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INTRODUCTION

Communication between colleagues, business subsidiaries and offices, suppliers and customers is an intrinsic aspect of the  
document management process.  It is critical that communication is accurate, relevant, on time and recorded at all stages.  
Communication has a part to play in every stage of business.

Document Management is used to track and store electronic documents.  It is an essential element of a modern working  
environment, providing the opportunity for employee mobility, modification by multiple users, safe and secure document  
storage and anywhere/anytime access.   

The way Documents, Activities and Communication are integrated within Standard ERP results in the opportunity to create 
an extremely robust CRM function for your business.  This interconnection is interspersed throughout the ERP functionality of  
Standard ERP.  Due to the connection between CRM and ERP, anyone within your business will  be able to quickly and  
accurately  determine  the  status  of  customers,  who  is  responsible  for  next  step  activities  with  those  customers  and  
understand  what  has  been  previously  communicated.   Throughout  the  CRM workflow activity,  you  are  able  to  utilise  
Document Management functionality - saving files on E-mails, Contacts, Companies or Conferences.

Standard ERP has powerful Communication and Document Management tools; the following training material will help you  
to understand how to maximise your usage of these tools.
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ATTACHMENTS

You can connect files, activities, notes, reports or records to any other record in Standard ERP. These connected objects are 
known as “Attachments”.  All record windows contain the following three buttons where to store attachments and they are 
separated under three different sections, depending on the attachment type:

 Workflow Manager (Heartbeat  button):  All activities attached to this record are stored here. An activity can be a 
reminder for yourself  to call  back to the customer later about this record (i.e. order, project),  or a task for your  
colleague to check the progress with the customer. The Workflow Manager gives you a clear view about all activities  
connected to a record and you can easily follow the progress of the next planned activities. More about the Workflow  
Manager later in this manual.

Link Manager (Arrows button): This is where the system stores other records that are attached to your current record. 
For example a sales order that is attached to a quotation, or an email attached to an invoice. This way you can easily  
see the attached records and open them directly without the need to navigate separate parts of the system first.

Document Manager (Paperclip button): All documents attached to a record are located here. A document can be 
any file, such as a PDF, picture or an excel file.  Remember that a folder named "Attach" must be present in the 
Standard ERP server folder if you want to attach external documents.

By opening your mailbox, it is easy to see from the mail browse window if an email contains a file attachment or not. If there  
is an attachment, you will see a paperclip icon in the “Stat..” column. If there is no attachment, there will be no icon in this  
column. See below a screenshot where the top email contains an attachment and the below one does not.

You can attach any document to an activity, email, invoice or order etc as long as it has been saved once. To determine if the 
record has been saved, it will say Inspect or Update in the header on the top of the record. If it says New, you will not be 
able to use the attachment functionality.  We have used an  email as an example (see screenshot below), but the same 
functionality can be found in many parts of Standard ERP, including Quotes, Invoices and Orders.

Using Attachments

The three ways in which to attach a file to a record in Standard ERP are by using Drag & Drop, Attach File (an option found 
when pressing the paperclip button) and by creating a new email through the Operations menu of a record. 

1. Drag & Drop

Once a record is in Inspect or Update mode, a document can be dragged from other areas of Standard ERP (i.e. another 
email), or from the user's computer (i.e. the computer's desktop). You are able to drag the file directly on to the paperclip (it 
will be highlighted when the arrow pointer is above it) or you can open the Document Manager window by clicking on the 
paperclip and then drag the file into this window.

If you drag and drop files from your computer directly on to the paperclip or into the attachment window, then you can  
highlight a number of files and attach them all in one go.
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Standard ERP also offers the very useful ability of dragging a paperclip from one record on to another.  This  will  link the 
whole record to another record, and it can be found under Link Manager.  This is very useful if you want to alert a colleague  
to a quotation, invoice, customer record or even a report.

It is important to note that if you drag and drop a file from one record to another within Standard ERP, that file will move to the 
new record, and will no longer exist in the old record. If you want to copy the file so that it exists in both records, you can do 
this by pressing and holding the Shift key while dragging the file.

As records can be linked to several other records this way, you might want to see which other records it has been attached 
to. Open the Link Manager and select 'Show To Links' from the Operations Menu.

2. Attach File

Within the record,  click on the paperclip,  open the attachment window, then click  on the  Operations  Menu.  With the 
operations wheel, select the Attach File option.  This will give the user an “Open” window with all files that can be attached to  
the record from the computer or linked network drives.  Only one file can be attached at any one time so if you need to  
attach a large number of files, use the process described above in drag & drop.

Either option of attaching files will copy the file into a folder called "Attach" that is in the same folder as your Standard ERP 
application. This means that you will still be able to download and read the attached file, even after the original has been  
deleted from your computer. 

3. Create Mail

When an email does not exist, open the record of which you want to create an email from and click its  Create menu and 
click on 'E-mail' . A new mail is created. Complete the mail in the usual way and save. The new mail will be attached to the 
record automatically, and the recipient of the mail will be able to open the record using the 'Show To Links' Operations menu  
function. On certain records (such as invoice, quotation, order, activity), a PDF is automatically created and added to the 
mail when using the 'Create E-Mail' function.

Remember  that  mails themselves  are  records.  Therefore  mails can  be  attached  to  other  mails or  to  other  records.

Reading Attached Files 

A file that has been attached to a record can be read in one of two ways:

1. By double-clicking on the file in the list of Attachments and saving it to your hard disk

2. By clicking on the file in the list of Attachments and selecting ‘Open record’ from the Operations menu.

Attaching Notes to Records

You can also attach notes (comments) to records. To do this, open the record in question and click the paperclip button. 
Select 'Create Note' from the Operations menu and type your comment.

Reading and Printing Notes

A note can be read and edited by double-clicking on it's heading in the list of Attachments.  Notes can also be printed  
together with the original record (i.e. an Invoice). If more than one note has been attached to a record, only the first note will  
be printed. If you want notes to be printed in this way, you should include the "Note" field in each of your Form designs.
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Changing the Names of Attachments

When a file is attached to a record, its file name will be shown in the list of attachments. When a note is attached to a record, 
it is not immediately given its own name in the list. If you want to rename a file or note, highlight it in the list of Attachments,  
select 'Edit Link Comment' from the Operations menu and type in a new name.

Attaching Records to Other Records

You can attach records to other records by dragging and dropping from the browse window of  one register  into  the 
paperclip button of another. Alternatively, if the record to be attached is already open, you can drag its paperclip button onto 
that of the other record.

As records can be linked to several other records this way, you might wish to see which other records it has been attached  
to. Open the list of attachments from the paperclip button and select 'Show To Links' from the Operations menu.

Viewing Attached Records

A record that has been attached to another record can be read in one of two ways:

1. By clicking on the record in the list of attachments from the Link Manager button and selecting 'Open Record' from the 
Operations menu

2. By double-clicking on the record in the list of Attachments.

The linked record is opened in its own window where it can be read or edited in the usual manner.

Organising Attachments into Archives

When a record has many attachments, you can organise them into Archives. An Archive is a folder that contains other  
Attachments, including other Archives.  To do create an archive folder, open the list  of attachments and select  'Create  
Archive' from the Operations menu. Move the Attachments into the Archive by dragging and dropping.

If you want to rename the Archive, first open it and then select 'Rename Archive' from the Operations menu. The Archives  
may be added to the Link Manager in the next versions.

Removing Attachments

To remove an attachment of any kind from a record, highlight it in the list of  attachments and select 'Clear' from the Edit 
menu.

To remove an Archive, you must remove its contents first. Once the Archive folder is empty, you can remove it like any other  
attachment. 
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PERSONAL DESKTOP

As well as being able to connect files, notes or records to any record in Standard ERP as described above, you can also 
attach them to your Navigation Centre. They will be listed in the area on the right of the Navigation Centre panel known as 
the "Personal Desktop” (“Shortcuts” in the screenshot below).

You can configure your Personal Desktop so that it gives you immediate access to the areas of Standard ERP that are most 
important to you.

You can open a record or register, or run a report or maintenance function from your Navigation Centre panel at any time, 
without first having to find them in their original location in the system.

To create a shortcut to a register from your  Navigation Centre panel you can simply drag and drop it onto the Personal 
Desktop. To add a setting, report, document or  maintenance function to your  Navigation Centre panel, simply open the 
appropriate list window and drag the item from the list to the Personal Desktop.

You can also build Archives (folders of links, reports or files) and attach external files or calculated Standard ERP reports to 
your Personal Desktop. Print a report to screen and use the  paperclip button on the report to drag it to your Personal 
Desktop.

The Personal Desktop can contain records from different Companies. If you choose to open a record that is not in the 
current Company, you will be asked to log in to the relevant Company before the record is opened. The Personal Desktop is  
therefore similar to a list of Bookmarks in a  web browser. In addition you can  place notes in your Personal Desktop  by 
pressing the operations menu wheel in the top left corner and choosing the 'Create Note' function in the list.

To rename an Attachment on the Personal Desktop open operations menu and press “Edit Link Comment”. If you want to 
remove the attachment, highlight it and press backspace button on your keyboard.

Keep in mind that if you want to use the Personal Desktop, you must have a Mailbox set up for you first.

The example above, shows a Personal Desktop with:
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Archive: Marketing Materials.  This is a folder that can have external files attached within.  Add Archives by using the 
operations menu in the top left corner, then “Create Archive”

File: New prices.pdf.  This is one separate external file. Add files by using the operations menu in the top left corner, then 
Attach File or Drag & Drop.

Register-Contacts: This is  a quick link to your most used  register bypassing the need to change modules.  Add 
Registers with Drag & Drop.

Conference: Company News.  Include Conferences on your Personal Desktop to keep up to date with the latest news  
and marketing etc.  Add Conferences with Drag & Drop.

Web Link: HansaWorld.com.  If there are any websites that you regularly visit throughout the day, include them on your  
Personal Desktop. Add Web Links by using the operations menu in the top left corner,  then “Create Web Link” or 
Drag & Drop.
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WORKFLOW MANAGER

Standard ERP comes with a Workflow Manager, a fast and effective way to manage next step activities and tasks.  The 
Workflow Manager is accessible from the majority of Registers, Records and Activities within Standard ERP - anywhere that 
you would need to link activities and tasks.  You can access the Workflow Manager wherever you see the “heartbeat” button.

The use of Workflow Manager

In order to create next step activities for a record, simply open the record you want (i.e. a quotation) and click the heartbeat 
button. If there are no activities for this record yet, the list that will appear is empty. Now click on the “+” button to create a 
new activity. The created activity automatically gives you a starting time (current time), start date and end date (current date)  
and the contact used on the record. 

Feel free to edit any information on the activity, based on what kind of activity you are creating. It is possible to make these  
activities to show up in the calendar or task manager, depending on your preference.

Once you have created your next step activities, you can easily follow the process regarding this quotation by marking them 
done, and making new ones if necessary. Below is an example of a quotation, and what next step activities have been  
planned for it. On the Workflow Manager you can see the following information on your activities:

1. The person the next step activity is for

2. Header of the activity

3. Time and date

4. On the left side a colour coded icon depending of the status of the activity (checkbox for done , red for overdue, green for 
today and blank for future activities).

With the Workflow Manager you can see in an organised way all the next step activities for any record, and use it as a tool to  
plan and manage your work.
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ELECTRONIC CONFERENCES

Electronic conferences are an easy way to store company documents and share information between different departments 
and employees of the company.  You can create conferences and sub conferences and set up access rights for each of 
them separately. Electronic Conferences use the exact same technology as the emailing in Standard ERP. However, whereas 
your mailbox is for personal use, the electronic conferences are a “mailbox” shared by your colleagues for the distribution  
and storing of information and documents.

The use of Electronic Conferences:

As mentioned, the postings in electronic conferences  are emails. However  unlike in a conventional emailing system, the 
emails in Standard ERP are collaborative emails. This means that rather than replying to an email by creating a new email, 
you can simply edit the existing one, making the mail a discussion  platform.  You can of course attach any documents, 
records or activities to any email to make them available to your colleagues.

Practical examples:

As a company, you can create a company wide conference called “Company News” where all your colleagues have access. 
Here you can share any important information regarding your company, making it quickly visible for all to see. You could for  
example you may want to make a posting about the company summer party. As the email is collaborative, your colleagues  
can mark their attendance in the same email. 
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You can also create restricted access conferences. For example, you may create a conference called “Marketing”, under 
which you have a conference called “Marketing Brochures”. Under “Marketing Brochures” you can attach all your brochures  
as attachments, where they will be quickly and easily accessible. You may only want marketing staff to have access to this  
conference and you can limit the access to this conference as required.

Searching in Electronic Conferences:

Electronic Conferences also support powerful search tools. If you know well what you are looking for, you can easily browse  
to the relevant conference that contains the mail you need and run the search. If you are uncertain where the material you  
need  is located  exactly, you can also run a general search that will scan all the sub conferences for you. Standard ERP 
offers a wide range of  filters to refine your search,  including the period the mail  was updated or created,  text  search,  
attachment search and many more options to make your search as accurate as possible.
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History Function:

Since all mails are collaborative, it is useful to see the history of who has read or edited them and when. For your important  
mails, you can follow if and when your colleagues have read the mail you have sent, in real time. 

Standard ERP – Document Management 11/14



Electronic Conferences is a powerful tool for information and document management.

As we have seen in the examples above, Electronic Conferences in Standard ERP offer a powerful tool to share information  
and documents. It is organised it in a structured way and it is possible to conduct searches easily. For a detailed manual on 
how to use and setup Electronic Conferences, please refer to our online manuals.
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SUMMARY

In this manual we covered the basics of information and document management in Standard ERP. Having the possibility to  
attach any kind of file, record or activity throughout your ERP system, your whole organisation has the means to run  an 
effective system where all related information is at  your fingertips at any given moment. With the help of the Workflow  
Manager, you have the possibility to plan and track all related next step activities for any record. For the information and  
document management system, we have Electronic Conferences that provides a structured way to share information within  
your company, while also providing security with restricted access possibility. Standard ERP therefore offers you efficient and 
powerful tools for information and document management. 
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APPENDIX 

Terminology between different versions of English language

The language used in this material is British English. There can be slight differences between other versions of the English  
language, which can lead to confusions. This table should help to clear these up. Sorted alphabetically 

British USA Canada Australia + New 

Zealand

Singapore

Cheque Check Cheque Cheque Cheque

Colour/coloured Color/colored Colour/coloured Colour/coloured Colour/coloured

Credit Note(CN) Credit Memo (CN) Credit Memo (CM) Credit Note (CN) Credit Note

Dialogue Dialog

Instalment Installment

Jewellery Jewelry Jewellery Jewellery Jewellery

Licence (noun) License Licence Licence Licence

Mileage Claim Miles Way Lists Mileage Claim Mileage Claim

Miles Miles KM KM KM

Mobile Cell Mobile Mobile Mobile

Nominal Ledger (NL) General Ledger (GL) General Ledger (GL) General Ledger (GL) General Ledger (GL)

Post Code ZIP Code Post Code Post Code  Post Code

Profit and Loss  

Statement

Income Statement Income Statement Statement of Profit or 

Loss

Statement of Profit or 

Loss

Purchase Ledger Payable (PL = AP) Payable (PL = AP) Purchase Ledger Purchase Ledger

Sales Ledger Receivable (SL=AR) Receivable (SL=AR) Sales Ledger Sales Ledger

Salesman Salesperson Salesperson Salesman Salesperson

Stock Inventory Inventory Stock Inventory

Stocktake Inventory Count Inventory Count Stocktake Inventory Count

Stock Depreciation Inventory Adjustment Inventory Adjustment Stock Depreciation Inventory Adjustment

Supplier Vendor Vendor Supplier Vendor

Turnover Revenue Revenue Revenue Revenue

VAT Sales Tax or Tax Tax (or GST/PST) GST GST/SST/HST
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