DSD

DSD Business Systems

Sage 100 Enhancements

GLDM
General Ledger InstaDocs

Version 5.40

Certified Solution

sxp

Development Partner




G/L InstaDocs

Information in this document is subject to change without notice.

Copyright 1993-2021, DSD Business Systems All rights reserved.

G/L InstaDocs User's Manual
Version 5.40

6 April, 2021

DSD Business Systems

8787 Complex Drive

Suite 400

San Diego, CA 92123

858/550-5900 8:00am to 5:00pm PST
858/550-4900 Fax

Trademarks

ProvideX® is a Trademark of Sage Software.

Windows is a trademark of Microsoft Corporation.
Sage 100 ® is a registered trademark of Sage Software.

PXPlus @ is a registered trademark of PVX Plus technologies

All other product names and brand names are service marks, and/or trademarks or registered

trademarks of their respective companies.

This documentation and the software described herein, is prepared and published under license. Sage
Software has not tested or verified either the software or any representation in this documentation

regarding the software. Sage Software does not make any warranty with respect to either this

documentation or the software described herein, and specifically disclaims any warranty, express or

implied, with respect hereto, including the warranties of fitness for a particular purpose and

merchantability.

Copyright © 1993-2021 DSD BUSINESS SYSTEMS

User's Manual




G/L InstaDocs

User's Manual

Copyright © 1993-2021 DSD BUSINESS SYSTEMS




4 G/L InstaDocs
Table of Contents

SECTION A: INTRODUCTION 5
VVEB RESOURCES . ttttueuessenenensenenesssensssssensssssensnss e sasssensasaseneaearen e e s s e ea e s se e e s renenenrenenenreens 5

R0 U1 - 5

G/ L INSTAD OCS FEATURES ..ttt ttneeeeeteseen et et e et e e e e et et e e e e e e e e e e e e e e e et e e e e e e e e en e e e e e e en e e reneens 6
SECTION B: GETTING STARTED 7
REQUIRED LEVELS .ttt tteet e ee e eeeeeeeeee e e ea e e ee e e e e e e e et e e e e e e e e e e e e e e e e a e a e a e n e n e a e a e e n e e n e n e e e n e n e e e e e e nenens 7
LRy Y T ] 7
DSD ENHANCEMENT CONTROL PANEL 1.t tutiutittttteses ettt ettt et eaetaeeaeaaeas e s s e taesnernesaeraeanenneansnnenes 9
SECTION C: SETUP 11
(000 1Y 1=y 1 T T 172 11
INSTADOCS WORKSTATION SETUP . eutttentnesteenesseensssesensnsesensnse e sssesensnsesensnse e snssrensnssrensnsnren 11
INSTADOCS SETUP OPTIONS ututtenenessenenensesensssessnsnsesensssesensnsesensssesensaresensnrerensnesrensnrerenensnren 11
INSTAD OCS SECURITY enentttenenssseneneaseensa e enssseensaseseneasesensasesenessa s e easetensnsesenenesrenenserenensnren 14
MICROSOFT’S ONE DRIVE™ INTEGRATION .. tteuenessenensssesensnsesensnsesensnsesensnsesensnsesensnsssensnsssenenseren 14
SECTION D: SYSTEM OPERATIONS 15
ACCOUNT MAINTENANCE / INQUIRY ...ttt eteteeeteeeteeeeeeae et e eaeseaee st s saasseneesaseanseensesnesanssaneens 15
INSTADOCS DiSPIay Pan@l ...ttt e ettt e e e et e et e b e e e e e e e e et e e e e e nrnaaaas 16
I d g Y T LYol 41 o N 16
SEArching fOr @ DOCUMENT .....iiiiiiiiiiee ettt e ettt e e e e ettt et s e e e e et e eetab s e e e e eeeenbna e eeeaaeenes 17
ALLOCATION SELECTION «ueuteeneneesenenesseensaseenesse s enease s e esse s e e ase s e ense s e e neeseneneeseneneesenenrenenenss 18
GENERAL JOURNAL ENTRY .t tnttttentt et tes ettt et e e ea s e e ea s e e e s e e e e e e e e a s e e en s e e en e e e e n e e e enrenens 19
TRANSACTION JOURNAL ENTRY 1t ettutttenenee st eneeeesenessesenenseseaensetenenreseneneesen s eare e rereensnreenenen 20
RECURRING JOURNAL ENTRY ettt ttttntttetenesee st ense e eseaseeneeseneneeteenea s e e eeseeneeseeneareenenrenenenen 21
SECTION E: UNINSTALL DSD ENHANCEMENTS 22

Copyright © 1993-2021 DSD BUSINESS SYSTEMS

User's Manual




G/L InstaDocs )

Section A: Introduction

This manual contains a description and instructions for this DSD product. Operating instructions are
included for the features added by this product to Sage 100. For instructions on using Sage 100, refer
to the appropriate Sage 100 manual, or call your Sage 100 reseller. DSD Business Systems offers
excellent Sage 100 support, at an hourly rate.

Web Resources

DSD web site: http://www.dsdinc.com

The Enhancement page contains:

Current Release Schedule
Purchasing Information
Installation Instructions
Product Support
Enhancement Links

GLDM G/L InstaDocs:

http://www.dsdinc.com/enhancement/gldm-gl-instadocs/

The product web page contains:

Product Description

Web Links

Current Product Version Table
Product Installation File Download
Product Manual in .pdf Format
Revision History

FAQ

DSD provides product support through Sage 100 resellers. Support is provided for the current version.
Older versions are supported at an hourly rate. DSD’s telephone number is 858-550-5900. Fax: 858-
550-4900.

For a hard error, where the program displays an error dialog, report:

Error number.

Program name.

Line number.

Program version.

Exact sequence that caused the error, including menus and menu selections.

User's Manual Copyright © 1993-2021 DSD BUSINESS SYSTEMS
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Other pertinent information.
If leaving a message or faxing, please include:

Your name.
Your phone number (and fax if applicable) and extension.

It is possible to be unable to duplicate a problem, because of data corruption or because we have not
exactly duplicated a particular operating environment. In such circumstances, we can only continue to
try to fix the problem if we can either access the system with Symantec PCAnywhere or by some other
means access or duplicate the system.

G/L InstaDocs Features

General Ledger InstaDocs allows electronic documents to be stored, viewed and accessed within Sage
100 ERP. ltis the first and only document management solution to be embedded within Sage 100 ERP.
This unique electronic document storage solution provides easy access of documents relating to
specific records.

The Documents Panel is embedded into various Sage 100 ERP Maintenance, Inquiry, and Data Entry
programs. As each record is accessed, the documents that correspond to that record are displayed.
The user has the ability to drag and drop documents, select documents to edit, and tag documents
with unlimited keywords. Users can then search all stored documents based on those specific
keywords. Master Search allows users to search all documents based on File Name, Keywords, and
Document Source.

With InstaDocs Role Security enabled, you can define which users/roles can View, Open, Email, Delete,
and Drag and Drop documents within the InstaDocs Documents Panel.

With InstaDocs, all documents are at your fingertips!

Copyright © 1993-2021 DSD BUSINESS SYSTEMS User's Manual
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Section B: Getting Started

e If you reinstall or upgrade one of the Sage 100 modules listed in
the following table, you must also reinstall this Enhancement.
e Enhancements from different Sage Developers are generally not
designed to work together. If installed together, problems are likely to occur.

e Check with DSD before installing more than one Enhancement.

Required Levels
Sage 100 Module Required
_ Module | Required | Level |
| G/L | Y | 5.40 |
Installation

1. Back-up: Exit all Sage 100 sessions. Back-up existing Sage 100 data.

2. Check Levels: Sage 100 module levels must match those listed above.

3. Run Enhancement Setup Program: Save the executable installation program (sent to you or
downloaded from our website) in a convenient location on the Sage 100 server. Launch the
program from Windows Explorer or by selecting Start/Run, and then browse for the file in the
location you saved it. Follow on-screen instructions.

4. Send your Sage Serial Number to your DSD Representative: Send your Sage Serial Number to your
DSD representative in order for us to send you back the encrypted keys to unlock your system.
This serial number can be found in Library Master\Setup\System Configuration, Tab 3.
Registration as Serial Number.

5. Re-Start Sage 100: Sage 100 will be updated.

6. Unlock the Enhancement: DSD Enhancements must be unlocked to run. When any part of the
Enhancement is run for the first time, the DSD Enhancement License Agreement and Activation
window will appear. Follow the steps shown on that window. You can click the Help button for
more detailed instructions.

Note: On the next page is a screenshot of the DSD Enhancement License Agreement and Activation
window.

After accepting the License Agreement, you can then select the type of unlocking that you’d
prefer. The choices are File, Web, Demo and Manual Entry.

File Unlock: After receiving your encrypted serial number key file from DSD, and placing that file
in the MAS90/SOA directory, selecting this option will unlock all products keys contained in the
file. This means you can unlock all enhancements at once using this option.

User's Manual Copyright © 1993-2021 DSD BUSINESS SYSTEMS
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Web Unlock: If the system that is running the DSD Enhancement has web access and you have
sent DSD your Sage Serial number, you can unlock the Enhancement without assistance using Web
Unlock. When this option is selected, the program will attempt to download encrypted serial
number key file from DSD and then proceed to unlock all enhancements contained in the file.

e The Sage 100 system that is being used must have web access for this option to be

effective.

e You can send your Sage Serial Number to your DSD Enhancements sales representative.
Demo Unlock: |f a Demo mode |S E DSD Enhancement Licenze;i\grevement and Activation - X
available for the Enhancement -

icense Agreement -~

, . .
you re runnlngl you Wl” be able to *0U MUST READ THIS AGREEMENT COMPLETELY AND AGREE BEFORE PROCEEDING. SCROLL THROUGH THIS
Demo unIOCk the pr‘oduct Wlthout AGREEMENT USING THE SLIDER CONTROL.

. IMPORTANT: THIS SOFTWARE IS LICENSED BY DSD BUSINESS SYSTEMS, INC. TO CUSTOMERS FOR THEIR USE ONLY
assistance from DSD for‘ demo IN ACCORDANCE WITH THE TERMS SET FORTH IS THIS CUSTOMER LICENSE AGREEMENT. OPENING OR USING THIS

PACKAGE CONSTITUTES ACCEPTANCE OF THESE TERMS. IF THE TERMS OF THIS LICENSE ARE NOT ACCEPTABLE,
pu r‘poses THE CUSTOMER MAY OBTAIN A FULL REFUND OF ANY MONEY PAID IF THIS UNUSED, UNOPEMED PACKAGE IS
: RETURMED WITHIN TEN (10} DAY'S TO THE DEALER FROKM WHICH IT WAS ACQUIRED.
e Creating a Demo Unlock is a v
good Way to temporarily 1 Agree to License Agreement 3 Call DSD at 858-550-5900
unlock DSD Enhancements (O] A i O Disagree Have this infomation ready: End User Name |DSD Business Systems
. Serial Numb 0555188
off-hours, if you do not have 9 selectUnlocking Type i
web or email access. Later, L 4 enter the foliowing from DsD
® Wanual Ent

you can unlock the product @ e | |

fully, during business hours. o
Manual Entry Unlock: If you want to A

unlock a single enhancement using a
single encrypted key, you can select this option and enter the 64 character key you receive from
DSD by copy and paste.
Note: You can also unlock a DSD Enhancement through the DSD Enhancement Control Panel
found on the Library Master Utilities Menu. Then, select the Enhancement with your mouse from
the list of Enhancements and click the Unlock Product button on the right side of the window.

7. Convert Data: After unlocking, the DSD B DSD Conversion Wizard: Step One, Introduction 7 >
Conversion Wizard will appear. Follow
on-screen instructions to complete data
conversion. You can exit the conversion
program without converting data. The

BUSINE

Enhancement will not proceed, however, \\/ S5 SYSTEMS
until data is converted. If you enter an 0
enhanced program and data has not Thiz company's data needs to be converted. \f" -]
been converted, the conversion program . _ . 4
| : Thiz program will perform the conversion. %
will run again. \
[ — ] l .......... T
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DSD Enhancement Control Panel

Starting with version 3.61, all DSD Enhancement products include DSD’s Enhancement Control Panel.
The DSD Enhancement Control Panel is accessed from the Library Master Utilities menu.

The DSD Enhancement Control Panel |& pspEnhancement Control Panel - X
is a simple to use yet powerful Enhancement Product Ver  Code Exi  Status Build Date MP Expire Date
system to help maintain DSD I 2 —
Enhancements installed on a Sage

100 system. To use it, select an

Enhancement product from the list

on the window and then click the

button, on the right side of the

window, which corresponds with the

desired task.

View Manual: This button will display

the product manual for the selected Sekcted: [V MEn |

Enhancement using Adobe Acrobat.

For this to be possible, the PDF file [ oo | sdsdnecon

for the corresponding manual must e Pt —

be in the “MAS90/PDF” folder in the
Sage 100 system. If the file is not
present, and the system has web access, the correct PDF file will be automatically downloaded from
the DSD website, put into the “MAS90/PDF” folder and then displayed.

Select an Enhancement from the list. DSD ABX 1213012016

Check the Web for Updates: This button will check the DSD website to see what the current build is
the selected Enhancement and alert the user if a later version is available. This requires an internet
connection on the Sage 100 system.

Unlock Product: This will cause the DSD Enhancement License Agreement and Activation window to
appear. Using this window is described on the previous page. This button is disabled if the selected
Enhancement is already unlocked or if unlocking is not required.

Unlock All Products: This will cause the DSD Enhancement All License Agreement and Activation
window to appear. This window is similar to the one described on the previous page, but has only web
and file as options to unlock. This button is never disabled.

Convert Data: After verification, the selected Enhancement’s data conversion program will run. Data
conversion is non-destructive, and may be triggered any number of times. Sometimes this is required
to fix data records imported or updated from a non-enhancement installation.

User's Manual Copyright © 1993-2021 DSD BUSINESS SYSTEMS




10 G/L InstaDocs

Multi-Convert Data: Multiple Companies can be converted at the same time for a given Enhancement.
(If you have a large number of Companies to convert, please do in batches of 20 or fewer due to
memory limitations.)

53 Company Code Selection - O X
Company Mame Activated | Converted | Conwvert @'
1 ABC Digtribution and Service Corp. g g O
2 Amefican Business E xpressions M M ™
3 Y2 MW anufacturing Company M M ™
=0

Help: The Help button, located at the bottom right of the window, opens an HTML help file.

Get Adobe Acrobat: Opens the Adobe Acrobat website to the page where Acrobat can be downloaded
and installed.

Uninstall Enhancement If this option is available, then selecting this button will start the un-install
process, removing the enhancement from the system. (for more information see Uninstall DSD
Enhancements)

Copyright © 1993-2021 DSD BUSINESS SYSTEMS User's Manual
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Section C: Setup

Compatibility

InstaDocs is not compatible with Windows O/S versions 2003 (server) or XP. Windows Vista or higher
is required.

InstaDocs Workstation Setup

The InstaDocs workstation setup wizard must be run on all Sage 100 workstations prior to enabling
the product.

The setup program is located in the MAS90\wkSetup folder on the application server:
InstadocsWorkstationSetup.msi.

Running this program ensures that the required DLL components are properly registered on each Sage
100 user’s machine

InstaDocs Setup Options

InstaDocs Setup Options has been added as a menu item on the General Ledger Setup menu.

On the Main Tab, the following fields are available:

E G/L InstaDocs Setup Options (ABC) 6/10/2019 m - x

1. Main 2.Tags

Enable Security
Default Path CAINSTADOCS! |&
Naming Comvention For Source Journal Directory -

Default View Details

Enable Allocation Selection Drill Down Tab
Enable General Journal Entry Document Tab

Enable Recurring Joumal Entry Document t Tab

RRRE |«

Enable Transaction Journal Entry Document it Tab

EZEEZN - ©

Enable Security: Selecting this checkbox turns on the Module Security Options in Role Maintenance.
Please refer to the InstaDocs Security section in this User Manual.

Default Path: Enter the starting path to the general ledger documents. As documents are Drag and
Dropped or pasted into the InstaDocs panel, the document directory will be automatically created

User's Manual Copyright © 1993-2021 DSD BUSINESS SYSTEMS
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using this Default Path, plus the Naming Convention for Source Journal Directory (described below).
The Default Path can be a local drive, network drive or Microsoft’s One Drive™.

Naming Convention for Source Journal Directory: There are three options to choose from:

e Source Journal (example: “CD”, “JE”, etc.)

n u

e Description (example: “Cash Dispursements”, “General Journal”, etc.)

o n

e Source Journal + + Description (example: “CD_Cash Dispursements”)

As documents are Drag and Dropped or pasted into the InstaDocs panel, document directory will be
automatically created using the Default Path, plus the Naming Convention for Source Journal
Directory.

Default View: Select the default “View” for the InstaDocs Document Directory display in the various
Maintenance, Data Entry, and Inquiry programs. The following options are available:

e Details — similar to Microsoft Explorer Details View
e Smalllcon

e Medium Icon

e largelcon

e Extra Large — great for .jpg or .bmp

o Tile

These “views” are similar to the directory view that can be seen in Microsoft Explorer. The option of
changing from the default display is available in the Maintenance, Data Entry, and Inquiry programs. It
is recommended that you try the different views, and then set your preferred view in InstaDocs Setup
Options.

Enable Allocation Selection Drill Down Tab: Select this checkbox to enable the InstaDocs Panel in G/L
Allocation Selection.

Enable General Journal Entry Document Tab: Select this checkbox to enable the InstaDocs Panel in
G/L General Journal Entry.

Enable Recurring Journal Entry Document Tab: Select this checkbox to enable the InstaDocs Panel in
G/L Recurring Journal Entry.

Enable Transaction Journal Entry Document Tab: Select this checkbox to enable the InstaDocs Panel
in G/L Transaction Journal Entry.

Copyright © 1993-2021 DSD BUSINESS SYSTEMS User's Manual
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On the Tags Tab, the ability to create “Template Tags” is available, which can be used when tagging

documents. Template Tags are Terms or phrases that are commonly used for documents and can
relate to different stages in workflow.

=] 6/L InstaDocs Setup Options (ABC) 6/16/2019

1. Main 2.Tags

Enable Tagging of Documents

Template Tag
NEEDS MANAGEMENT REVIEW
REVIEWED BY MANAGEMENT

&g

EZEEZN - o

Enable Tagging of Documents: Select this checkbox to allow for tagging of documents. Tagging can be
done by selecting one or more documents in the InstaDocs Tab in various Maintenance, Data Entry,
and Inquiry programs, and then selecting the & button on the right of the InstaDocs Tab.

If the Enable Security? checkbox is checked on the Main Tab, then the Enable/Disable Tagging of
Documents can be set in Role Maintenance.

User's Manual Copyright © 1993-2021 DSD BUSINESS SYSTEMS
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InstaDocs Security

InstaDocs Security can be maintained in Library Master / Main / Role Maintenance. Select the 3.
Module Options panel to access the security options.

E Role Maintenance (ABC) 6/16/2019 = — m} s

Role administrator | W 4 » M Copy Role
Description | Administrator

1. Tasks 2. Security Events 3. Module Options 4, SData Security 5. ODBC Security
[=W= General Ledger ~

¥ Allow Access to Read-Only Reports

4 Allow Automatic Creation of Accounts
¥ Allow Batches to be Merged

+ Allow Batches to be Renumbered

¥ Allow Batches to be Verified

# Allow InstaDocs Deletion of Document
¥ Allow InstaDocs Display of Documents
& Allow InstaDocs Drag and Drop

& Allow InstaDocs Email of Document

2 Allow InstaDocs Open of Document

& Allow Next Batch Mumber to be Modified
& Allow On-the-Fly Main Accounts in G/L
& Allow On-the-Fly Sub Accounts in G/IL
& Allow Visual Integrator Exports v

o - o

Allow InstaDocs Deletion of a Document: Allow/Disallow the deletion of a document from the
InstaDocs Document Tab.

Allow InstaDocs Display of a Document: Enable/Disable the display of the InstaDocs Document Tab in
the Maintenance, Data Entry, and Inquiry programs.

Allow InstaDocs Drag and Drop Allow/Disallow the drag and drop of a document into the InstaDocs
Document Tab.

Allow InstaDocs Email of a Document: Allow/Disallow the email of a document from the InstaDocs
Document Tab.

Allow InstaDocs Open of a Document: Allow/Disallow the open of a document from the InstaDocs
Document Tab.

Microsoft’s One Drive™ integration

Microsoft’s One Drive™ can be obtained on the One Drive website: https://onedrive.live.com.

After signup and purchase, be sure to download the install to enable One Drive™ on your network or
workstation. After installation, you will have the ability to set the One Drive™ as your Default Path in
InstaDocs Options.

The One Drive™ mobile device application is also available for download, which enables you to
preview documents remotely.

Copyright © 1993-2021 DSD BUSINESS SYSTEMS User's Manual
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Section D: System Operations

Account Maintenance / Inquiry

InstaDocs can be viewed for a particular transaction on an account by selecting the Transactions tab,
selecting a transaction and clicking the wand icon to the right of the list.

E Account Maintenance (ABC) 6/16/2019 mc - O X
Account No. 101-01-00 | O, 4 4 » M = Budget
Description Cash in bank - Reg. checking

1. Main 2. History 3. Variance 4. Transactions Fiscal Year 2020 ~
Per” Date Journal Posting Remark Debit Credit ~| [
1/31/2020 CD-000010 PAYABL/Monthly Payables Payments 1727 T &
01 1/31/2020 CR-000001  A/RCOL/Monthly A/R Collections 398.343.91 &
01 1/31/2020 JE-000012 SAVING/Monthly Savings Transfer 100,000.00
01 1/31/2020 PR-000011 PAYROL/Monthly Payroll 115,169.15
02 2/28/2020 CD-000023  PAYABL/Monthly Payables Payments 166,183.85 =4
02 2/28/2020 CR-000015 A/RCOL/Monthly A/R Collections 513,138.53
02 2/28/2020 JE-000026 SAVING/Monthly Savings Transfer 225,000.00
02 2/28/2020 PR-000025  PAYROL/Monrhly Payroll 117.472.53
03 3/31/2020 CD-000031 EQUIP/Equipment Purchase 1,000.00
03 3/31/2020 CD-000037  PAYABL/Monthly Payables Payments 181,284.32
03 3/31/2020 CR-000028 A/RCOL/Monthly A/R Collections 237,242.58 /
03 3/31/2020 JE-000029 ACCTAX/Accrued Expense Payment 0.879.24 "
Be B
14.7]
Document Directory | C:\USERSWASHLEY UL JENTSANSTADOCS\WTILITY TEST2UC_JC JOB POSTING REGISTER. & [fE
@
View = This directory is invalid.

MName Size Type Modified

n = e

Document Directory: This directory is defaulted based on the Default Path and Naming Convention
for Source Journal Directory setup in InstaDocs Setup Options. A Directory Lookup button is available
to browse to other directories.

Although the directory is defaulted, the actual directory is not created until the create directory
button is pressed or a document is drag and dropped, pasted, or already exists in that directory. If the
directory does not exist, the “The directory is invalid” message is displayed below the Document
Directory. The create directory button is also available in Data Entry.
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View Type: Select the View Type for the directory display. The default View Type can be set in
InstaDocs Setup Options and can be changed on any InstaDocs Display Panel. The options available
are: View, Icon, Detail, and Tile.

Refresh Button: Select this button to Refresh the Display of documents in the InstaDocs Display
Panel.

InstaDocs Display Panel
The documents for a source journal’s directory are displayed in the new InstaDocs Display Panel, and
the user has various actions available for the documents:

e Dragand Drop: Drag a file, or multiple files, from anywhere on your computer, and drop it
into the Display Panel.

e Copy and Paste: Copy a file, or multiple files, from anywhere on your computer, and right-
click-Paste into the Display Panel. Also available is the ability to Right-click-Copy a file in
the Display Panel, and then paste the file elsewhere.

e Open: Double-click a file and it will open the document.

e Delete: Right-click-Delete to delete the document from the directory.

Tagging a Document

On the right of the InstaDocs Display Panel is the @ Tag button. A file, or multiple files, can be
selected, and then the Tag Button can be pressed to display the InstaDocs Tag Entry panel:

Tag

1 HNEEDS MANAGEMENT REVIEW

e Single file tagging: When a single file is selected to tag, the InstaDocs Tag Entry panel will
display all existing tags and will allow addition of new ones.

Copyright © 1993-2021 DSD BUSINESS SYSTEMS User's Manual
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e Multiple file tagging: When multiple files are selected to tag, the InstaDocs Tag Entry
panel will NOT display existing tags and will allow addition of new ones to be applied to all
files selected.

Unlimited tags can be added, and existing tags can be deleted. Template Tags that are setup in
InstaDocs Options can be accessed by selecting the Lookup Button, or any word or phrase may be
entered as the tag. Tagging of a file allows for searching of files by tags that have been added to
documents.

Searching for a Document

On the right of the InstaDocs Display Panel is the # Search button. Selecting this button will display
the InstaDocs Search Panel.

Selection Grid: Select the Search Values for Tag and File Name.

Source: Narrow a search by selecting the Source of where the document was added into the
InstaDocs Display Panel. This includes Customer Maintenance, Invoice Entry, and Check Entry.

Search All Directories: Select this Checkbox to search in all InstaDocs directories for the tagged
documents. UnCheck this Checkbox to only search in the specific Customer’s directory.

Search Button: After completing the search criteria, select the Search button to do the search.

Select Field Operand Value
Tag Equal to v NEEDS MAMAGEMENT RE
File Name All M

Search All Directories

Daocument Directory CADEV_TESTADM.500MMSTADOCSWENDDRSAIAIRWAY _Airway Property’,

File Mame Directory

BM19450.D0C C:ADEV_TEST\DM.500MNSTADOCS\WENDORS\MIAIRWAY _AIRWAY PROPERTY
BM26450.D00C CADEY_TESTADM.S00MNSTADOCS\WENDORSAWITAIRWAY _AIRWAY PROPERTY
GLCNS10.FDF CADEV_TESTADM.500MMNSTADOCS\WENDORSAIMAIRWAY _alRwWaAY PROPERTYA

User's Manual Copyright © 1993-2021 DSD BUSINESS SYSTEMS
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Search Display Panel: This panel will display the documents found in the search. The directory path is
also displayed. Double-click on the row in the Search Display Panel to open the document.

Tag Button: Highlight a row, and then select the & Tag button to review the tags for a specific

document. The deletion of tags and addition of new ones is available.

Open Button: Highlight a row, and then select this button to open the document. Open a document

my double-clicking he document in the Search Display Panel.

Directory Button: Highlight a row, and then select this button to open the directory of the file in a

new panel.

Allocation Selection

InstaDocs can be accessed in Allocation Selection by selecting the Allocation Zoom button the right of
the grid, then selecting the Instadocs button in the Allocation Drill Down window that appears.

S| )
Allocation Description Cycle Source Account Mo. Source Amount 5 /
950001  |UTILITIES EXPENSE Period 5450003 3,147.60 &
2 | 95-0002 RENT Period 555-00-03 13,936.57 @
3 |95-0003 TELEPHONE EXPENSE Period 540-00-03 939.44 _
=
4 | 95-0004 INSURANCE EXPENSE Period 530-00-03 713.97 =
S| m
Allocation No_ 95-0001 | UTILITIES EXPENSE
Allocation Method Daorcont Allncation Cuela Darind
] InstaDocs = - x
Amount to Allocate
Source Amount Dacurnent Dirsctory CINSTADOCSAJL &
Posting Amount
< View -
A Name Size Type Modified
1 | 545-10-03 MIZ|DSD Enhancements for Sage 100.docx 155KB  Microsoft Word Document  5/31/2019 10:56 AM
2 | 546-2003 &
Allocation Period 05
3 |545-30-03 3]
Posting Date BI311]
| 4 | 545-60-03 -
~

Clear

<

N

InstaDocs._. ™

Document Directory: This directory is based on the setting in G/L Instadocs Setup. All documents that
are Drag and Dropped or Pasted into this panel are saved into this directory.

The behavior of the panel is similar to those in other areas, with these additions:
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* Only those documents Drag

and Dropped or Pasted into
this panel are displayed on this i =

1 01120963 =
panel. ~

e Files that are Drag and
Dropped or Pasted into this
panel are Auto-Tagged with
the Allocation Journal Number.

General Journal Entry

The InstaDocs Tab has been added to the A/P Manual Check and Payment Entry Panel.

E General Journal Entry (ABC) 6/16/2019 = — O X
Source Journal AP Q% W o4 b MY Copy From Copy Standard
Entry Number

v 000009 Standard Listing Save Standard
1. Header 2. Lines 3. InstaDocs
DecumentDirectery  [CAINSTADOCS\AP] | &
View | =
Mame Size  Type Modified
11050 Enhancements for Sage 100.docx 155KE  Microsoft Word Document  5/31/2019 10:56 AM
&
L]
A
~

= ENETEE - o

Document Directory: This directory is based on the setting in G/L Instadocs Setup. All documents that
are Drag and Dropped or Pasted into this panel are saved into this directory.

e Files that are Drag and Dropped or Pasted into this panel are Auto-Tagged with the G/L
Entry Number.
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Transaction Journal Entry

The InstaDocs tab has been added to the Transaction Journal Entry screen. Documents dropped into
this screen are auto-tagged with the Entry Number.

=] Transaction Journal Entry (ABC) 6/16/2019 m= - [m} x
Source Journal Q > M4 4 » M B Format...
Entry Number 000006

1. Header 2. Lines 3.InstaDocs

®

Document Directory CANSTADOCS\CDV

View -

MName Size  Type Modified

|j Taxes.txt 717bytes TextDocument 6112019 2:20 FM
A
=7

= T
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Recurring Journal Entry

The Instadocs tab has been added to the Recurring Journal Entry screen. Files dropped into this

screen are auto-tagged with the Recurring Journal Reference.

= Recurring Journal Entry (ABC) 6/16/2019 M= - O X
Source Journal Q % B W 4 B M Listing
Reference MTHA/R

1. Header 2.Lines

Document Directony CIAINSTADOCSARY ‘ =

View hi

MName Size  Type Modified

12 05D Enhancements for Sage 100.docx 155KB  Microsoft Word Document  5/31/201%9 10:56 AM
&)
#
Al
=~

o - o
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Section E: Uninstall DSD Enhancements

A DSD Enhancements Uninstall Utility has been provided for the purposes of removing DSD
Enhancements from your Sage 100 System. This utility may be accessed from the DSD Enhancement
Control Panel menu option on the Library Master / Utilities menu.

E D50 Enhancement Control Panel — >
Enhancement Product er Code Exi Status Build Date MP Expire Date
[BEIM Multi-Bin 5_10 MBEIM MEI No unlocking reg 1l2/27/201%6

Selected: |1BIM Wut-Bin |

[ Wiew Manual l www.dsdinc.com

[Check Web for Updates l [M' Product Webpage

[ Uninstall Enhancement l [ Convert Data l [ Multi-Convert Data ]
Automatically re-install the selected product from DS0's website. DSD ABX 12130020186

When accessing the DSD Enhancement Control, select the enhancement that you wish to Uninstall,
and then select the Uninstall Enhancement button. The following message box will appear:

B Sage 100 ERP X
® Selected Enhancemnent: MEIM Multi-Bin
\__ﬁ
Urinztall 5elected Enhancement™?

IMPORTAMT: Make sure evervone iz out of MAS 30 before proceeding.

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process.
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The following message box will appear, to remind you that a complete backup of your entire Sage 100
system should be completed prior to uninstalling a DSD product.

B Sage 100 ERP ¥
@ WARNING
Thiz utility will make major changes to your Sage 100 ERP system

Fleaze make sure you have a cument backup of
the entire kMAS90 folder before continuing.

['o you want to continue?

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process.

After the Uninstall of the DSD Enhancement, you MUST reinstall certain standard Sage 100 modules,
followed by reinstallation of Product Updates and Hot Fixes, if applicable.

A message box will appear, and will display which of those specific Sage 100 modules you must
reinstall afterwards.

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process.

The following message box will appear, displaying the final warning message.

B Sage 100 ERP *

Drata files in ALL companies will have information
REMOWED and restared to standard Sage 100 ERF data files.

The Standard Sage 100 ERP Application programs for M /B
will be disabled and must be reinstalled from your Sage 100 ERP Distribution Disk.

Be sure pou have a curent backup of the entire M&530 folder before continuing.

Do you want to cantinue?

Select No to exit the Uninstall Process.
Select Yes to continue with the Uninstall Process. At this point, the DSD Enhancement will be
removed from the Sage 100 system.
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After completion of the Uninstall, the following message box will appear. Select OK to continue.

B Sage 100 ERP X
.l."_-, Enhancement uninztall complete.
L

Now that the Uninstall process is completed, you must:

e Reinstall the applicable standard Sage 100 modules

e Reinstall the latest Sage 100 Service Pack/Updates, if applicable.

e Reinstall any other DSD Enhancements or Developer products that are affected from the
reinstallation of the standard Sage 100 module(s).
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