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1 INTRODUCTION

This document primarily describes the steps to setup and use the PaperSave for Dynamics 365 Business
Central extension. Please note that this is not a user guide for PaperSave. The user guide for PaperSave
can be found here. This guide only covers PaperSave’s integration into Dynamics 365 Business Central
and how that integration interacts with different PaperSave functionalities such as Add Document, Show
Documents and Show Interrelated Documents for various transaction types like Purchase Invoice, Vendor,

Sales Invoice, General Journal, Customer etc.

2 PAPERSAVE SETUP & CONFIGURATION STEPS

The following steps will guide you through the setup for the PaperSave extension in Dynamics 365
Business Central. These steps should be performed by a Dynamics 365 Business Central admin once and

only once before users will be able to utilize the PaperSave extension.

Below is the Dynamics 365 Business Central Home page:

Dynamics 365 Business Central
Barcharts Publishing Finance Cash Management Sales Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Customers  Vendors  Items  Bank Accounts  Chart of Accounts e
INSIGHT FROM LAST WEEK ACTIONS
. . + Sales Quote  + Purchase Order > Payments [ Excel Reports
The best_se| || ng |tem WaS + Sales Order ~ + Purchase Invoice > Reports
AMSTE RDAM L ‘th 3 = Sales Invoice > New > Setup
oe00
Activities
Activities
SALES THIS MONTH OVERDUE SALES INVOICE OVERDUE PURCH. INVOICE SALES INVOICES PREDICT.
AMOUNT AMOUNT OVERDUE
USD21,059 USDO usDO 0
— — —
> See more > See more ) See more » See more

1. On the Dynamics 365 Business Central Home Page, click the Setup & Extensions dropdown.

2. Click Assisted Setup.
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Dynamics 365 v Business Central

Barcharts Pub ishmg Finance'~  Cash Management  Sales~  Purchasing  Approvals Setup & Extensions - | Intelligent Cloud Insights

Manual Setup ~ Service Connections ~ Extensions

amics 365
CRONUS USA, Inc. Finance Cash Management Sales Purchasing Approvals S Setup & Extensions Intelligent Cloud Insights
Assisted Setup:  All 0 search B Edit In Excel More options Y = /
NAME STATUS
Set up cash tlow forecast Completed
Set up approval workflows Not Completed
Set up a customer approval workflow Not Completed
Set up email Not Completed
Set up email logging Not Completed
Set up your Business Inbox in Outlook Not Completed
Set up reporting data Not Completed
Set up an item approval workflow Not Completed
Set up a payment approval workflow Not Completed
Set up Dynamics 365 for Sales connection Not Completed
Invite Ex ountant Not Completed
Set up consclidation reporting Not Completed
PaperSave Setup Not Started
Chicken Setup Not Started
Not Started
Set up Intelligent Cloud Not Completed
I PaperSave Setup Not Completed I

4. This will launch the PaperSave Setup Wizard. Click Next.
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PAPERSAVE SETUP WIZARD / ><

oy

LETS GO!

Step1 - Go ahead and continue.

Mext

5. Specify the relevant PaperSave Cloud URL and API secret. Then, click Next.
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PAPERSAVE SETUP WIZARD /" ><
Step2 - Please enter following inputs.
Papersave Cloud URL https://****.cloud.papersave.com
APl Secret Tl
Back Mext

6. Click Finish to complete the PaperSave setup.
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PAPERSAVE SETUP WIZARD I/_‘ ><

v/

Stepd - You are ready.

THATS IT!

Choose Finish to exit the wizard.
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3 USING THE PAPERSAVE EXTENSION WITHIN
MICROSOFT DYNAMICS 365 BUSINESS CENTRAL

The PaperSave extension allows users to interact with PaperSave from within Dynamics 365 Business
Central to do the following:
1) Add Document: You can add documents to records that PaperSave is integrated into through
various acquisition methods such as direct TWAIN compatible web scanning, scanning using a
Fujitsu NX series web enabled scanner, drag & drop or selecting files using a file browser, scanned
later using a barcode sheet and more.
2) Show Document: You can view documents related to any instance of type of record in Dynamics
365 Business Central that PaperSave is integrated into.
3) Show Interrelated Documents: You can view documents that are indirectly related to any

instance of type of record in Dynamics 365 Business Central that PaperSave is integrated into.

Please refer the PaperSave User Guide for more information about how these or any of the other

PaperSave core features work.

The following sections delves into the specifics about how the PaperSave extension works within each
currently integrated record type. Some of the steps show one way of navigating to specific instances of
record types within Dynamics 365 Business Central. PaperSave's integration surfaces within each record
type's primary screen. Thus, any which way that a user can arrive at that screen will allow them to click

on the PaperSave buttons in the toolbar.

3.1 PURCHASE INVOICE

The following steps describe how to interact with PaperSave within the “Purchase Invoice” record type's
main screen:
1. On the Home Page, click on the Purchasing dropdown.

2. Click on “Purchase Invoices".
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Sandbox

Setup & Extensions Intelligent Cloud Insights

Posted Purchase...eturn Shipments

Click on the number field of desired record in the Purcha

se Invoices list to open a Purchase

Invoice.
. . .
4. This will launch the Purchase Invoice card.
Dynamics 365 Business Central | Purchase Invoices Sandbox
CRONUS USA, Inc. Finance Cash Management Sales Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Purchase Invoices:  All O Search +MNew X Delete Process Invoice Request Approval B8 Edit In Excel Actions Navigate Y = 0 J
BUY-FROM ASSIGNED USER
NO. VENDOR NO. BUY-FROM VENDOR NAME LOCATION CODE D AMOUNT
107209 10000 Fabrikam, Inc. 364.3['
I =brikam. ne Power BI Reports~
20000 First Up Censultants 52.10 You do not have a Power Bl account. You can get a
N Power Bl account at the following location:
107211 30000 Graphic Design Institute 4,253.20
107212 20000 First Up Censultants 250.46
20000 First Up Consultants https://powerbimicrosoft.com
20000 First Up Censultants
40000 Wide World Importers Incoming Document Files~
V00030 Fujitsu Computer Products of America, ... 4,400.00]
V00070 Rellye Productions 103.00 NAME TYPE
30000 Graphic Design Institute 80.48 R ek ey

5. Click “Invoice” to access the PaperSave functionalities such as “Add Document”, “Show
Documents” and “Show Interrelated Documents”.
& PURCHASE INVOICE (2) fi]

107209 - Fabrikam, Inc.

Process

I Request Approval Actions  Less options

& Vendor & Dimensions 11 Add Document Show Documents

[ show Interrelated Documents

Statistics

3.1.1

1.

ADD DOCUMENT IN PURCHASE INVOICE
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2. If you are not already logged in, then it will open PaperSave login prompt. Enter your login

credentials.

3. Upon successful login, the system will navigate you to the “Add Document” page.

4. Use your desired acquisition method files to add the content.

PaperSave ¥ Add a New PaperSave Document Purchase Invoices Documentation v
Related Purchase Document Mumber Reference Number Vendor Name Pay To Date Due Date Transaction Tota Vendor Doc
Invoices 107209 Fabrikam, Inc.  Krystal York ~ 2017-01-01  2018-04-30  386.16 107209

FUjITSU ?

Click to Add from Scanner using Fujitsu Chronos Please drag items here or select files to upload

Click to Add from Scanner using any TWAIN complaint scanner Click to Generate a barcode to scan this document in a batch at a later time

5. This will open the document preview screen. You can then select the relevant “document type”
from the drop down in the upper tool bar indicating the document types that have been
configured for the record type. Next fill out fields that are relevant to the document type.

6. Click "Save item" to add the document.
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PaperSave ¥ Add a New PaperSave Document [ Save ltem

Related Purchase Document N Vendor Name Date 1D: 29132
Invoices 107209 Fabrikam, Inc. Krystal York 2017-01-01 107209
Document Profile
A []
D Doc Tyg ed:
P.0. NUMBER SALES PERSON Invoice
& Chris Brown Purchase Order Commente
O PRICE  AMOUNT
Receiving Ticket
— Manufacturer Model Serial # Type Mfg Code Warranty Location  Agreement
FRYMASTER MJ145ECSD 0105GA0103 Fryar Contract
Q Cooking - h
2/4/2016 9:44:18 AM - JGAYLOR - Fry filter will not pump the grease out. And a fryer that
|:| will not open to drain the grease
Notes added by tech Chris Brown on 2/4/2016 12:15:40 PM
1) Upon arrival, | made contact with Ray. Inspected portabie filter pump and found that it has
no legible information on the data plate. | found that this unit will need a new pump. Ray
19 requested a quote on replacing the pump and also a quote for replacing the entire unit
1 also inspected the Iast fryer and found the spring in the locking mechanism is going bad.
‘9 We need to order a new handle and/or locking mechanism if it is sold separately. If not, we
will have to replace the drain valve
1.00 Trip Charge Discounted Rate 55.00 55.00
125 Discounted Labor Rate 85.00 106.25
Notes added by tech Chris Brown on 2/16/2016 6:29:31 AM
Returned to customer's site and removed old drain handle from the last fryer. Installed new
drain handle and checked. Unit can now be opened and drained properly. Manager on site
was Cadesia
0.50 Discounted Labor Rate 85.00 4250
1.00 FRY810-15 Drain Valve 102.82 102.82
1.00 Freight and Delivery 15.00 15.00
i Invoice Prepared by Annette
1 /A Invaice 0000080307, PDF D=x Bl B O - O +

3.1.2 SHOW DOCUMENTS IN PURCHASE INVOICE

1. On the Invoice tab of Purchase Invoice Card, click on “Show Documents”.

2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login
credentials.

3. Upon successful login, it will show the document(s) that is/are directly related to this Purchase

Invoice.
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Related Purchase

Invoices 2017-01-01
A
0
P.0. NUMBER SALES PERSON
ﬁ Chris Brown
(@) PRICE  AMOUNT
_ Manufacturer ~ Model Serial # Type Mg Code Warranty ~ Location ~Agreement
FRYMASTER MJ145ECSD 0105GA0103 Fryer
O Caooking -
2/4/2016 9:44:18 AM - JGAYLCR - Fry filter will not pump the grease out. And a fryer that
D will not open to drain the grease
Notes added by tech Chris Brown on 2/4/2016 12:15:40 PM
{} Upon arrival, | made contact with Ray. Inspected portable filter pump and found that it has
no legible information on the data plate. | found that this unit will need a new pump. Ray
p requested a quote on replacing the pump and also a quote for replacing the entire unit
| also inspected the last fryer and found the spring in the locking mechanism is going bad
“9 We need to order a new handle and/or locking mechanism if it is sold separately. If not, we
will have to replace the drain valve.
1.00 Trip Charge Discounted Rate 55.00 55.00
125 Discounted Labor Rate 85.00 106.25
Notes added by tech Chris Brown on 2/16/2016 6:29:31 AM
Retumned to customer's site and removed old drain handle from the last fryer. Installed new
drain handle and checked. Unit can now be opened and drained properly. Manager on site
was Cadesia
0.50 Discounted Labor Rate 85.00 42.50
1.00 FRY810-15 Drain Valve 102.82 102 82
1.00 Freight and Delivery 15.00 15.00
Invoice Prepared by Annette
1 M Invoice D000080307 POF D= x|Ea B 0| - O

1D: 29132

Document Profile

Doc Type:
Invoice

Purchase Order

Comments:

Receiving Ticket

Contract

ase Invoices Do

Related Purchase ocument Numk or Name ay To te D ate ransac Vendor Document Number
Invoices 107209 Fabrikam, Inc. Krystal York ~ 2017-01-01 2018-04-30  386.16 107209
+ NEW Y FITER &3 REFRESH & PRINT  [B) SAVE  £4 EMAIL < DOWNLOAD  I3f INTERRELATED [ SHOW GROUPING (1] CHOOSE FIELDS [ EXPORT TO EXCEL
D File Name Created By Doc Type Date Received  Comments
- 3, voice g D \he ]
om 29132 Invoice 0000080307 PDF psthcondon
|£':\: 20133 INVOICE_TMP426506869422247949 1.pdf ps\hcandon Invaice

credentials.

Upon successful login,

Invoice.

Purchase Invoices Documentation v

SHOW INTERRELATED DOCUMENTS IN PURCHASE INVOICE

On the Invoice tab of Purchase Invoice Card, click on “Show Interrelated Documents”.

If you are not already logged in, then this will open PaperSave login prompt. Enter your login

it will show the documents that are indirectly related to this Purchase

Related Purchase Document Num!| Numbe or Name Pay To te Due Date vendor Document Numbei
Invoices 107209 Fabrikam, Inc. Krystal York 2017-01-01 2018-04-30 386.16 107209
+ NEW S FILTER £ REFRESH & PRINT B sAvE E4 EMAIL ~ DOWNLOAD I31 INTERRELATED E SHOW GROUPING 0 CHOOSE FIELDS [{] EXPORT TO EXCEL
D File Name Created By  Doc Type Date Received Comments
I‘E:;: 29132 Invoice 0000080307.PDF psthcondon
l'gi 29133 INVOICE_TMP4265068694222473491 pdf psthcondon Invoice
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3.2 PURCHASE QUOTE

The following steps describe how to interact with PaperSave within the “Purchase Quotes” record type's

main screen:

1. On the Home Page, click on Purchasing dropdown.

2. Click on “Purchase Quotes”.

Dynamics 365 ~ Business Central | Purchase Quotes Sandbox
CRONUS USA, Inc. Finance Cash Management Sales Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Vendors Purchase Invoices Posted Purchase Invoices Posted Purchase...eturn Shipments
Incoming Documents  Purchase Orders Purchase Credit Memos  Posted Purchase Credit Memos
Item Charges Blanket Purchase Orders  Purchase Return Orders  Posted Purchase Receipts

3. Click the number field of the desired record in the Purchase Invoices list to open a Purchase

Quote.

4. This will launch the Purchase Quote record.

Dynamics 365 ~ Business Central | Purchase Quotes
CRONUS USA, Inc. Finance Cash Management Sales Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Purchase Quotes:  All v/ S0 Search  +Mew X Delete Process™  Request Approval A Edit In Excel Actions~  Navigate  Less options Y = @
VENDOR
BUY-FROM VENDOR AUTHORIZATION
NO. NO. BUY-FROM VENDOR NAME NO. LOCATION CODE ASSIGNED USER ID

I 1001 i 20000 First Up Consultants I Vendor Details
Vendor No. 20000
Name First Up Consultants
Phone No.
Email evan.mcintosh@centoso.com
Fax No.
Contact Evan Mclntosh

5. Click "Process” to access the PaperSave functionalities such as “Add Document”, “Show

Documents” and “Show Interrelated Documents”.

&  PURCHASE QUOTE (#) 4 | P
1007 - First Up Consultants
Request Appraval Actions  Navigate  Less options ®

11 Add Document [ show Interrelated Documents [ Release B2 Copy Document... Statistics

Show Documents ¥ Print... Reopen & Make Order
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3.2.1 ADD DOCUMENT IN PURCHASE QUOTE

On the Process tab of Purchase Quote Card, click on “Add Document”.

If you are not already logged in, then this will open PaperSave login prompt. Enter your login
credentials.

Upon a successful login, the system will navigate you to the “Add Document” page.

Use your desired acquisition method to add the content.

Related Purchase Quote —

lor Name Document Date  Order Date Total Contact

end
First

Up Consultant: 2018-04-09 2018-04-09 159.32 Evan Mcintosh

FUjTSU ?

Click to Add from Scanner using Fujitsu Chronos Please drag items here or select files to upload

= il

Click to Add from Scanner using any TWAIN complaint scanner Click to Generate a barcode to scan this document in a batch at a later time

This will open the document preview screen. You can then select the relevant “document type”
from the drop down in the upper tool bar indicating the document types that have been
configured for the record type. Next fill out fields that are relevant to the document type.

Click "Save item" to add the document.
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PaperSave v Add a New PaperSave Document [8) Save Item
Related Purchase Vendo entDate  Order Date  Total Contact ID: 29130
Quote First Up Consultants 2018-04-0% 2018-04-09 158.32 Evan Mclntosh

Document Profile
& [
Comments:
D -
P.0. NUMBER TERMS SALES PERSON
O QUAN DESCRIPTION PRICE AMOUNT
— Manufacturer Model Serial # Type Mfg Code Warranty Location ~ Agreement %
FRYMASTER MJ145ECSD 0105GA0103 Fryer
O Cooking -
2/4/2016 9:44:18 AM - JGAYLOR - Fry filter will not pump the grease out. And a fryer that
O will not open to drain the grease
Notes added by tech Chris Brown on 2/4/2016 12:15:40 PM
£t Upon arrival, | made contact with Ray. Inspected portable filter pump and found that it has
no legible information on the data plate. | found that this unit will need a new pump. Ray
p requested a quote on replacing the pump and also a quote for replacing the entire unit
I also inspected the last fryer and found the spring in the locking mechanism is going bad
& We need to order a new handle and/or locking mechanism if it is sold separately. If not, we
will have to replace the drain valve
1.00 Trip Charge Discounted Rate 55.00 55.00
125 Discounted Labor Rate 85.00 106.25
Notes added by tech Chris Brown on 2/16/2016 6:29:31 AM
Returned to customer's site and removed old drain handle from the last fryer. Installed new
drain handle and checked. Unit can now be opened and drained properly. Manager on site
was Cadesia
0.50 Discounted Labor Rate 85.00 42.50
1.00 FRY810-15 Drain Valve 102.82 102.82
1.00 Freight and Delivery 15.00 15.00
i Invoice Prepared by Annette
1 /1 Invoice 00000B0307.PLF T e x|Be BT +

3.2.2 SHOW DOCUMENTS IN PURCHASE QUOTE

On the Process tab of Purchase Quote Card, click on “Show Documents”.

If you are not already logged in, then this will open PaperSave login prompt. Enter your login

credentials.

Upon successful login, it will show the document(s) that is/are directly related to this Purchase

Quote.
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Related Purchase

Quote

R0 | O Qx>

Vendor N

First Up Consultants 2018-04-03

Document Display + ZF 8 P2 =2 1 BH P Q

SALES PERSON

PRICE AMOUNT

/1

P.0. NUMBER
QUAN DESCRIPTION
Manufacturer  Model Serial # Type Mg Code Warranty  Location
FRYMASTER MJ145ECSD 0105GA0103 Fryer
Cooking -

2/4/2016 9:44:18 AM - JGAYLOR - Fry filter will not pump the grease out. And a fryer that
will not open to drain the grease
Notes added by tech Chris Brown on 2/4/2016 12:15:40 PM
Upon arrival, | made contact with Ray. Inspected portable filter pump and found that it has
no legible information on the data plate. | found that this unit will need a new pump. Ray
requested a quote on replacing the pump and also a quote for replacing the entire unit
I also inspected the last fryer and found the spring in the locking mechanism is going bad
‘We need to order a new handle and/or locking mechanism if it is sold separately. If not, we
will have to replace the drain valve.

1.00 Trip Charge Discounted Rate

1.25 Discounted Labor Rate
Notes added by tech Chris Brown on 2/16/2016 6:29:31 AM
Retumed to customer's site and removed old drain handle from the last fryer. Installed new
drain handle and checked. Unit can now be opened and drained properly. Manager on site
was Cadesia

0.50 Discounted Labor Rate
1.00 FRY810-15 Drain Valve
1.00 Freight and Delivery

Invoice Prepared by Annetie

Invaice 00C00B0307.FDF D= X BB

Agreement
55.00 55.00
85.00 106.25
85.00 42.50

102.82 102 82
15.00 15.00
B O - O

PAPERSAVE.

ID: 29130

Document Profile

Comments:

Efficiency. Sinzpliﬁed.

rSave ¥ Document Purchase Quote Documentation v
Related Purchase v or Name Documen i Order Date Contact
Quote First Up Consultants 2018-04-09 2018-04-09 158.32 Evan Mclntosh
+ NEW S FILTER £ REFRESH & PRINT @ sAVE B2 EMAIL » DOWNLOAD I3 INTERRELATED = sHOW GROUPING M CHOOSE FIELDS EXPORT TO EXCEL
D File Name Created By Comments
@m 29130 Invoice 0000DS0307.PDF psihcondon
o 29131 INVOICE_TMP1088948245530689268 pdf  ps\hcondon

Related Purchase

SHOW INTERRELATED DOCUMENTS IN PURCHASE QUOTE

On the Process tab of Purchase Quote Card, click on “Show Interrelated Documents”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

Upon successful login, it will show the document(s) that is/are indirectly related to this Purchase

Quote.

se Quote Documentation v

act

Evan Mcintosh

Mo

18-04-09 159.32

Quote First Up Consultants 2018-04-09
+ NEW Y FILTER &3 REFRESH S PRINT  [B) SAVE E4 EMAIL & DOWNLOAD L3 INTERRELATED [ SHOW GROUPING  [(IJ CHOOSE FIELDS  [&] EXPORT TO EXCEL
D File Name Created By Comments
li:, 29130 Invoice 0000080307 PDF psi\hcondon
IS”:Z 29131 INVOICE_TMP1088948245530689268.pdf psi\hcondon
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PAPERSAVE.

Efficiency. Simplified.

3.3 PURCHASE ORDER

The following steps describe how to interact with PaperSave within the “Purchase Order” record type's
main screen:
1. On the Home Page, click on Purchasing dropdown.

2. Click on “Purchase Orders".

# 0 Dynamics 365 ~ Business Central | Purchase Orders Sandbox
CRONUS USA, Inc. Finance Cash Management Sales Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Vendors Purchase Quotes Purchase Invoices Posted Purchase Invoices Posted Purchase...eturn Shipments
Incoming Documents Purchase Credit Memos  Posted Purchase Credit Memos
——
[tem Charges Blanket Purchase Orders  Purchase Return Orders  Posted Purchase Receipts

3. Click the number field of desired record in the Purchase Orders list to open a Purchase Order.

4. This will launch the Purchase Order record.

Dynamics 365 ~ Business Central | Purchase Orders Sandbox
CRONUS USA, Inc. Finance Cash Management Sales Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Purchase Orders:  All» O Search  + New X Delete Process~  Request Approval Print 8 Edit In Excel Actions Navigate Less options Y = ©
VENDOR
BUY-FROM AUTHORIZ LOCATION ASSIGNED DOCUMENT AMOUNT
NO. VENDOR NO. BUY-FROM VENDOR NAME NO. CODE USER ID DATE AMOUNT INCLUDING TAX
I 106001 3 10000 Fabrikam, Inc. 4/8/2018 5.464.90 579279 I Vendor Details
20000 First Up Consultants 4/9/2018 2,104.20 2,230.45 Vendor No. 10000
40000 Wide World Importers 4/13/2018 11,584.10 Name Fabrikam, Inc.
Phone No. 4255550101
106004 30000 Graphic Design Institute 5/1/2018 3.660.8 88045 hone Me. 25555010
Email krystal.york@contoso.com
106005 4/8/2018 0.00 0.00 -
Fax No.
Contact Krystal Yaork

5. Click “Process” to access the PaperSave functionalities such as “Add Document”, “Show

Documents” and “Show Interrelated Documents”.
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PAPERSAVE

Efficiency. Simpliﬁed.

&=

PURCHASE ORDER

106001 - Fabrikam, Inc.
Release  Request Approval  Print

1 Add Document

T

Actions  Navigate  Less options

1 Show Interrelated Documents &% Post and Print.. [Z Release

Show Doecuments &} Post... [# Statistics

Contact Krystal York Vendor Shipment No.

Document Date 4/8/2018

Lines Manage  More options

LOCATION

NO. DESCRIPTION CODE QUANTITY

B3 Copy Document...

'S
A
0]
[& Create Inventory...t-away/Pick...
-+

Balance (%) 2,071.13

Outstanding Orders (%) 5,792.79

Amt. Rcd. Not Invd. (8) 0.00

QOutstanding Invoices ($) 386.16

Total (%) 8,250.08

Owerdue Amounts ($) as of 0... 2,071.13

Invoiced Prepayment Amoun... 0.00

RESERVE Payments ($) 20,814.56
QUANTIT Last Payment Date 2/10/2018

3.3.1 ADD DOCUMENT IN PURCHASE ORDER

On the Process tab of Purchase Order Card, click on

credentials.

“Add Document”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

Upon a successful login, the system will navigate you to the "Add Document” page.

tent.

Related Purchase Order
——

Use your desired acquisition method to add the con
Document Number Vendor Name Order Date Due Date Te Contact
106001 Fabrikam, Inc. 2018-04-08 2018-04-30 5792.79 Krystal York

(o)
FUJITSU

Click to Add from Scanner using Fujitsu Chrones

Click to Add from Scanner using any TWAIN complaint scanner

Add Document : _I

Please drag items here or select files to upload

Click to Generate & barcode to scan this document in a batch at a later time
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PAPFRSAVE

Efficiency. Simpliﬁed.

5. This will open the document preview screen. You can then select the relevant “"document type”
from the drop down in the upper tool bar indicating the document types that have been

configured for the record type. Next fill out fields that are relevant to the document type.

6. Click "Save item" to add the document.

@) Save ltem &Y Reset (&

PaperSave ¥ Add a New PaperSave Document
Related Purchase Document Numbe Vendor Name  Order D Due D Total Cor 1D: 29128
Order 106001 Fabrikam, Inc.  2018-04-08  2018-04-30 579279  Krystal York
Document Profile
|:| Doc Type: Comments:
() Burger King 13161 Reference: -
1205 W HUNTER ST
. PO Fe
LOGAN, OH 43138-1011 Paymentterms:  Net30 o
& Y Delivery terms: ~ FOB Shipping Point )
Ship via: UPS Ground Requisition
(@) GsT# 869575928RT0001 _
Tracking # 1Z19E0W30334788785 Contract
Correspondence
O Comment
Page # 11
O
Line# Part# Description Total Qty aty uoM Unit price Totals
> Ordered Shipped usD usD
P Parts
10 421728 Tip, Rubber Feet (Set of 4) P4 6.96 2088
R e L RN B g g i o i
Misc
10 SHIPPING Shipping 1 0 EA 13.45 13.45
4981
Sales Tax 1.46
B Total Including Tax 5127
1 i INVOICE_TMP1582482674955491422.pof = Z (BB B O - O +

3.3.2 SHOW DOCUMENTS IN PURCHASE ORDER

1. On the Process tab of Purchase Order Card, click on “Show Documents”.

2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

3. Onsuccessful login, it will show the document(s) that is/are directly related to this Purchase Order.
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PAPERSAVE.

Efficiency. Simpliﬁed.

1D: 29128

Related Purchase Vendor N Contact
Order Fabrikam, Inc. Krystal York
Document Profile
A
i Comments:

o Burger King 13161 Reference: &

1205 W HUNTER ST Paymentterms:  Net 30 PO Form

LOGAN, OH 43138-1011 X o
5 UsA Delivery terms: FOB Shipping Point

Ship via: UPS Ground Requisition
(@) GST#: 869575928RT0001
Tracking & 1Z19E0W30334788785 Contract
Correspondence
O Gomment
Page # 11

O

Line# Part# Description Total Qty oty uom Unit price Totals
& Ordered Shipped UsD usp
o Parts

10 421728 Tip, Rubber Feet (Set of 4) 3 5 P4 5.95 2088

20 810872 TONG, LIFT AND GRIP /5 12* 3 5 EA 5.16 15.48

Misc

10 SHIPPING Shipping 1 o EA 13.45 13.45

4981
Sales Tax 148
Total Including Tax 5127
1 1 INVOICE_TMP15: D= ¥ BB B 0|~ O +

Related Purchase Vendor e Or t Due Date
Order Fabrikam, Inc. ~ 2018-04-08  2018-04-30 tal York
+ NEw Y FILTER £ REFRESH & PRINT [ SAVE & EMAIL & DOWNLOAD  IJf INTERRELATED EH SHOW GROUPING  [IJ CHOOSE FIELDS  [H] EXPORT TO EXCEL
D File Name Created By Doc Type Comments
Iﬁ 29128 INVOICE_TMP1582482674955491422.pdf psthcendon
lﬁ 29129 INVOICE_TMP4435956351206020752.pdf psthcendon Correspondence

SHOW INTERRELATED DOCUMENTS IN PURCHASE ORDER
On the Process tab of Purchase Order Card, click on “Show Interrelated Documents”.
If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

Upon successful login, it will show the document(s) that is/are indirectly related to this Purchase

Order.

Related Purchase Vendo! Or te Due Date Ce ct
Order 106001 Fabrikam. Inc. 2018-04-08 2018-04-30 Krystal York
+ NEW 57 FILTER 5 REFRESH S PRINT &) sAvE £ EMAIL * DOWNLOAD 31 INTERRELATED E SHOW GROUPING M CHOOSE FIELDS [H EXPORT TO EXCEL
D File Name Created By Doc Type Comments
l::; 29128 INVOICE_TMP15824826749535491422 pdf psihcondon
lﬁ; 29129 INVOICE_TMP4435956351906090752.pdf psi\hcondon Correspondence
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3.4 VENDOR

The following steps describe how to interact with PaperSave within the “Vendor” record type’'s main
screen:
1. On the Home Page, click on Purchasing dropdown.

2. Click on “Vendors".

Sandbox

Dynamics 365 ~ Business Central | Assisted Setup

CRONUS USA, Inc. Finance Cash Management Sales Approvals Self-Service Setup & Extensions Intelligent Cloud Insights

Vendors Purchase Quotes Purchase Invoices Posted Purchase Invoices Posted Purchase...eturn Shipments

— ) o =
Incoming Documents  Purchase Orders Purchase Credit Memos  Posted Purchase Credit Memos

Item Charges Blanket Purchase Orders ~ Purchase Return Orders  Posted Purchase Receipts

3. Click the number field of desired record in the Vendors list to open a Vendor.

4. This will launch the Vendor card.

Dynamics 365 ~ | Business Central | Vendors Sandbox

CRONUS USA, Inc. Finance Cash Management Sales Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Vendors:  All O Search +New X Delste Process New Document Vendor~ @B Edit In Excel More options Y = 0 A
LOCATION SEARCH BALANCE DUE
NO. NAME CODE PHONE NO. CONTACT NAME BALANCE ($) )] PAYMENTS
I 10000 :  Fabrikam, Inc. 4255550101 Krystal York FABRIKAM, ... 207113 2,071.13 20‘811 Vendor Statistics
20000 First Up Consultants Evan Mclntosh FIRSTUP C... 4,903.88 4,903.88 57,195

5. Click “Process” to access the PaperSave functionalities such as “Add Document”, “Show

Documents” and “Show Interrelated Documents”.

& VENDOR CARD (&) ] il] Ve

., y

10000 - Fabrikam, Inc.
Report  Request Approval  New Document More options @

LT Apply Template... Show Documents 3 Pay Vendor [4 Purchase Journal
_D:]
1 Add Document [) Show Interrelated Documents 4§ Create Payments... Statistics
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Efficiency. Simplified.

3.4.1 ADD DOCUMENT IN VENDOR

On the Process tab of Vendor Card, click on “Add Document”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login
credentials.

Upon a successful login, the system will navigate you to the “Add Document” page.

Use your desired acquisition method to add the content.

Related Vendor =
—— 10000

PaperSave v Add a New PaperSave Document Vendor Documentation v

Vendor ID Vendor Mame Address Zip Contact

Fabrikam, Inc. 10 North Lake Avenue Atlanta GA 31772 Krystal York

FUjITSU ?

Click to Add from Scanner using Fujitsu Chronos Please drag items here or select files to upload

Click to Add from Scanner using any TWAIN complaint scanner Click to Generate a barcode to scan this document in a batch at a later time

This will open the document preview screen. You can then select the relevant “"document type”
from the drop down in the upper tool bar indicating the document types that have been
configured for the record type. Next fill out fields that are relevant to the document type.

Click “Save item” to add the document.
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#i| PaperSave v | Add a New PaperSave Document

Address City

10 North Lake Avenue

Related Vendor

Krystal York

Atlanta

A
3 Burger King 331 Reference:

29211 7 MILERD X
P LIVONIA, M) 48152-3558 Paymentterms: - Net30

USA Delivery terms: FOB Shipping Point

Ship via: UPS Ground
O GST# 869575928RT0001
Tracking # 1Z19E0W30334784494

O Afin:  CAROL

Comment

Page # 12

‘:l g

Line # Part# Description Total Qty Qty uomMm Unit price Totals
o Ordered Shipped usp UsD
& Parts

10 492421 Bandage, Blue Knuckle (20 per pack) 3 3 EA 209 6.27

20 331618 Spoon, 8" Solld Salad 0.5 0z, Black 2 ) EA 130 260

E4969V350
O .1. B
E4964V1T7
40 6112881 Pan, 1/6 Size x 4" D, Black 1 1 EA 298 2.98
B P ey 12S|ze212DeepAmberCarI|s\eH\gh e J e 10 10 - 5050
Temperature
80 619565 " Label, B Reaty (E) Ge . Roll of 500 3
1 /2 INVOICE_TMP4535577695376957713 pof TS % Ee B O - O +

PAPERSAVE.

Efficiency. Sinzpliﬁed.

8

% Reset

[B) Save ltem
ID: 29127

Document Profile

Comments:

Contract
Credit Application

Correspondence

3.4.2 SHOW DOCUMENTS IN VENDOR

1. On the Process tab of Vendor Card, click on “Show Documents”.
2.

credentials.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

3. Upon successful login, it will show the document(s) that is/are directly related to this Vendor.

Fabrikam, In 10 North Lake Avenue

10000 Atlanta  GA 31772 Krystal York

Burger King 331 Reference:
29211 7 MILE RD
EIONA, M 481 82-3588 Payment terms: Net 30
USA Delivery terms: FOB Shipping Point

Ship via: UPS Ground

S 869575928RT0001

Tracking # 1Z19E0W30334784494
Alin.  CAROL
Commaent

Page # 1/2
Line # Part# Description Total Gty aty UoM  Unitprics Totals
Oraerea Shipped UsD uso
Parts
10 492421 Bandage, Biue Knuckle (20 per pack) EA 2.09 627
20" 331618 Spoon, 8" Solid Salad 0.5 oz, Biack 2 b EA 1.30 2.60
E4969V350
30 241271 Container, 10 Gallon White 1 1 EA 9.59 959
E4964V177
40 6112861 Pan, 1/6 Slze x 4" D, Black 1 1 EA 2.98 2.98
50821760 Pan, 1 2-1/2 Deep Amber Carlisle - High E] EA 1010 50.50
Temparature
80 619665 Label, BK 1" Frozen Ready (E) General Use, Roll of 500 REC 2.92 8.76
INVOICE_ TMPA535577695376957713. pdf ® I 1 - O o

1D: 29127
Document Profile
Contract
Carrespondence
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PaperSave v Document | Vendor Documentation v Q. Search within document list

Related Vendor Vendor IC Vendor Name  Address City State  Zip : ‘_3,‘7_3;3
10000 Fabrikam, Inc. 10 North Lake Avenue  Atlanta  GA 31772 Krystal York

+ NEwW  PUTER L3 REFREsH B PRINT B SAVE  EJ EMAIL L DOWNLOAD LI INTERRELATED I SHOWGROUPING  (IJ CHOOSEFIELDS [} EXPORT TO EXCEL

Created Created By  Doc Type Comments
09/27/2

E; 3_?‘6:20[;?1 psthecondon  Correspondence  Dispute Letter
09/27/2018

sihcondon  Contract
oztesapm P

A 09/27/2018

sthcondon
@ pasaem PV

3.4.3 SHOW INTERRELATED DOCUMENTS IN VENDOR

1. On the Process tab of Vendor Card, click on “Show Interrelated Documents”.
2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials

3. On successful login, it will show the document(s) that is/are indirectly related to this Vendor.

PaperSave ¥ Document Vendor Documentation v Q. Search within document list

Related Vendor Vendor ID Vendor Name  Address City State  Zip Contact
10000 Fabrikam, Inc. 10 North Lake Avenue  Atlanta  GA 31772 Krystal York

+ NEw Y FLTER 3 REFRESH & PRINT - [@) save B4 eMAIL & DOWNLOAD D31 INTERRELATED  H SHOWGROUPING [T CHOOSE FIELDS  [¥] EXPORT TO EXCEL

Created Created By Doc Type Comments

oo ps\hcondon Correspondence Dispute Letter
1 ps\hcondon  Contract
m; 1 psiheondon

8
1 psthcondon  W-9

Page 25




PAPERSAVE
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3.5 SALES ITEM

The following steps describe how to interact with PaperSave within the “Sales Item” record type’s main

screen:
1. On the Home Page, click on Sales dropdown.

2. Click on “Items”.

| Dynamics 365 ~ | Business Central | ltems Sandbox

CRONUS USA, Inc. Finance Cash Management Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights

Customers Sales Quotes Sales Invoices Reminders Posted Sales Credit Memos  Issued Finance Charge Memos
Sales Orders Sales Credit Memos  Finance Charge Memos  Posted Sales Return Receipts

— . .

Item Charges  Blanket Sales Orders  Sales Return Orders  Posted Sales Invoices Issued Reminders

3. Click the desired record in the Sales Items list to open the Sales item.

4. This will launch the Sales Item card.

Dynamics 365 ~ Business Central | Hems Sandbox

CRONUS USA, Inc. Finance Cash Management Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Items:  All O Search + New XDelete Process™~ Item~  Request Approval~  Inventory Attributes~ @B Edit In Excel - Y o @

X You can get the sales forecast updated automatically every week.  Set Up Scheduled Forecasting | Don't ask again

Power Bl Reports

You do not have a Power Bl account. You can get a
Power Bl account at the following location:

| “ | https://powerbi.microsoft.com

i

Item Details - Invoicing

1000 1896-S 1900-5 Item No. 1000
N < - .
Cost is Adjusted Yes
Cost is Posted to G/L Yes
Standard Cost 0.00
Unit Cost 0.00
Overhead Rate 0.00
Indirect Cost % a
Last Direct Cost Q.00
Profit % a
Unit Price Q.00

5. Click "Process” to access the PaperSave functionalities such as “Add Document”, “Show

Documents” and “Show Interrelated Documents”.
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Efficiency. Simplified.

& ITEMCARD + W ~*
ltem  History  Special Sales P...ces & Discounts ~ Request Approval Actions  Navigate  Report  Less options ®
11 Add Document Show Documents ) Show Interrelated Documents [ Item Journal [ Item Reclassification Journal
Description * Base Unit of Measure PCS ~
Blocked @ Item Category Code v
Type Inventory v
Inventory Show more
Shelf No. Stockout Warning Default (Yes) v
Quantity on Hand ) =ee Unit Volume a
Qty. on Purch. Order Q SAT Item Classification ~
Qty. on Sales Order 1}
Item Attributes~~
Costs & Posting » ‘ 0.00 | RETAIL | RESALE
ATTRIBUTE VALUE

3.5.1 ADD DOCUMENT IN SALES ITEM

1. On the Process tab of Sales Item Card, click on “Add Document”.

2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login
credentials.

3. Upon a successful login, the system will navigate you to the "Add Document” page.

4. Use your desired acquisition method to add the content.
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PaperSave v

Add a New PaperSave Document

Documen e Descriptior Uom Type
Related Sales Item — -
1000 PCS Inventory
Click to Add from Scanner using Fujitsu Chronos
L]
Click to Add from Scanner using any TWAIN complaint scanner

PAPERSAVE.

Efficiency. Simplified.

Sales Item Documentation v

Please drag items here or select files to upload

Click to Generate a b

rcode to scan this document in a batch at a later time

This will open the document preview screen. You can then select the relevant “document type”

from the drop down in the upper tool bar indicating the document types that have been

configured for the record type. Next fill out fields that are relevant to the document type.

Click "Save item" to add the document.
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Add a New PaperSave Document

PAPFRSAVE

Efficiency. Simpliﬁed.

[8) Save ltem

% Reset

Related Sales Item

O® g >

R >0O0

/1

Document Numbe Description UoM Type

1000 PCS Inventory

Burger King 12476
5388 HWY 129N

Reference:

JEFFERSON, GA 30549-1665 Paymentterms: - Net3 =~
USA Delivery terms: FOB Shipping Point
Ship via: UPSCS
GST # 869575928RT0001
Tracking # 9235957170
Altn Bethel, Nicole
Comment
Page # 11
Line# Part# Description Total Qty oty UOM  Unit price Totals
Ordered Shipped usD usD
Parts
10 624925 Freezer, U/C Reach-In 120/60/1 3" Casters 1 1 EA  1,169.55 1,169.55
SN: ALDP117549A
Misc
10 SHIPPING Shipping 1 0 EA 15100 151.00
1,320.55
Sales Tax 9244
Total Including Tax 1,412.99

INVOICE_TMP8193730966268360722.pdf

1D: 29123

Document Profile

3.5.2 SHOW DOCUMENTS IN SALES ITEM

1.
2.

On the Process tab of Sales Item Card, click on “Show Documents”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

3. On successful login, it will show the document(s) that is/are directly related to this Sales Item.
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PaperSave v Document Display S =

Document Numbe escrip pe 1D: 29123
Related Sales ftem  D0CuMent Number — De QoM Typ
1000 PCS Inventory
Document Profile

A []
O Burger King 12476 Reference: "

5383 HWY 129 N .

JEFFERSON, GA 30549-1665 Paymentterms: - Net30
ﬁ A Delivery terms: FOB Shipping Point

Ship via: UPSCS
(@] GST# 869575928RT0001
Tracking # 9235957170

Attn:  Bethel, Nicole
O Comment
0O Page # 174

Line# Part# Description Total Qty oty uom Unit price. Totals
o Ordered Shipped usD UsD
19 Parts

10 624925 Freezer, U/C Reach-In 120/60/1 3" Casters 1 1 EA 1,16955 1,169.55
< SN: ALDP117549A

Misc

10 SHIPRING Shipping 1 0 EA  151.00 151.00

1,320.55
Sales Tax 92 .44
Total Including Tax 1,412 99
1 /1 INVOICE_TMPB19373096626836 So= X |Be RO - O +

PaperSave ¥ Document
Related Sales ltem 20Cument Number Type
1000 Inventory

+ NEW FILTER  £J REFRESH B4 EMAIL & DOWNLOAD Tl INTERRELATED B SHOW GROUPING M CHOOSEFIELDS [} EXPORT TO EXCEL

D File Name Created By
I% 28123 INVOICE_TMP8193730966268360722.pdf psihcondon
. g 173 2607 \he
= 29126 INVOICE_TMP8193730966268360722.pdf psihcondon

3.5.3 SHOW INTERRELATED DOCUMENTS IN SALES ITEM
1. On the Process tab of Sales Item Card, click on “Show Interrelated Documents”.
2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

3. Upon successful login, it will show the document(s) that is/are indirectly related to this Sales Item.

PaperSave v Docum Sales ltem Documentation v
Related Sales Item  — Description  LOM - Type
1000 PCS Inventory
+ NEW W FUTER D REFRESH S PRINT () savE B2 EMAIL L DOWNLOAD  5if INTERRELATED  E SHOW GROUPING (T CHOOSEFIELDS  [] EXPORT TO EXCEL
D Filz Name Created By

A 29123 INVOICE_TMP8193730966268360722 pdf psthcendon

29126 INVOICE_TMP8193730966268360722 pdf psthcendon
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3.6 SALES INVOICE

The following steps describe how to interact with PaperSave within the “Sales Invoice” record type’s main
screen:
1. On the Home Page, click on Sales dropdown.

2. Click on “Sales Invoices".

v | Business Central | Sales Invoices

CRONUS USA, Inc. Finance Cash Management Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights

Customers Sales Quotes Reminders Posted Sales Credit Memos Issued Finance Charge Memos
—

ltems Sales Orders Sales Credit Memos  Finance Charge Memos  Posted Sales Return Receipts

ltem Charges  Blanket Sales Orders  Sales Return Orders  Posted Sales Invoices Issued Reminders

3. Click the number field of desired record in the Sales Invoices list to open a Sales Invoice.

4. This will launch the Sales Invoice card.

CRONUS USA, Inc. Finance Cash Management I Sales I Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Sales Invoices:  All - f Search + New XDelete Release~~ Posting~ Invoice~  Request Approval~ B8 Edit In Excel Actions~ - Y = 0/
SELL-TO EXTERNAL
CUSTOMER SELL-TO CUSTOMER DOCUME. POSTING LOCATION ASSIGNED
NO. NO. NAME NO. SELL-TO CONTACT v DATE CODE USER ID [
I S-INV102199 & | 10000 Adatum Corporation b T s 4472018 I Customer Statistics
S-INV10, 10000 Adatum Corperation Robert Townes 5/1/2018 f Customer No.
S-INV 20000 Trey Research Helen Ray 4/3/2018 : Balance (%)
S-INV 30000 School of Fine Art Meagan Bond 4/5/2018 : SALES
S-INV 30000 School of Fine Art Meagan Bond 5/13/2018 1 Outstanding Orders (5)
Shipped Not Invd. ($)
S-INV102204 40000 Alpine Ski House lan Deberry 5/1/2018 { Qutstanding Invoices ($)
S-INV102205 50000 Relecloud Jesse Homer 4/2/2018 : PAYMENTS
S-INV102222 00010 Waste Management 4/9/2018 ' Payments ()
Last Payment Receipt Date
Total ($) 39,380.28
Credit Limit (5) 0.00
Overdue Amounts ($) as of 0... 0.00
Total Sales (5)
Invoiced Prepayment Amoun... 0.00

5. Click "Prepare” to access the PaperSave functionalities such as “Add Document”, “Show
Documents” and “Show Interrelated Documents”.

N
SALES INVOICE } v
= ) O]

S-INV102199 - Adatum Corporation
Posting Invoice  Release  Request Approval Actions  Navigate  Less options (0]

T Add Document Show Documents [ Show Interrelated Documents  [® Calculate Invoice Discount B Move Negative Lines... -
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3.6.1 ADD DOCUMENT IN SALES INVOICE

PaperSave v

PAPERSAVE.

Efficiency. Simplified.

On the Prepare tab of Sales Invoice Card, click “Add Document”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

Upon a successful login, the system will navigate you to the “Add Document” page.

Use your desired acquisition method to add the content.

Add a New PaperSave Document

Sales Invoice Documentation v

Related Sales
Invoice

Document Number stomer Name Posting Date

Due Date Total

5-INV102199 Adatum Corporation 2018-04-04

R
FUJITSU

Click to Add from Scanner using Fujitsu Chronos

Click to Add from Scanner using any TWAIN complaint scanner

Robert Townes 2018-05-04 11375.50

*

Please drag items here or select files to upload

Click to Generate a barcode to scan this document in a batch at a later time

This will open the document preview screen. You can then select the relevant “"document type”

from the drop down in the upper tool bar indicating the document types that have been

configured for the record type. Next fill out fields that are relevant to the document type.

Click “Save item” to add the document.
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@) Save ltem £2 Reset

PaperSave ¥ Add a New PaperSave Document

Related Sales Document Number ~ Customer Name Posting Date  Contact Due Date Total ID: 29119
Invoice S-INV102199 Adatum Corporation 2018-04-04 Robert Townes 2018-05-04 11375.50
Document Profile
. []
(] Burger King 8054 Reference: -
4410 WADE GREEN RD NW .
& KENNESAW, GA 301441254 PDG‘I’.F"“”“B””S_‘ EE‘E}USH e P
USA elivery terms: ipping Point
Ship via: UPS Ground
O csT# 869575928RT00D1
Tracking # 1Z19E0W30334789122
O Altn Hornung. Donna
Comment
Page # 11
O
Line# Part# Description Total Qty aty UOM  Unit price Totals
1) Ordersd Shipped usD usD
& Parts
10 27023108 Shield, PHU Pan Splash i/ Duke Broller 1 1 EA 18.87 18.87
et ; a T e
10 SHIPPING Shipping 1 0 EA 11.25 1.25
41.16
Sales Tax 247
=] Total Including Tax 4363
1 /1 INVOICE_TMPA435956351806090752.p0f D= K|(BB B O)|- O +

3.6.2 SHOW DOCUMENTS IN SALES INVOICE

1. On the Prepare tab of Sales Invoice Card, click on “Show Documents”.

2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials

3. On successful login, it will show the document(s) that is/are directly related to this Sales Invoice.
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Related Sales
Invoice

o001 OB Q>

Robert Townes 2018-05-04

[]

) e
199 Adatum Corporation

Burger King 5054
4410 WADE GREEN RD NW

Reference:

Payment terms: Nat 30
KENNESAW, GA 301441254 Delivery terms: FOB Shipping Point
Ship via: UPS Ground
GST# 869575928RT0001
Tracking # 1Z19E0W30334789122
Aftn: Hornung, Donna
Comment:
Page # 171
Line® Partz Description Total Qty aty UOM  Unit price Totals
Ordered Shipped Uso usD
Parts
10 27023108 Shileld, PHU Pan Splash i/ Duke Broller 1 1 EA 18.87 18.87
20 513894 Tong. 9" Forest Green [ 6 EA 1.84 11.04
Misc
10 SHIPPING Shipping 1 EA 11.25 11.25
41.16
Sales Tax 2.47
Total Including Tax 4363

NV

CE_TMP4425956251906090752.pdf ‘

1D: 29119

Document Profile

Related Sales oC oer Customer Name Posting Dat: C Tota
Invoice S-INV102199 Adatum Corporation  2018-04-04 Robert Townes ~ 2018-05-04 11375.50
+ NEW Y FUTER 3 REFRESH & PRINT [ SAvE B4 EMAIL L DOWNLOAD  LE INTERRELATED SHOW GROUPING ~ [T] CHOOSE FIELDS  [] EXPORT TO EXCEL
File Name Created By
Ij::; 28119 INVOICE_TMP4435956351906090752.pdf ps\hcondon
- 5 VOICE 4765 4332479491 \he
el 125 INVOICE_TMP4265068694222479491.pdf psihcondon

3.6.3 SHOW INTERRELATED DOCUMENTS IN SALES INVOICE

credentials.

Invoice.

e Documentation v

On the Prepare tab of Sales Invoice Card, click on “Show Interrelated Documents”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

Upon successful login, it will show the document(s) that is/are indirectly related to this Sales

Related Sales Doc Po: e Date t
Invoice S-INV102199 Adatum Corporation 2018-04-04 Robert Townes 18-05-04 11 .50
+ NEW W FILTER £ REFRESH S PRINT B sAve B9 EMAIL * DOWNLOAD Lh INTERRELATED E SHOW GROUPING D CHOOSE FIELDS [] EXPORT TO EXCEL
File Name Created By
& 29119 MP4435956351906090752.pdf psi\hcondon
lf':: 29125 INVOICE_TMP4265068694222479491.pdf psihcondon
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The following steps describe how to interact with PaperSave within the “Sales Order” record type’'s main

screen:
1. On the Home Page, click on the Sales dropdown.

2. Click on “Sales Orders".

Business Central | Purchase Quotes

Dynamics 365 ~

CRONUS USA, Inc. Finance Approvals Self-Service

Cash Management Purchasing

Customers  Item Charges  Sales Orders Sales Invoices Sales Return Orders  Finance Charge Memos

—
Items Sales Quotes  Blanket Sales Orders  Sales Credit Memos ~ Reminders Posted Sales Invoices

Setup & Extensions

Posted Sales Credit Memos
Posted Sales Return Receipts

Sandbox

Intelligent Cloud Insights

Issued Reminders
Issued Finance Charge Memos

3. Click the number field of desired record in the Sales Order list to open a Sales Order.

4. This will launch the Sales Order card.

Dynamics 365 ~ Business Central | Sales Orders

Sandbox

CRONUS USA, Inc. Finance Cash Management Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Sales Orders:  All ~ O Search +New X Delete  Process Report~  Request Approval Order A Edit In Excel Actions Y = @
SELL-TO EXTERNAL
CUSTOMER SELL-TO CUSTOMER DOCUME. LOCATION ASSIGNED DOCUME. COM... SHIF
NO. NO. E NO. CODE USERID DATE STATUS SHIP... INV/
Power Bl Reports -~
I S-ORD1010... & | 10000 Adatum Corporation 4/2/2018 QOpen No I You do not have a Power Bl account. You can get a
S-ORDI010.. 10000 Adatum Corporation 5/1/2018  Open No Power Bl account at the fallowing location:
S-ORD1010... 30000 School of Fine Art 442272018 Open No
S-ORD1010.. 40000 Alpine Ski House 5/13/2018  Open No https://powerbi.microsoft.com

Click "Process” to access the PaperSave functionalities such

Documents” and “Show Interrelated Documents”.

as "Add Document”, “Show

&  SALES ORDER

S-ORD101001 - Adatum Corporat_i.on

Show Documents [ Release [ Create Inventory...t-away/Pick...

Report  Posting  Request Approval Actions  Navigate  Report  Less options ®
1 Add Document [1 show Interrelated Documents Reopen E1 Email Confirmation... Statistics
=

& Print Confirmation...

3.7.1 ADD DOCUMENT IN SALES ORDER

1. On the Process tab of Sales Order Card, click on “Add Document”.

2.

credentials.
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3. Upon a successful login, the system will navigate you to the “Add Document” page.

4. Use your desired acquisition method to add the content.

PaperSave v

Add a New PaperSave Document

Efficiency. Simplified.

Sales Order Documentation v

- Cuctomer Name

Related Sales Order —a o N
— 5-ORD101001

o
1

018-04-02  17773.66

Adatum Corporation 2018-04-02 Robert Townes 2018-05-02

)

FUjITSU ?

Click to Add from Scanner using Fujitsu Chronos Please drag items here or select files to upload

Click to Add from Scanner using any TWAIN complaint scanner

Click to Generate a barcode to scan this document in a batch at a later time

This will open the document preview screen. You can then select the relevant “"document type”

from the drop down in the upper tool bar indicating the document types that have been

configured for the record type. Next fill out fields that are relevant to the document type.

6. Click "Save item" to add the document.
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SAVE.
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PAPE

[ Save Item

ng Date Contact

Related Sales Ord:

Adatum Corporation 2018-04-02

Robert Townes 2018-05-02

1D: 29117

Document Profile

A LI
O Burger King 9911 Reference: o
3215 Peachiree Paymentterms: Nt 30
Q Comers Clrcle Deli & N FOB sh Point
Norcross, GA 30092 elivery terms: 'PRing Foin
SA Ship via: UPS Ground
O GST# 869575928RT0001
Tracking # 1Z19E0W30334789186
O Comment
Page# 2
O
Line # Part# Description Total Gty Qty uom Unit price Totals
4 Ordered Shipped usD usD
© Parts
10 132602 Faucet Only fiDispensers 2 P EA 14.39 28.78
20 15279 Wing Nut f/Faucet, Black 2 P EA 317 6.34
40 621758 Screw, 6/32 x 3/4, TTimer Bar 4 4 EA 0.51 2.04
e o B B FRSE g Gy et

3.7.2 SHOW DOCUMENTS IN SALES ORDER

credentials.

3.

On the Process tab of Sales Order Card, click on “Show Documents”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

Upon successful login, it will show the document(s) that is/are directly related to this Sales Order.

ne; Contact

Related Sales Order

2018-04-02

1D: 29117

Adatum Corporation Robert Townes  2018-05-02
Document Profile
P Burger King 9911 Reference: I
3215 Peachiree Payment terms:  Net 30
& Comers Circle Delivery terms:  FOB Shipping Point
Norcross, GA 30092 i : pping
SA Ship via: UPS Ground
(@] GST# 869575928RT0001
Tracking # 1Z19E0W30334789186
O Comment
O Page # 2
Line# Part# Description Total Oty aty uoM Unit price Totals
> Ordered Shipped UsD usD
p Parts
10 132602 Faucet Only fiDispensers 2 2 EA 14.39 28.78
ST i R s Bl . e e S
40 621758 Screw, 6/32 x 3/4, fTimer Bar 4 4 EA 0.51 2.04
50 613354 Latch, Pan f/Duke FWM324 Holding Uni 4 n EA 474 18.96

i1 PaperSave v Document Sales Order Documentation v Q. search within document list
Related Sales Order Socument Nu Customer Na Posting Date Contact Due e
5-ORD101001 Adatum Corporation 2018-04-02 Robert Townes 2018-05-02
+ MEwW Y FILTER {7 REFRESH & PRINT [ SAVE B EMAIL & DOWNLOAD LI INTERRELATED B SHOW GROUPING (1) CHOOSEFIELDS [} EXPORT TO EXCEL
D File Name Created By
Iéi 29117 INVOICE_TMP1088948245530683268 pdf psthcandon
b 29118 376957713.pdf  psihcondon
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3.7.3 SHOW INTERRELATED DOCUMENTS IN SALES ORDER

1. On the Process tab of Sales Order Card, click on “Show Interrelated Documents”.
2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login
credentials.

3. Upon successful login, it will show the document(s) that is/are indirectly related to this Sales Order.

PaperSave ¥ Document Sales Order Documentation v

Document Number  Customer Name Posting Date  Contact Due Date Order Date

Related Sales Order Uue Ua otal
5-ORD101001 Adatum Corporation  2018-04-02 Robert Townes  2018-05-02  2018-04-02  17773.66

+ NEW Y FITER &3 REFRESH G PRINT [ SAVE EJ EMAL & DOWNLOAD  LE INTERRELATED & SHOW GROUPING [T CHOOSE FIELDS [ EXPORT TO EXCEL

D File Name Created By

pm 29117 INVOICE_TMP1088948245530689268.pdf  psihconden

If.ﬂ 29118 INVOICE_TMP4535577695376957713.pdf  psihcondon
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3.8 GENERAL JOURNALS

The following steps describe how to interact with PaperSave within the “Purchase Invoice” record type's
main screen:
1. On the Home Page, click on Finance dropdown.

2. Click on “"General Journals”.

Dynamics 365 ~ Business Central | Customers Sandbox

CRONUS USA, Inc. I Finance I Cash Management Sales Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights

General Journals Intrastat Journals Sales Analysis Reports Tax Reports VAT Statements

Sales Budgets Currencies Dimensions

edules  Purchase Budgets

Chart of Accounts

G/L Account Categories  Account Sch Employees

3. Click the name field of desired record in the General Journals list to open a General Journal.

4. This will launch the General Journals card.

Dynamics 365 Business Central | General Joumals
CRONUS USA, Inc. Cash Management Sales Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
General Journals:  All -~ O Search =+ New  Manage Process Report ~  H Edit In Excel Actions~  Report Less options Y =
COPY
TAX ALLOW SUGGE.
BAL. ACCOUNT POSTING NO. SETUP TAX BALAN..
NAME DESCRIPTION TYPE BAL. ACCOUNT NO. NO. SERIES SERIES REASON CODE TO JNL DIFFER AMOUNT
I DEFAULT E Default Journal Batch G/L Account £ I
MONTHLY Monthly Journal Entries G/L Account 10100 GJNL-GEN

5. Click "Process” to access the PaperSave functionalities viz. “Add Document”, “Show Documents”

and "Show Interrelated Documents”.

“~ GENERAL JOURNALS <
Batch Name DEFAULT Posting Date 12/31/2016 =
Document No. Currency Code v
Manage Bank  Application  Payroll  Page Actions  Navigate  Less options Y ®
&} Post 1 Add Document ) Show Interrelated Documents  [@ Save as Standard Journal...

-+
& Post and Print Show Documents [3 Get Standard Journals... & Dimensions

3.8.1 ADD DOCUMENT IN GENERAL JOURNAL

1. On the Process tab of General Journals Card, click on “Add Document”.
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2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login
credentials.
3. Upon a successful login, the system will navigate you to the “Add Document” page.

4. Use your desired acquisition method to add the content.

PaperSave v Add a New PaperSave Document Journal Documentation v

Related General BatchMName

Journals DEEAULT 0

FUjITSU ?

Click to Add from Scanner using Fujitsu Chronos Please drag items here or select files to upload

Click to Add from Scanner using any TWAIN complaint scanner Click to Generate a barcode to scan this document in a batch at a later time

5. This will open the document preview screen. You can then select the relevant “document type”
from the drop down in the upper tool bar indicating the document types that have been
configured for the record type. Next fill out fields that are relevant to the document type.

6. Click "Save item" to add the document.
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[ Saveltem | 43 Reset

PaperSave ¥ | Add a New PaperSave Document
Related General BatchName E ID: 29111
Journals DEFAULT 0
Document Profile
A Comments
D -
123 Somewhere St, Melbourne VIC 3000 $ 39 . 6 0
& (03) 1234 5678
O
- ¥4
Invoice Number: #20130304
@)
0 Organic Items Price/kg Quantity(kg) Subtotal
i
Apple $5.00 1 $5.00
gL
& Orange $1.99 2 $3.98
Watermelon $1.69 3 $5.07
Mango $9.56 2 $19.12

3.8.2 SHOW DOCUMENTS IN GENERAL JOURNAL

1. On the Process tab of General Journals Card, click on “Show Documents”.

2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

3. Upon successful login, it will show the document(s) that is/are directly related to this General

Journal.

Related General BatchName  Total 1D: 29111

Journals DEFAULT 0o

Document Profile

Comments

D -
123 Somewhere St, Melbourne VIC 3000 $ 39 . 6 0
& (03) 1234 5678
O
- i
Invoice Number: #20130304
O
O Organic Items Price/kg Quantity(kg) Subtotal
¢
p, Apple $5.00 1 $5.00
& Orange $1.99 2 $3.98
Watermelon $1.69 3 $5.07
Mango $9.56 2 $19.12
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Q Search within document list

PaperSave Document Journal Documentation v

Related General
Journals

AULT
+ NEw Y FILTER &3 REFRESH & PRINT B save B4 emalL L DOWNLOAD 131 INTERRELATED =l SHOW GROUPING [0 CHOOSE FIELDS [¥] EXPORT TO EXCEL

D File Name Created By Comments

P starical Soc- G d \he , 3
= 20108 State_Historical_Soc- Gifts.pdf psiheendon 123

A ver check.nd \he .
et 29109 Grace Overstreet_check.pdf pstheendon

3.8.3 SHOW INTERRELATED DOCUMENTS IN GENERAL JOURNAL

1. On the Process tab of General Journals Card, click on “Show Interrelated Documents”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.
On successful login, it will show the document(s) that is/are indirectly related to this General

Journal.
PaperSave v Document Journal Documentation v Q. Search within document list
Related General Total
0

Journals

AVE B4 EMAIL & DOWNLOAD LI INTERRELATED  [E SHOW GROUPING M CHOOSE FIELDS  [] EXPORT TO EXCEL

v

+ NEW Y FITER &5 REFRESH & PRINT

D File Name Created By Comments

It

= 29108 State_Historical_Soc- Gifts,pdf ps\hcendon 123

29109 Grace Overstreet_checkpdf psihcandon
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3.9 CUSTOMER

The following steps describe how to interact with PaperSave within the “Customer” record type’s main
screen:
1. On the Home Page, click on Sales dropdown.

2. Click on “Customers”.

Dynamics 365 Business Central | Customers Sandbox

CRONUS USA Inc. Finance Cash Management Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Sales Quotes Sales Invoices Reminders Posted Sales Credit Memos Issued Finance Charge Memos

Items Sales Orders Sales Credit Memos  Finance Charge Memos  Posted Sales Return Receipts

Item Charges  Blanket Sales Orders  Sales Return Orders  Posted Sales Invoices Issued Reminders

3. Click the desired record in the Customers list to open a Customer record.

4. This will launch the Customer card.

Dynamics 365 Business Central | Customers Sandbox

CRONUS USA, Inc. Finance Cash Management Sales Purchasing Approvals Self-Service Setup & Extensions Intelligent Cloud Insights
Customers:  All O Search + New X Delete  Process Report~  New Document~  Customer @8 Edit In Excel More options Y 8 0

10000 : 30000 Power Bl Reports~

Adatum Corporation 0.00 3,036.60 School of Fine Art 53,833.52 v not have 3 Power Bl account. You ¢ .

_-  Robert Townes 0.00 2,024.40 Meagan Bond 51,793.67 ©ou do not have a Fower Bl account. You can get a
Power Bl account at the following location:

40000 000 00010

Alpine Ski House 4,316.92 w 8,836.80 Waste Management 0.00

2n Deberry 431692 Jesse Homer 5,754.96 0.00 B

https://powerbi.microsoft.com
00020
Ankit Shah 0.00
0.00 Sell-to Customer Sales History

5. Click on “Customer” menu to access the PaperSave functionalities such as “Add Document”,

“Show Documents” and “Show Interrelated Documents”.

& CUSTOMER CARD (ﬁ} } il

10000 - Adatum Corporation
New Document  Request Approval Actions  Navigate  Report  Less options

1 Add Document [ show Interrelated Documents  [# Ship-to Addresses B Account Detail %l Direct Debit Mandates
Show Documents [ Bank Accounts B Contact @ Open Entries

3.9.1 ADD DOCUMENTS IN CUSTOMER

1. On the Customer tab of Customer Card, click on “Add Document”.
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2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login
credentials.

3. Upon successful login, the system will navigate you to the “Add Document” page.

4. Use your desired acquisition method to add the content.

PaperSave v Add a New PaperSave Document Customer Documentation v
Related Customer Customer |D Customer Name Phone Address City State Zip Country
10000 Adatum Corporation 192 Market Square Atlanta GA 31772 us

>

FUloi)-l-SU Add DocunE>

Click to Add from Scanner using Fujitsu Chronos Please drag items here or select files to upload

Click to Add from Scanner using any TWAIN complaint scanner Click to Generate a barcode to scan this document in a batch at a later time

5. This will open the document preview screen. You can then select the relevant "document type”
from the drop down in the upper tool bar indicating the document types that have been
configured for the record type. Next fill out fields that are relevant to the document type.

6. Click "Save item" to add the document.
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@ Save ltem | 437 Reset &

PaperSave ¥ Add a New PaperSave Document

Related Customey  —ustomer ID - Customer Name Phone  Address City Count ID: 29113
10000 Adatum Caorporation 192 Market Square Atlanta us
Document Profile
A
D El EI Doc Type: Comments:
Application
. . Contract
0] Fall 2003 Co-op Time Sheet
Mhust be received in o office by December 5th, 2003 Cerrespendznce
Tax Exempt Form
O Student Name: Name of Company: M
Address: Address:
O
o Social Security #:
Phone: Phone:
ﬁ Major: Supervisor's Signature:
& Semester: Student's Signature
Return to: Eastern Kentucky University
Cooperative Education
SSB 455 CPO61
Richmond, KY 40475
Phone (859) 622-1296 Fax (859) 622-1300

3.9.2 SHOW DOCUMENTS IN CUSTOMER
1. On the Customer tab of Customer Card, click on “Show Documents”.
2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

3. Upon successful login, it will show the document(s) that is/are directly related to this Customer.

Country ID: 29113
A 3772 US

Customer Customer Name Phone Address City

10000 Adatum Corporation 192 Market Square  Atlanta

G

Related Customer

Document Profile

A
[l |:| Comments:
U
Application
. Contract
0] Fall 2003 Co-op Time Sheet
Mist be received in owr office by December 3th, 2003 Correspondence
Tax Exempt Form
O Student Name: Name of Company: M
Address: Address:
U
& Social Security #:
Phone: Phone:
& Major: Supervisor's Signatuge:
& Semester: Student's Signature
Return to: Eastern Kentucky University

Cooperative Education

SSB 455 CPO61

Richmond, KY 40475

Phone (850) 622-1206 Fax (859) 622-1300
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PaperSave ¥ | Document | Customer Documentation v Q. Search within docurment list

Customer D Customer Name Phone  Address City

10000 Adatum Corporation 192 Market Square  Atlanta  GA 31772 Us

Related Customer

+ New Y PUTER  OD REFRESH S PRNT  [B) SAVE  EJ EMAIL L DOWNLOAD i INTERRELATED [ SHOWGROUPING  (I) CHOOSE FIELDS EXPORT TO EXCEL

Created Crested By  Doc Type Comments

9
- psthcondon  Correspondence

3.9.3 SHOW INTERRELATED DOCUMENTS IN CUSTOMER

1. On the Customer tab of Customer Card, click on “Show Interrelated Documents".
2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

3. Upon successful login, it will show the document(s) that is/are indirectly related to this Customer.

PaperSave v Document Customer Documentation v Q. Search within document list
Related Customer Customer D Lustomer Name Phone Adaress City otate £ip Country
10000 Adatum Corporation 192 Market Square  Atlanta  GA 3772 US

+ NEw Y FLTER  £J REFREsH S PRINT ) SAVE B EMAIL L DOWNLOAD I3t INTERRELATED I SHOW GROUPING  (IJ CHOOSEFIELDS [} EXPORT TO EXCEL

D File Name Created By Doc Type Comments

A :
fm 29113 xlsdemol.pdf ps\hcondon  Correspondence

A 29114 FormMew.pdf psihcondon
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3.10 SALES QUOTE

The following steps describe how to interact with PaperSave within the “Sales Quote” record type’s main

screen:

1. On the Home Page, click on Sales dropdown.

2. Click on “Sales Quotes".

| Dynamics 365 v Business Central  Sales Quotes
CRONUS USA, Inc. Finance'~  Cash Management [ Sales | Purchasing  Approvals~  Self-Servicer  Setup & Extensions Intelligent Cloud Insights
Customers Sales Invoices Reminders Posted Sales Credit Memos  Issued Finance Charge Memos
N s . .
Items Sales Orders Sales Credit Memos ~ Finance Charge Memos  Posted Sales Retum Receipts
ltem Charges ~ Blanket Sales Ordlers ~ Sales Return Orders  Posted Sales Invoices  Issued Reminders

3. Click the number field of the desired record in the Sales Quotes list to open the Sales Quote.

4. This will launch the Sales Quote card.

Dynamics 365 ~ Business Central | Sales Quotes Sandbox

CRONUS USA, Inc. Finance Cash Management Sales Purchasing Approvals Self-Service Setup & Extensions
Sales Quotes:  All £ Search +New XDelete Process Quote~  Request Approval~ B Edit In Excel More options
SELL-TO EXTERNAL REQUES...

CUSTOMER SELL-TO CUSTOMER DOCUME... POSTING DELIVERY
NO. NO. NAME NO SELL-TO CONTACT v DATE DUE DATE DATE AMOUNT
5-QUO1001 | = 20000 Trey Research Helen Ray 4722018 4/16/2018 1,928.00
5-QUO1002 40000 Alpine Ski House lan Deberry 4/3/2018 5/3/2018 950.50

5. Click on "Process” to access the PaperSave functionalities such as “Add Document”, “Show

Documents” and “Show Interrelated Documents”.

& SALESQUOTE (¢) + W K

5-QUO100T - Trey Research
Quote  Request Approval Actions  Navigate Report  Less options 0]

E1Send by Email & Make Order & Make Invoice 71 Add Document Show Documents [ Show Interrelated Documents +
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3.10.1TADD DOCUMENT IN SALES QUOTE

1. On the Process tab of Sales Quote Card, click on “Add Document”.

2. If you are not already logged in, then this will open the PaperSave login prompt. Enter your login
credentials.

3. Upon a successful login, the system will navigate you to the “Add Document” page.

4. Use your desired acquisition method to add the content.

PaperSave v Add a New PaperSave Document Sales Quote Documentation v | +

Related Sales Document Number Customer Name Posting Date Contact Due Date Order Date Total
Quote 5-QUO1001 Trey Research 2018-04-02 Helen Ray ~ 2018-04-1% 2017-01-01 2024.40

FUJITSU ?

Click to Add from Scanner using Fujitsu Chronos Please drag items here or select files to upload

Click to Add from Scanner using any TWAIN complaint scanner Click to Generate a barcode to scan this document in a batch at a later time

5. This will open the document preview screen. You can then select the relevant “"document type”
from the drop down in the upper tool bar indicating the document types that have been
configured for the record type. Next fill out fields that are relevant to the document type.

6. Click "Save item" to add the document.
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i PaperSave ¥ | Add a New PaperSave Document [@) Saveltem | £J Reset
Related Sales Document Number Customer Name Posting Date  Contact Total ID: 29115
Quote 5-QUO1001 Trey Research 2018-04-02 HelenRay  2018-04-16 2 202440

Document Profile

A L]

P
O A5 _

M 4") Thank you for your pleage in support of the arts at the Plavinuse Theatre .
- 4 "/ Plgase return this reminder with your remittance by June 30th. A receipt will
M‘ﬁ;—“waue be mailed to you. If payment has been made. please disregard this reminder.
Q 123 MAIN STREET We are truly grateful for your support!
ANYTOWN, USA 12345 5/2/2007
O 55.123.4567 - FAX 555,123 5678
/" TOTAL PLEDGED AMOUNT PAID BALANCE )
G $2,250.00 $ 0.00 $ 2.250.00 J
& 2007 Annual Fund — (2 1
P 8 e
Card #
112 Expiration (MM/YYYY)
RCS Corporation M Check enclosed
IZS? Six Forks Road Please make your check payable lo
Rale\gh. NC 27609 Cinnoase Tncatie

3.10.2 SHOW DOCUMENTS IN SALES QUOTE

1. On the Process tab of Sales Quote Card, click on “Show Documents”.

2.

credentials.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

3. Upon successful login, it will show the document(s) that is/are directly related to this Sales Quote.

Related Sales Dacument Number Customer Name Posting Date  Contaci Due Date t Total ID: 29115
Quote 5-QUO1001 Trey Research 2018-04-02 HelenRay  2018-04-16  2017-01-01 202440
Document Profile
P
@] A: _
M 4") Thank yau for your pleage in support of the arts at the Flintwuse Theatre .
- i ' Please return this reminder with your remittance by June 30th. A receipt will
Diilﬂl(llﬁ"lwﬂtm be mailed to you. If payment has been made, please disregard this reminder.
Q 123 MAIN STREET We are truly grateful for your support!
ANYTOWN, USA 12345 5/2/2007
a 55.123.4567 - FAX 555,123 5678
[~ TOTAL PLEDGED AMOUNT PAID BALANCE A
o $2,25000 $0.00 $2250.00 J
ﬁ 2007 Annual Fund — ¥ 1
& ] 0@
Card #
112 Expiration (MM/YYYY)
RCS Corporation M Check enclosed
I259 Six Forks Road Please make your check payable to
Raleigh, NC 27609 Fiteorc Thoatre
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PAPERSAVE

Efficiency. Simplified.

PaperSave v Document Sales Quote Documentation v Q. Search within docurnent list
Related Sales Document Number Customer Name Contact Due Date Order Date Total
Quete 5-QUO1001 Trey Research Helen Ray  2018-04-16  2017-01-01 2024.40
+ NEw Y FUTER 3 REFRESH & PRINT [ SAVE B EMAIL L DOWNLOAD  LJp INTERRELATED [ SHOW GROUPING [0 CHOOSE FIELDS  [] EXPORT TO EXCEL

D File Name Created By

A
[roe ]

29115 Playhouse Theatre_funds.pdf  psihcendon

29116 Invc_362478.PDF ps\hcondon

3.10.3SHOW INTERRELATED DOCUMENTS IN SALES QUOTE

PaperSave v Document Sales Quote Documentation v

On the Process tab of Sales Quote Card, click on “Show Interrelated Documents”.

If you are not already logged in, then this will open the PaperSave login prompt. Enter your login

credentials.

Upon successful login, it will show the document(s) that is/are indirectly related to this Sales

Quote.

earch within document list

Related Sales Document Number Customer Name  Posting Date  Contact Due Date Order Date Tota
Quote S-Quo1001 Trey Research 2018-04-02 Helen Ray  2018-04-16  2017-01-01 202440
+ NEw Y FITER L0 REFRESH & PRINT @) save B2 EmAIL L DOWNLOAD  LE INTERRELATED  H sHOW GROUPING (1) CHOOSE FIELDS  [£] EXPORT TO EXCEL
D File Name Created By
B’; 20115 Playhouse Theatre fundspdf  psihcondon

29116 Invc_362478.PDF psthcondon
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