicable information.
3. Insert the document(s) to be scanned into your scanner.

4. Click the Scanner button.

|

? If you chose to display your scanner's setup screen, it will display and allow you to make changes to this
scanned document. Most likely, you will need to initiate the scan from the scanner setup screen. The
scanned document will be attached automatically.

» |f you did not chose to display your scanner's setup screen, the scanned document will be attached
automatically.

©

»  After you attach a document, the Paperclip button will display with a yellow background.

» To view an attached document, click the yellow Paperclip button, select the document, and then

click View.

” To delete an attached document, click the yellow Paperclip button, select the document, and then
click Delete.
To view an attached document with a specific tag(s), click the yellow Paperclip button, in the Tags
box, enter the tag(s) name and then tab off of the box or press Enter.
» For customer invoice or sales order transactions, select the Email check box to indicate that when

the invoice or sales order is emailed that the attachment will also be emailed.

»

5. Continue with the After Documents are Scanned or Attached section in this document.

Attach Existing Documents

1. From a setup screen or a transaction screen, enter your applicable information.
2. Click the Paperclip button.
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3. The Attachments screens displays. Either drag and drop files from your computer on to the Attachments screen or click
the Attach button to select the files.

B8 Attachments

- o X
Aftach. EfT. No Scanners Cortigured
o |
. —| & Open X
Desg ion
4+ || « connies 5 Documents » Documents v o O Search Documents
Organize v New folder Ezv M @
Fund A Name Date modified Type Size
Output @3 Document T.docx Micros 1
Output @2 Document 2.docx Microsoft Word D 1
@ OneDrive -
Attachme
CenterPoi
Notebook
v >
Fl\ename:ll v‘ Al files (%) ~
oom ]| cmn
[Tk [ cacel |

» After you attach a document, the Paperclip button will display with a yellow background.

» To view an attached document, click the yellow Paperclip button, select the document, and then
click View.

» To delete an attached document, click the yellow Paperclip button, select the document, and then
click Delete.

? To view an attached document with a specific tag(s), click the yellow Paperclip button, in the Tags
box, enter the tag(s) name and then tab off of the box or press Enter.

** For customer invoice or sales order transactions, select the Email check box to indicate that when
the inovice or sales order is emailed that the attachment will also be emailed.

4. Continue with the After Documents are Scanned or Attached section in this document.

After Documents are Scanned or Attached
After you scan, drag and drop, or attach a file, the Attachments screen automatically displays as follows:.

? From Customers, Vendors, Names, and Employees or the following Transaction screens: Purchase Orders, Payments,
Vendor Invoices(A/P), Receipts, and General Journal Entries.

il Attachments

Edit View Delete
Tags ||

Description

No Scanners Configured Sean

File Name Attach Date Size Created By

Tags Location
Document 1.docx 116 KB| Administrator

File Repasitory
[

1155KB Administrator

File Repository

T
Drag and drop files here

0K Cancel 0

OR
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From the following Transaction screens: Sales Orders, Sales Order - Quick Entry, Customer Invoices (both basic
and detail), and Customer Invoices - Quick Entry:

el Attachments
Mtach.. | Edit View Delete

TBDSV

Description File Name Attach Date Size Created By Tags Location Email

Catalog Page 99

1

Drag and drop files here
oK Cancel | (@)

* For customer invoices and sales orders only, to indicate that the attachment should be emailed when a
customer invoice or sales order is emailed, select the Email check box.
? To add an optional description for an attachment, select a document and then click Edit. Click OK.

Edit Attachment X
Description |Add'rticnal Notes |
Location |Fi|e Repositary |
File Name |Document 2.docx |
Tags | .

o [l | @

? Tags can be added to attachments to organize them by keyword and make it easier to find specific sorts of
attachments later. For example, you might create a tag called W4 for employee attachments or a tag called
SalesTaxExempt for Customers. Tags are limited to a single word with no spaces. You can add multiple
tags to the same attachment. There are two methods to add tags to an attachment.

Edit Attachment x
Description |Add'rtional Notes |
Location |Fi|e Repository |
File Name |Document 2.docx |
Tags | Notes,Review Application| @
_OK [ Cancel | ()

? Method 1: Enter Tags separated by commas.
*On the attachments screen, select a document and click Edit. In the Tags box, enter
tags separated by a comma, then click or tab off the Tags box.
?” Tags that have been used before will be added to this attachment.
» |f you enter a tag that has not been entered before you will be prompted, “The following
Tag(s) were not found. Would you like to add them now?” Click Yes to add the tags
and assign them to this attachment. Click No to skip adding the new tag.

»? Method 2: Select from a list of tags

»
On the Attachments screen, select a document and click Edit. Click the Tags icon @

to open the Tags selection window. Use the arrow buttons to move the tag(s) for this
attachment from the Available Tags list to the Selected Tags list on the right. If you
would like to use a tag that is not on the list, click New to create a new tag.
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Step C: Finding Transactions with Attachments

Transaction Search

—_

Select Processes > Transaction Search or Reporting Tools > Transaction Search.

In the Date Selection or date From/To fields, specify the appropriate date range to search. By default, the Date
Selection criteria is set to This Month. To set your selection to display each time you start Transaction Search, right-click
and select Set As Default.

Select any of the other Search criteria to specify how you want the Search results to display.

Select the Columns tab:

»? Leave the Level field set as Transaction Summary.

»? Place a check mark in the Attachments check box and any other columns you want to include in the search
results and then determine the order the columns should display in. Use the arrow up and down buttons to order
the columns.

Click Search.

5 Tansaction Search [ESSECR =)

;I‘l:': Caima Group Genarel . Date Selection | This Morth V] From [oapyom B To (0400 B [ Semmn ]

S S Format Definition | Summary - X
G CIEE Filter Defirtion Summary < xW
<al> <
<Al>

ot | <Al>
Transacton Number | <Al>
Transacton Status | Posted

A 5 c ] 3 F c

~
- lTransaamn Date TensactonMurber  EmtySceen  FrstName, Lastame oo™ Atachments

A17/200 000012 Payments Apine Cred Compary 50000 2
-500.00 2

Search Griteria.
Date Selection: This Morth (4/1/2020t0 4/30/2020)

Pl
1
2
:
4
5
3
7
s

S Other Filters:
10| Transaction Status: Posted

2 Soted By:

13| Transaction Date: Ascending
‘Transaction Number: Ascending
Eniry Screen: Ascending

16| Frst Name, Last Name: Ascending
17| Total Bank Amount; Ascending

More tems ot

s Print |+ Expott Edt Options + Close (7]

An Attachments column will display and if a transaction has attached documents, the number of attachments displays in
the Attachments column.

To view the documents attached to the transaction, right-click on the transaction and select View Attachments. Select
the document you want to view, and then click View.

sl Attachments - O *
Description File Name Attach Date User
Document 1.docx 020
Document 2.docx /! Administrator
View Close 0
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THIS IS A SAMPLE DOCUMENT

More fems

Click Close.
If you'd like to save these selected columns as a format that can be used again (without having to manually select and

© ®

reorder), click on the save icon next to the Format Definition field. The save process will prompt you to name this
new Format Definition for future use.

Purchase Order Maintenance

Select Processes > Purchases > Purchase Order Maintenance.

Right-click and select Add/Remove Columns.

Select Attachments and click OK. An Attachments column will be added to the Purchase Order List tab.

A new Attachments column will display and if a transaction has attached documents, the number of attachments

displays in the Attachments column.

5. Select the document you want to View, Edit or Delete. Additional documents can be attached to the purchase order by
clicking Attach.

6. Click OK and then click Close to return to the Purchase Order Maintenance List tab.

PoON~

Sales Orders

Select Processes > Sales > Sales Orders (Edit/Fill/Invoice).

Right-click and select Add/Remove Columns.

Select Attachments and click OK. An Attachments column will be added to the Sales (Edit/Fill/Invoice) List tab.

A new Attachments column will display and if a transaction has attached documents, the number of attachments

displays in the Attachments column.

5. Select the document you want to View, Edit or Delete. Additional documents can be attached to the purchase order by
clicking Attach.

6. Click OK and then click Close to return to the Sales (Edit/Fill/Invoice) List tab.

PoON~

Step D: Viewing Attachments on Setup ltems

Setup Screens

1. Select the appropriate setup screen, for example Setup > Employees, Setup > Customers, etc.
2. Select arecord and then click Edit. Click the green arrows to move through your records.
3. Records with a yellow Paperclip button indicate that the record has an attachment.

? To view an attached document, click the yellow Paperclip button, select the document, and then click View.
» To delete an attached document, click the yellow Paperclip button, select the document, and then click Delete.

? To view an attached document with a specific tag(s), click the yellow Paperclip button, in the Tags box, enter the
tag(s) name and then tab off of the box or press Enter.
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Step E: Maintaining Attachments

With the ability to attach files in CenterPoint, there may be a need to view or delete the documents separately from the
transaction or setup screen. The File Attachments Maintenance screen is used to display attachments for specific screens, date
range, tags, and user. The attachment can then be viewed or deleted.

©

Select Setup > File Attachments Maintenance.

Select a specific Screen to display attachments for or All to display all attachments for all screens.

In the From/To boxes, enter a date range to display attachments for.

In the Created By box, select a specific user to display attachments for, or leave blank to search for all users.

To filter for attachments with a specific tag(s), in the Tags box, enter or select a tag(s) to display attachments for, or leave
blank to search for all tags.

6. Click Search.

Sl

3 File Attachments Maintenance =R =
Screen Al ~| From[otoy1950 B To 041720 |
Cresedty wmnsvam T |ows @
Sereen Description File Name Attach Date User Size Tags Location
Employees Document 1.docx 041712020 | Administrator 11,65 KB Notes | File Repositary |
Size Total (ME) 0.01)
Clos (7]

7. Select the attachment you want to view or delete. Click View or Delete.
8. Click Close.

Frequently Asked Questions

Q. How do | set up scanning in my Cloud environment?

A: Contact the Red Wing Software Sales department to set your environment to allow scanning. Once you are notified by Red
Wing Software that your Cloud environment is set to allow scanning, continue with the instructions below.

1. Download and install a local TSScan client on any computer you will be scanning from by selecting the appropriate
operating system link below. The files are small and complete installation without notification.

» Windows: https:/centerpoint.redwingcloud.com/Clientlnstalls/TSScanMSI.msi
? Mac: https://centerpoint.redwingcloud.com/ClientInstalls/TSScanMacClient-10.12.zip

e |

2. Follow Steps A - E of this document.

©
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