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Introduction 

The Connector 365 Mail Attachment Plus gives you an easy way of controlling your 

attachments when mailing in Microsoft Dynamics 365 Business Central. It offers you simple 

attachments directly in the mail dialog but also the possibility to add default attachments that 

will be automatically attached. In this user guide we will show you how everything works. 

Should you have questions that are not answered in this user guide, feel free to contact us 

directly at support@belware.de. We are always happy to help. 

Attachments in the default dialog 

The easiest way to attach your files can be found directly in the default mail dialog, where we 

added a new field that lets you attach your files. 

Pick the report you want to send out and use the „Send by Email“ function. 

 
The default mail dialog, the newly added attachments field is marked. 

To add your files, click on the “0”. In the case that this is not the first time that the function is 

used and default attachments are already in use this number might be different. A new 

window will open This is the attachment overview, which shows you all attachments for this 

process, usually the overview will be empty. 
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Attachment overview 

To add your first attachment, click the “New” button at the top left and then “Add 

Attachment” this will open a window which allows the selection of your file. Simply select the 

file you want to use, any filetype is fine and confirm it. Repeat this process until all the desired 

attachments have been added. 

 
Attachment overview with open file selection dialog 

 

If you accidentally add the wrong file, you can always just delete the file. The function to do 

that can be found under “Manage” and then “Delete”. You can preview all added 

attachments by clicking on their respective file name. 
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After you are done adding your attachments, just hit OK, you will notice that the number in 

the attachment field has changed from a 0 to the number of files added. You can now 

continue to send your email as usual. 

Adding default attachments per report 

Default attachments are a great way of saving time when adding files to your mails. If you 

find yourself using the same attachment in every mail, just add it as a default and it will 

automatically be attached to every mail. 

Start by opening the report selection of the desired report, in this example we will use sales 

and invoices. If you are unsure where to find the report selection, you can always use the 

Dynamics 365 Business Central search function. 

 
Report selection – Sales for invoices  

 

As you can see in the screenshot above, there is also a new attachments field in this window. 

The process of adding new default attachments works like adding attachments to your regular 

mail. Start by clicking on the 0 to open the attachment dialog and add your files via “New” 

and “Add Attachment”. 

After adding the file(s) you might have noticed the “From Date” and “To Date” fields which 

are not in the Mail dialog. These two fields allow you to set a default attachment only for a 

certain amount of time. This can be used for example, to add an advertisement to your mails 

which is only valid for a certain amount of time. Before setting the date you first must click 

“Edit List” in the menu, otherwise the date fields cannot be edited. 

Note: The date set for the attachment does not use the system date to determine the day, it 

uses the work date of your Business Central environment. 
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Setting up dates for a default attachment in the attachment dialog 

 

This concludes adding defaults for your attachments, close the window and you are done. 

Next time you are sending an e-mail using the report that was set up, in this case invoices, 

you will notice that the attachment number is now set to the number of defaults you have 

set and the files will be visible in the attachment dialog. If a certain default attachment does 

not fit your current mail, you can simply delete it in the dialog, this only deletes the 

attachment for this process and not as a default. 

 
Mail dialog with default attachment, note that the advertisement was not added because of the date 
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Setting defaults per customer and report 

The final way to add attachments is adding them as defaults for customers, for example 

when there are terms that only apply to one specific customer. 

Open up the customer that you want to add defaults to and expand the options in the 

menu via “More options”, click on “Navigate” and select “Document Layouts” 

 
Where to find document layouts 

 

Select the report for which you want to add defaults, we will again use invoices in this 

example. As before you will notice the new “Attachments” field and same as before you 

can open the attachment dialog by clicking on the zero. 

 
Document layouts with marked “Attachments” field. 

 

The rest of the process works the same as adding defaults to reports without making them 

customer specific. You can use the same options as before including the date range. After 

adding your defaults close the attachment dialog. 
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An important thing to note for defaults set on a customer basis is that they overwrite the 

regular defaults. In the case that this is not desired ticking the box in the “Attach Default” 

field will add the customer specific attachments in addition to the default attachments. 

Once the attachments have been set, a mail can be sent as usual depending on your setup 

all defaults including the customer defaults are added. As before you can still remove or 

further add attachments once you are in the dialog. 

 
Mail dialog with customer specific attachment which was added via defaults 
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Copyright 

 

© 2003-2020 BELWARE GmbH. All rights reserved. 

 

This documentation, as well as the software described in it is subject to licensing terms and may 

only be used or copied in accordance with this license agreement. 

 

The information and data in this documentation are for informational purposes only and apply 

only conditionally. The BELWARE GmbH assumes no liability or warranty. The BELWARE GmbH 

has no responsibility for consequential damage resulting from errors or inaccuracies that may 

appear in this documentation. 

 

Outside of the concessions of the license, it is not allowed to copy, transfer, reproduce or save 

(neither digitally, mechanically nor on tape) this publication without explicit written permission 

of the BELWARE GmbH. 

 

All named product and company names, as well as registered trademarks are the property of 

the respective owners and protected as such. 

 

We are glad to answer your questions and are thankful for suggestions of improvement. 

 

BELWARE GmbH 


