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This guide is part of the DocStore User Guide Series,
which explains how to set up, use and manage documents in DocStore.

The series includes:

« Part 1 - System Setup and Configuration

« Part 2 - Working with Documents in DocStore
« Part 3 - Managing Document Approvals



DocStore allows emails and attachments to be stored and viewed directly within Gold, removing
the need for paper documents. Documents can be added by email, scanning or saving files from
the network, and are automatically indexed so they can be easily retrieved. This manual explains
how to find, view and file documents in DocStore during day-to-day processing. It forms part of
the DocStore User Guide Series, which explains how to set up, use and manage documents in
DocStore.

1.1 Managing On Hold Documents

The Document Details program is used to manage documents that have not been filed
automatically. Documents may be placed On Hold if required information is missing or if further
processing is needed. This commonly occurs when key details are not available at the time the
document is received.

Using Document Details, you can:

Search for and review documents that Add or amend references if a document
are currently On Hold. has been stored incorrectly.

Enter missing information to complete Change document types where required.
document filing.

Delete documents if necessary.

In Gold, navigate to

Purchase Ledger > Document Management > Document Details

Stored Document Lookup
Search Select

1. Enter a Document Number to view a
specific document or select OK to open
the document lookup.

1

Document No.

2. The document lookup includes Search
and Select tabs. If no Document Number

ored Document Lookup

JEL
Search

Type: I 4 Include Status: [on Hold
is entered, documents with a status of On S |
Hold are shown by default. Extension: —

Sent From: mﬂ To: ,Wii
3. Use the Select tab to refine the search. recrm /0010000 T°' TO0AY =
Results can be filtered by document type, S } = j I

status, sender, date range, subject text
or related references such as customer,
supplier or job.

2nd Ref Type: - Key Value: [

Ok | Cancel | Save | Beset | Defaunt |




4. A list of matching documents is
displayed. Depending on user access,
documents may be shown across
multiple companies.

5. From the document list, you can:

Find — search within the results.

Select - refine the search criteria.
AutoSet - open a document to view or
amend filing details.

Rule - create, amend, or review existing
document rules.

Attach — view attached documents,
including multiple thumbnails.

[B Document search

i'ﬂ-’)led

Document No

I

Sent

30104108
30104108
30104108,
2010408
3010408
30104108
3010408
110508
110508
110608
110608
110608
1106/08
110508
110508

At

From Subject
1404 sCcan2@e0.c0 K Scanned Documents
1602 admn@&SGM couk SGM 120
1628 scan2@co.c0.uk SGM 1201
14,46 admin@ecome co uk CUST 1200
1447 scan2@SGM.uk SUPP 1201
1515 admin@comp oo uk PAPI1201
1542 scan?@eco.co.uk WSJ 10672
850 2dmin@SGM couk SGEM 1201
£53 scan2@SGMuk SGM 1201
564 admin@SGM couk SGM 1201
07 scan?@oco o uk SUPP 1201
841 admin@SEM couk SGM 1201
841 scan2@SGM uk SGM 1201
941 adrning@comp oo Lk SUPP 1201
951 scan?@oocouk SUPF 1201

Next Find Select I AutaSeh Rule: Attach [

Sent
Sent by.

30/04/2008 16:42:28 Received: 30/04/2008 16:26:29

Docurnent:

D00000001400.TXT

[poolescan2@ibcos co.uk

‘WSJ 106722 CO26

Rule Applied:

Type:  [wSJ Company:

References |

Workshop Job:

Customer:

105722 .|

1200 .| Trans. Date 31/03/2008 | Trans. Ref

When AutoSet is selected, a pop-up box opens with the following options:

Keys Tab

=

121880

Displays the main fields used to store the document. Updating these fields will change
where the document is filed. If information was missing from the email subject, it can

be entered here.

Type

Used to change the document type if it was stored incorrectly. When changed, the
existing key fields are cleared and must be re-entered.

References Tab

Shows where the document is currently linked. Additional references can be added if
the document needs to be associated with more than one account.

6. Once the required information has been entered, the document is filed to the correct
location and the system automatically moves on to the next document.

Did you know?

Workshop documents are stored against both the customer and the workshop

job and remain on the list until the job is invoiced and the sales month end has
been run.




1.2 Viewing Customer Documents

Customer documents can be viewed from the Customer Enquiry screen.

In Gold, navigate to

Sales > Customer Enquiry

1. Open the relevant Customer Enquiry.

2. Select the Docs tab to view documents stored against the customer account. If security
levels are in place, the list may be restricted to documents you are permitted to view.

3. From the document list, you can view document details including date and time sent,
amend filing information (if you have permission), search or refresh the list, view the email

message, and open document attachments.

Cusfomer: [ 1200 Mr A L Barlow Mih3 1175.48
Tel  [01287 660757 Postgate Farm Mih2 0.00
. Castleton

Mob: [07762 742686 ity Mih1 0.00
Fa  |01287 660936 North Yorkshire Cur 000
Cr Limit: [115000 Bal 1175.48
Rep: [DG  [David Goodwin VAT, [GB325467212 FiBal: 16361

Current| History| Links | Tracking| Prospect | Market| Comp'tive | Contacts | Proft |opts | Pad [l

Afts | Type Sent At From Subject

1.cusT 30/04/08 1446 scan2@cocouk CUST 1200

FEind | Selui] B.dleshl M.sssausl eﬂuehl

A Did you know?
'@‘ Customer documents can be filed by entering CUST followed by the customer
account number in the email subject line (for example CUST 1200).

1.3 Viewing Supplier Documents

Supplier documents, including any supplier parts purchase invoices, can be viewed from the
Supplier Enquiry screen.

In Gold, navigate to

Purchase > Supplier Enquiry




1. Open the relevant Supplier Enquiry.

2. Select the Docs tab to view documents stored against the supplier account.
The number of attachments is shown where applicable. If security levels are in place, the list
may be restricted to documents you are permitted to view.

3. From the document list, you can view document details (such as date and time sent),
search or refresh the list, view the email message and open document attachments. If a
document has a single attachment, it will open directly. If multiple attachments exist, they
are displayed as thumbnails for selection

Gpen tcm - Pay by heawe 8 Goldview 100
Supplier Ac.: [ 1201 Main Franchise Supplier Mih3s -204679.08 D M=z 050l80/8 58
. = T DO -
Fanc Cur 0.00 [Fins -
Days Credit ED Bal -294679.23 =]
Pay To Alc (REZD Sales: [ 000 SetTaPay 000 The New Tractor Company -

Gurrent | History | Contacts | Tracking| Purchase Orders| Options | Ped [N :_m: ﬁ

2 SUPP 1/06/08 9:41 scan2@co.co.uk SUPP 1201 CO26
2 SUPP 1106108 9:32 admin@SGM oo uk SUPP 1201 CO26
1 5UPP 30/04108 1447 scan2@co.co uk SUPP 1201 CO26

Apel 2008

Dear Sirs

We woud
Sanvce recened om your compan) )

Yourstoreman, Mk
and was exiremely patient. )

ofhor o

Once again we thank you for your attention and serice.

Yours faitrfully,
Bk

Find | _Select | @efresh | Message| _anach

A Did you know?
'@‘ Supplier documents can be filed by entering SUPP followed by the supplier account
number in the email subject line (for example SUPP 1201).

1.4 Viewing Parts Purchase Order Documents

Parts Purchase Order documents can be viewed from the Enquiry - Orders Suppliers/IDT screen.

In Gold, navigate to

Parts Control > Enquiry - Orders Supplier/IDT

[# Purchase Order 13679
Order | Parts | Contacts| Int.Comment| Ext.Comment Bl
Ats [Type | Sent At | From [ Subject

1. Open the relevant Supplier Order
Enquiry.

2. Select the Docs tab to view documents
stored against the purchase order.

D_e!nllsl Find ‘ Select I B,efleshl Messagnl Attach I




3. From the document list, you can view document details (such as date and time sent),
search or refresh the list, view the email message and open document attachments. If a
document has a single attachment, it will open directly. If multiple attachments exist, they
are displayed as thumbnails for selection.

Did you know?
« Parts purchase order documents can be filed by entering PAPO followed by the
purchase order number in the email subject line (for example PAPO 13679).
« Parts purchase order documents can also be viewed from Stock Enquiry via the
Audit Trail tab. Selecting a transaction and viewing the order details will display
any related documents on the Docs tab.

1.5 Viewing and Processing Parts Purchase Invoices

Parts purchase invoice documents are stored against the supplier invoice and are also available
during Invoice Confirmation.

In Gold, navigate to

Parts Control > Invoice Confirmation

1. Open Invoice Confirmation and begin
processing the invoice as normal.

2. On the Supplier A/c field, select F5
Docs to view documents stored against
the supplier to select the relevant invoice
document.

3. Select the required document to
view invoice details (such as sent and
received dates and sender), view the
email message, and open attachments.
If multiple attachments exist, they are
displayed as thumbnails.

4. Continue entering the remaining
invoice header information. Where
available, supplier reference details may
be completed automatically from the
selected document.

8 stod
EBat

1108 Balance:

Posting Type: Main Invoice Batch Balance
Transaction Date: 11092008 Batch Entries:

Supplier Alc E

Invoics Desc.: Ref No.:

Price Parts by - Discount %

Update Parts File Prices: 'I Retall Uplift 23

Delivery Chiarge:

Delivery Nominal Account -

III Cancel |  Scr.Pad

¥5 Docs. | F6PostCd |

[@ supplier Invoice Documents

Afts | Type Sent At From Si
1 PAPI 1401409 18:44 poolescan3@ibcos.couk P2
1 PAPI 110709 15:04 Analysed from inbox by LS P2
1 PAFI 9/07/09 10:47 Analysed from inbox by LS P2
1 PAPI 907409 10:48 Analysed from inbox by LS P2
1 PAPI 610409 9567 Analysed from inbax by LS P#
1 PAPIID 18106409 9:10 colin@ibeos.co.uk P2

|Qcta|ls| Fwd.].st' Enrward' Qnmment[ Mnssage' Attach |




5. If no document is selected, use the available drill option to view documents awaiting
processing.

6. Complete and post the invoice. Once processed, the document is stored against the related
transaction found in Supplier Enquiry.

B Did you know?
Parts purchase invoice documents can be filed by entering PAPI, followed by
the supplier account number and invoice number, in the email subject line (for
example PAPI 1201 125492). DO NOT add additional references, as this may
cause the document to be considered already filed and unavailable during invoice
confirmation.

1.6 Viewing Serial Number Documents

Documents linked to serial number items can be viewed from the Serial Number Enquiry screen.

In Gold, navigate to

Parts Control > Serial Number Enquiry

“'”“m"' EE— - Account: 1212 [KELLYS
. ELM RISE FARM Serial No [swsoansers
1. Open the relevant Serial Number i L
EanIry' DE42 8NL Tol |
5 Notes: [
2. Select the Docs tab to view inci o, ote ez Tt Ve
. . 121888 | 120065/2008  [General Parts Sale 55613 [
documents stored against the serial
number item.
3. From the document list, you can view —

document details, search or refresh the
list, view the email message, and open
document attachments. If a document
has a single attachment, it will open
directly. If multiple attachments exist,
they are displayed for selection.

Did you know?

Serial number documents are filed using the batch and line number, as serial
numbers may not be unique. Enter PASN followed by the batch and line number in
the email subject line (for example PASN 100179/12).



1.7 Viewing Workshop Documents

Documents relating to workshop jobs can be viewed from the Workshop Entry screen.

In Gold, navigate to

Workshop Control > Workshop Entry

Job: [105722 sty irse Typa [eorkzhop Imvoarg | Farts
1. Open the relevant Workshop Entry or o N T T

Header| Parts | Labour] Fiat Rates| Story | invaice | Instructions| Cpsons | Pt | st S
Workshop Quote. s T T =

1'Wsl SOOI 1542 dean@en oo uk WD 10822

2. Select the Docs tab to view documents
stored against the workshop job or quote.

3. From the document list, you can view
document details, search or refresh the
list, view the email message, and open
document attachments. If a document has
a single attachment, it will open directly.
If multiple attachments exist, they are
displayed for selection.

[modi] oo | seea | pemea | | _atan

Did you know?

Workshop documents can be filed by entering WSJ followed by the job or quote
number in the email subject line (for example WSJ 105722). Documents filed
against quotes remain available when the quote is converted to a job.

1.8 Viewing Wholegood Transactions

Documents relating to workshop jobs can be viewed from the Workshop Entry screen.

In Gold, navigate to

Wholegoods > Wholegood Enquiry

1. Open the relevant Wholegood Entry.

2. Navigate to the Docs.



Gl tock (5048 days)

StockNo:  [11002251  |INEW |WHOLEGOOD | Make: [OT | Group:  |NOT2

Mode! [170HP Description LAFORGE PTO | stat [s]|

3. From the document list, you can view T T T Tanvor Toy o T e oo o T
document details (such as sent and T S T R T

received dates and sender), search or
refresh the list, view the email message
and open document attachments. If a
document has a single attachment, it will
open directly. If multiple attachments
exist, they are displayed for selection.

Details Find Select | Refresh  Message  Allach

AN Did you know?
'@‘ Wholegood Transaction documents can be filed by entering WGS followed by the
job or quote number in the email subject line (for example WGS 1283376).

1.9 Viewing Wholegood Documents

Documents relating to Wholegoods can be viewed from the Wholegood Enquiry screen.

In Gold, navigate to

Wholegoods > Wholegood Enquiry

[ In Stock

. StockNo:  [10000515  |NEW | [WHOLEGD, | Maker |MF Graup |NTRA L]
1. Open the relevant Wholegood Enquiry. N e —— N

Header| Spec | Costs [N Attach's | Bonus |WiP | ws | Serial | invoics | Sales | ptions | Bacs |

2. Select the Audit tab.

10Mar09 GRN Est. 43900.00 105221 RA 0.00 0.00 AUTO ACCR 120401

3. Highlight a purchase invoice
transaction and view the related
documents using the available document

Purchase Transaction Details

(0] pt oNns. Supplier: 1133 Original Amount r
Name: [Main Franchise Supplier VAT Amount: r
Address: 1 Chequeit Road Settlement Amount: ’—

Kenifworth Seftlement Date: r
Outstanding Amount: -28760.00 Description: 166166
Cheque No.: Remarks: [Stop
Ref No.: 123454 Disputed Item Code:
Tips

» Documents can be filed against Wholegood purchase orders by entering WGPO
followed by the supplier account number and purchase order number.

» Wholegood advice documents (WGAV) are stored against the sales advice and can
be viewed on the Audit tab of the Wholegood Enquiry once the sales invoice has been
raised.



A report is available to list documents that are waiting to be filed or require further action, such as
supplier invoices that have not yet been processed.

In Gold, navigate to

Purchase > Document Management > Unfiled Documents

1. Use the table below to fill in the key details. A # indicates the default option.

2. Additional options for specifying email addresses, sent or received dates, subject text or
reference types are available when using the Unfiled Documents option.

3. Select OK when complete.

Field
Check

Options

All#

Scanned Documents
Unfiled Documents

Pre-

Posting Approval

Issues Pending/Fwd Docs
Payment Authorisation
To be Viewed

Rejected Documents
Locked Documents
Unlock All Documents

Entry
Select ALL for all available types.

Document Type

A specific document type can be selected to limit
the report.

Excluding:

Directory All# If Documents for Analysis or Confirmation was
selected, an individual directory can be selected
for checking.

E Un-Filed Documents Report Print Preview
Options  Print
Check: All -
Scanned Documents
Document Type: gﬂﬁu?];c:;;gz
| Issues Pending/Fwd Docs
Directory: i”i Ey;nee\?mhonsauon
Operator ALL |Rejected Documents
Locked Documents
Bl Unlack All Doguments
Sent From: To [ TODAY ||
Rec From: To
Containing | | |

Cancel

Last Save Batch Reset Default




Batch scanning allows multiple documents to be scanned and filed efficiently in one process. Pages
belonging to the same document (for example, multi page invoices) can be grouped and stored as a
single document. Batch processing is typically used in the following ways:

By document type or depot, where documents are scanned into separate Inboxes. For
example, parts invoices for a specific depot.

By user or approval workflow, where documents are scanned into individual Inboxes
for review, approval or forwarding.

3.1 Creating Inboxes

Scanned documents are temporarily stored in an Inbox. In multi depot environments, separate
Inboxes are recommended for each document type and depot.

When using batch scanning:

e AnInbox determines where scanned documents are held.
« Document Rules can be linked to an Inbox to enable automatic filing.

In Gold, navigate to

System Management > Text Images/Printers > Transit Directory Maintenance

1. Enter an Inbox name in the Directory
Name field and add a Description.

Directory Name: parts_depoti

Description: |Parts Invoices for Depot 1

Directory Type: |Inbox - |

2. Ensure that Inbox is selected for the
Directory Type.

Security Level: I_O
3. Enter the Security Level required to
access the Inbox.
4. Select OK. Once created, the Inboxcan | = a—

be selected during scanning and linked to

a document rule for batch filing.



Did you know?

Document rules must be created to specify which Inbox the documents are held
in. When creating the rule in Purchase Ledger > Document Management >
Document Rules Maintenance, ensure Analyse Later and Attachments Only are
to set to Yes and the correct Directory is selected.

Rule: PAPI1 Descripfion: |Supplier Invaices Depot 1

Ermail To:

Ermail From:
Ermail Conf
Notity Emad: [
Confaining: [Pari [ana =] |
Excluding: [ [ana s |

Delete Document? |Nu il Analyse Later? |Yss -| Attachments Only? |I“-J ~|

Directory: |parts_depot] _-I Display Template:

Document Type: J

Comnpanyy: o J

Cancel |

3.2 Analysing and Filing Scanned Documents

The Analyse Scanned Documents screen displays documents held in an Inbox or Transit Directory
and allows them to be reviewed and filed individually or in batches using the document rule linked
to that directory.

In Gold, navigate to

Purchase Ledger > Document Management > Analyse Scanned Documents
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2009081829757009 pdlf M =7 04 B0 85
& ® [ ¢ [ o [ € [ r [ 6 [ " [ =

] . Select the Inbox to process. Crd No_lord DateExp DateMain Dp Emera? Sup e SupplierNicknameTyp | = — : F

1559 13Jan09 13Jan09 1 1200 Jawes Az ASHBURNUSJ

[3]12a 050un0® 05Jun0s 1 1201 Mein FreMAINF  POS
|4 |1as0  11renos 11rencs 1 1201 John DecHAINF  POS
|5 |1454  z6Febos z6Fenos 1 1201 Mein FreMAINF  ¥SJ e
|6 [1471  267unos 26auncs 1 1201 Main FreMAINF  USJ —_—
2 ReVIeW the documents us'ng the 1479 26Jun08 26Jun08 1 1201 Hein FreHAINF  POS £ T
. 1480 26Jun0S 26Jun0s 1 1201 Main FreMAINF  POS = E H

1481 26Jun08 26Jun08 1 1201 Main FreHAINF  POS

1486 07Jul0s 07Jul08 1 1201 Main FreMAINF  POS

preview. Right-click to enable Load

1487  07Jul0s 07Jul08 1 1201 Nain FreMAINF  POS
1487  07Uul08 07Jul08 1 1201 Main FreMAINF  POS e 2
1488 07Jul0s 07Jul08 1 1201 Nain FreEAINF  POS = e

Documents on Hover_ 1489 07Jul08 07Jul08 1 1201 Main FreHRINF  POS | |

1450 070ul08 07Jul08 1
1430 07Jul09 07Jul08 1
1492 30Jul08 30Jul08 1
1501 15Mug08 15Aug08 1

1201 Nain FreMAINF  POS
1201 Main FreHAINF  POS =
1201 Main FreMAINF  U5J e
1201 Main FreMAINF  POS -

e

S0 ) ) )

EhnEhEEEEEE =]

1501 15Aug08 15Aug0S 1 1201 Main FreMAINF  POS ﬂ
H 1502 15AugDs 15Augos 1 1201 Nain FreMAINF  POS
3. Select the document for ﬁllng J 1504 154ug0S 15Aug0s 1 1201 Main FreMAINF  POS g
/1512 o70ctos o70ctos 1 1201 Nain FreMAINF  UsJ = 3
. . . 1520 17Nov0s 17Nov0d 1 1201 Nain FreMAINF WSO
by C[|Ck|ng the Green Tick on the fises  333an05 1500009 1 1201 Jsatn redmr [usofll B
51506 03Feb09 03Fenos 1 1201 Main FreMAINF 953  ——

1588  03Feb09 03Fek0® 1 1201 Main FreMAINF  USJ

7 | 1598 16Mar09 16Mar09 1

M e E T e e T e e e e e 2 2R Z

thumbnail. Selected documents are | e s B
highlighted with a green border. Use the [l e e s e menmrom !
Ready. MM P _

arrow keys to adjust document order if
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Inbox Document: DO0000124101. PDF
Sent: 5/08/2008 14:57:49 Received: 5/08/2008 14:57:49

8. Fill in the relevant details, then select —

Analysed from inbox

OK to store the document. Rul Appled: Te: oo compan [T
nFleld: | Refsrenceil
«  For supplier parts purchase invoices, | —

leave the posting reference blank.

This will be completed later during

Invoice Confirmation. 1 _cucel |

9. Once filed, the list refreshes so you
can continue processing remaining
documents.
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