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Document Management - Record Links

Owner of this document is: Scott Wiacek — swiacek@feedingamerica.org

Purpose of this document

This document illustrates how to create, save and link digital documents to records in Ceres using
Record Links.

Copyright © Feeding America 2017, All Rights Reserved.

This document may be printed and reproduced only by Feeding America and member organizations.
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Purpose

Record Links is a Microsoft Dynamics NAV tool that allows users to reference and retrieve documents
stored in a central location or establish links to web pages on the internet or intranet.

Record Links allows the food bank to link documents to Agencies, Donors, Vendors, Items, etc. as well
as to the transactions generated for each type of entity. One of the benefits of this tool is that the
linked document follows the transaction from creation to history (PO to posted PO for example) and is
always available for reference.

Ceres Object release 4.50.00 is required for this functionality.

Setup

Document Locations

1. Record Links does not require any setup in Ceres, however in order for documents linked to either
a master record or transaction record to be accessible by all Ceres user, it must be stored in a
location that is available to all Ceres users. A common file share that is available to all Ceres users
is recommended. Additionally it is recommended that the ability to delete files from the common
file share be tightly controlled.

Places where Linked Documents are supported

A food bank can link digital documents throughout Ceres via Record Links functionality; the document
(record link) becomes a flowing document from quotes, to orders and return orders to posted
documents. Once you link the document, say on an Agency Order, when the order is posted, the link
follows to the posted agency shipment and invoice. As a summary below are places where Record
Links is supported:

Agency - Quote, Order, Invoice, Return Order, and Credit Memo
Donation - Quote, Order, Invoice, Return Order, and Credit Memo
Food Drive - Donation Orders

Purchase - Quote, Order, Invoice, Return Order, and Credit Memo
Posted Documents

In addition to documents, master records also can have Record Links.

Agencies & Parent Agencies
Donors & Parent Donors
Food Drive Donors
Vendors & Parent Vendors
Iltems

Bank Accounts

Contacts
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Note: You can link all types of documents including PDF, TIFF, HTML, pictures, Web Pages, etc.
Although the record links are stored in the database, the files themselves are stored on a
designated document management server or drive.

You can also link documents to certain transactions and have the link flow through to posted
document. The following areas are supported:

1. Donation Order to Posted Donation Order (including Donation Receipt).
2. Purchase Order to Posted Purchase Order (including Purchase Receipt).
3. Purchase Invoice to Posted Purchase Invoice.

4. Purchase Credit Memo to Posted Purchase Credit Memao.

5. Agency Order to Posted Agency Order (including Agency Shipment)

6. Agency Invoice to Posted Agency Invoice.

7. Agency Credit Memo to Posted Agency Credit Memo.

8. Deposits

9. AP Checks

10. Journal Entries
i. GeneralJournal
ii. Cash Receipt Journals
iii. ItemJournals
iv. Payment Journals

Linking a Document to a Master Record

The functionality and steps to link documents is identical for all master records. In this example, the
Item record will be used.

1. From the Item Card, click Home = Links

d
[ Ediit - ftern Card - 10026 - Tea
L - HOME ACTIONS NAVIGATE REPORT Finance Company - Master Ceres
@ [ 1 E“ D |3 Item Reclassification Journal D Item Transaction Detail Send Approval Request
] New 4 ltem Tracing [l Agency Order Status Notes A
View Apply  Copy Mutrition  Requisition  Item N -
< Delete Template.. InfoFrom.. Worksheet Journal a Statistics D Purchase Order Status >
10026 - Tea
General -~
—_— 1

2. On the Links page, select the Actions Icon #  and then select New from the drop down
menu.
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Link Address Description Created UserID &

There is nothing to show in this wiew,
Delete

In the Link Address field enter the path and name of the document you want to establish a link
to.

Description:

Sawve l’ Cancel ]

Link &ddress Description Created UserID

There is nothing to show in this view,

4. Alternatively, you can utilize the edit assist E to locate the file you want to establish a link to.
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File name: Agency Item Stats,pdf

P oper &=
.Y |
A [P Desktap » - | 43| [ Search Desktop j ol
Organize = New folder i - [ ':ﬂ:'
o orite: Libraries J William W, Hart
Bl Desktop = Systern Folder & Systern Folder
& Downloads T E
= Recent Places 5 L Carmputer . Metnark
=SS Systern Folder Systern Folder
7 Libraries PuTTY o Unified Communicator Adwvanced
Shartcut B @
8 Computer 955 bytes [@ O shortcut
= 03 (C) | C4RIM Toolkit hyperterminal
@ Client Databases (3 ' File falder ' L File falder
esp (hhoarbony O
= p.(\ A 3519019-2013R2 fIf I - A~gency Item Stats.pdf
L Active (hearbomesy = ‘ Mawizion License File ! Adobe Acrobat Document
F ILOKE 2.54 KB
€8 Netwark y m Bullzip POF Printer {~. Ceres Bin Import MOL&, Bins.dsx
=% Shortcut u Microsoft EBxcel Wiorksheet
(@ 970 bytes 02.8 KB
. Ceres Splash.png Cronus.fIf
FRETE PN
loio | PMG irnage = Mavision License File
209 KB e 5.06 KB -

(o ) [ Gt ]

5. Once the file has been located and “Open” is selected, the Link Address will be filled in with
the path and file name selected and the Description will be defaulted to the file name, but can

be updated to more accurately reflect the Record Link

m Links - Edit - [tern Card - 10026 - Tea

Link Address;  ChllsersyWAWHYDesktophAgency Iter Stats pdf

Description: Agency Itermn Statistics

o] - el

# oA

Save ] l Cancel

Link &ddress Description Created UserID

There is nothing to shou in this wiew,

NOTE: In this example the file is being stored locally, in a LIVE environment Record Links

should point to files stored on a common file server so they are

6. Once the “Save” button has been selected, the Record Link is sa
User ID is populated.
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I Links - Edit - Ttern Card - 10026 . Tea == 3] |
# A
Link &ddress Description Created User ID
CilsersAYHDe sktoptbgency Item Stats, pdf Agency ern Statistics 51172017 SMUPROEWMAVH
k
7. ARecord Link does not have to be a physical file, it can also be a Web Page.
I Links - Edit - Ttern Card - 10026 . Tea =N =R
# -

Link &ddress: uwanefeedingamerica.org

Description: |Feeding America| |

T ) o)

8. Once saved, to open a Record Link either select the Open Icon to the right of the Link Address
or select the Open menu item from Actions Icon.

¥ Links - Edit - Item Card - 10026 - Tea o[ =] ks
Link Address Description Created UserID Open
uenen Feedingarnericanrg i3] Feeding America 5112017 SWPROSWAH Modify
Chllsers\WiAHYDesktophAgency Irern Stats, polsdgency Itern Statistics 3/1172017 SUPROSWAH
Delete
an
0
24
15

NOTE: Links to Web Pages will automatically open the users default web browser and open the
web page specified. Links to document files may generate the following dialog:

Export File @

You are about to open the file, Make sure that you knowouwhere it
carme from, Do youwant to continue?

lﬂi: Marne:  Agency Itern Stats pdf
Type: e Acrobat Document

@ways ask before opening this type of file.: )

e J [ o |

If a user unchecks the “Always ask before opening this type of file.:” the dialog box
should not re-appear.
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9. Once a Record Link has been established, you can select Modify or Delete from the Actions
Icon to modify an existing link or delete the link entirely.

NOTE: Deleting a Record Link does not delete the underlying file. Alternatively, deleting the

underlying file does not delete the Record Link and may result in an error when a user
attempts to access the Record Link.
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Linking a Document to a Transactional Record

The functionality and steps to link documents is identical for all transactional records except for
journals. In the following example, a document is linked to an Agency Order, and then posted through

to the Posted Agency Invoice.

1. Create the Agency Order and then click on Home = Links

m Mewy - Agency Crder - £0-00545 . Safehome, Inc,
- HOME ACTIONS NAVIGATE REPORT

AC-00545 - Safehome, Inc,

@ [if Post... E71E-mail ER Copy Document...
] Mew q‘; Past and Print... B} Release E} Create Inventory Put-away/Pick..
View . : -
|. 7%< Delete Process Reopen Statistics

General

Sell-to Agency Mo B01249 - Location Code:

Parent Agency Mo 1080 - Zone Code:

Sell-to Contact Mo.: RMCON-0063 - External Docurnent Mo

[E=5 EoE ==
Finance Company - Master Ceres 45 Testing Datab... e
[&] Ceres Picking List By Order £ Refresh 4 Previous
= Print Confirmatian.. MNotes . Clear Filter  p MNext

[ Picking List by Order =2 Goto

A *  Agency Sales History.. 3% & *

- Agency Mo BO129
Orders: 14
v Invoices: 1]
Return Orders: 0

2. Browse and link the desired documents. The steps to link documents to transactions are
exactly the same as the steps outlined above to link documents to master records.

m Links - Edit - Agency Order - 20-00545 - Safehome, Inc,

Link Sddress Description

e feedingarmerica.nrg Feeding &merica

Ciillsers\WAHNDesktophgency Trem St | &) | Agency Iem Statistics

=5 E=H ==
i~
Created User 1D
3172017 SPROEWAH
51152017 SWYPROSYWAVH

3. The documents are now linked to the Agency Order. Process the order through using the

business process defined for your food bank.

4. Once the Agency Order has been picked, shipped and invoiced, go to Agencies & Receivables
- Archive 2 History = Posted Agency Invoices and locate the Invoice.
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m Edit - Posted Sales Irvoice - A0-00545-1 . Safehome, Inc.

L4
i - HOME = ACTIONS  NAVIGATE
] =) ] 7~ 3 Got

& 7 X lh & 1 & & & & X o
View Delete  Credit Order Mavigate Print.. Mavigate Statistics Comments Dimensions Approvals MNotes Refresh Clear

e and Recreate Filter P Nex

E

4 AO-00545-1. Safehome, Inc
General #oa

I Mo A0-00545-1 Fund Ma.: LR

4 Parent Agency Mo.: 1090 Docurnent Date: 5/11/2017
Sell-to Agency Mo BO129 Docurment Exchange Status: Mot Sent
Sell-to Contact Mo REACOM-0063 Order Mo A0-00545

5. Click Home = Links. The documents linked to the original Agency Order are tied to the Posted
Agency Invoice.
[ Links - Edit - Pasted Sales Invoice - £0-00545-1 - Safehome, Inc. =R
# -

Link Address Description Created User ID
i Feedingamerica.arg (& | Feeding Arnerica 51152017 SW/PROSYMWAH
ChllserstiH DesktophAgency Irern Statspdf Agency Ttern Statistics 5/1172017 SMUPROEWAH

6. The same documents are also linked to the Posted Agency Shipment, go to Agencies &
Receivables = Archive = History = Posted Agency Shipments and locate the shipment.

[ Edit - Posted Sales Shipment - 40-00545-15 « Safehame, Tne,

Bl o acmons  navieate

& 7 X & [ g S .

View Delste Print.. Statistics MNavigate Notes Refresh Clear
Filter P Mext

AO-00545-15 . Safehome, Inc

General

Mo A0-00545-13

m Links - Edit - Posted Sales Shipment - 80-00545-15 - Safehorne, Inc,

Link &ddress Description Created UserID

wene feedingamerica.org Feeding Arerica 51172017 SWPROSMANH
(B | Agency Ttern Statistics 5112017 SMPROSWMAH
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Linking a Document to a Journal Entry

You can link one or more documents to each line in a journal. For this example, the General Journal
will be used. Each document will post through to the Ledger Entries and can be reviewed afterwards.

1. Enter the Journal Lines and then highlight the first line where you want to link a document. In
the Links Factbox, select New from the Actions Icon and browse to the location of the

document.

[E=RECR =)

= [P Edit - General Journal - DEFAULT-Default Journal
= HOME ~ ACTIONS  NAVIGATE Finance Company - Master Ceres 45 Testing Database - esp-stswpros.com k2]
[ Get Standard Journals... & H
&
= [&Save 2s Stendard Joumal...
Delete  Post Postand Reconcile  Apply Refresh  Find
Brint &> Dimensions Entries...
Batch Name:  DEFALLT - -
Document  Account AccountMo,  Aecount Name Description Fund Mo, Departrnent Amount  Bal.Account B Incoming Docurnent Files o
Mo. Type Code Type N B ViewFile [ Attach File >
608327 GfL Account 650500 Rental: Spec Event Sites Fix Coding Errar UR 50.00 G/L Account R Type
Gl-08327 /L Account 650000 Special Bvent-Other Fix Coding Error UR -35.00 /L Account
108327 GfL Account 650550 Rental Equipment Fix Coding Error UR 2500 6/ Account
Links B
Link Address Descri A
Moy,
There is nothing to show in this vic
Delete
Part
Remove

2. Repeat the above step for all lines where you want to link a document. In Journals, Record
Links are line specific, so if a Link applies to all lines of a Journal, it is recommended that it be

linked to the first journal line.

Links # oA
Link &ddress Description Created UserID
CihlserssWAHYDesktophGeneral Journal Import Template.xls General lournal Correction  5/11/2017 SUVPROSWIAH

3. Post the Journal

4. Go to the G/L Account Card and drill down on the Ledger Entries. Highlight the appropriate line
and click Home = Links. The document that was linked to the original line is now linked to the

Ledger Entry.

Document Management — Record Links Page 11 of 14 Last Reviewed 2/14/2018



m Wiewy - General Ledger Entries - 6305300 Rental: Spec Event Sites
HOME ACTIONS NAVIGATE

5. To see the documents linked to all journal lines, select Departments = Financial Management

- General Ledger = History = G/L Registers and locate the register that the journal was
posted under and then select Home - General Ledger.

Mavigate Show  Show as OneMote Find
as List  Chart

General Ledger Entries -

Posti.. Docurnent  Document  G/L Description Departrme... Armount  Debit &mour

Date . Type Mo, Ao, o~ Code

Mo,
5112017 Gl-08327 630500 hx Coding Error 50.00 a0
m Links - Wiews - General Ledger Entries - 630300 Rental: Spec Event Sites
Link &ddress Description Created UserID
éC:\Users\WH\Deskton\GeneralJournallmn... EGeneraIJournal Carrection 5711/2017  SWAPROSMMALH

m G/L Registers - Microsoft Dynarics NAY

° w |40 Finance Company » Departrments » Financial Managerment b General Ledger » History » G/l Registers

i) o
e
ledger Ledger Register.. L1y Maintenance Ledger Balance by Pericd  Register

v Show as OneMote Notes  Links
t Chart

_____ 5 Report view Show Attached

ACTIONS NAVIGATE REPORT

(5} Bank Account Ledger |E| |E| =
L_'@ Fixed Asset Ledger

ustomer Vendor Reverse Detail Trial Trial Balance — G/L

Departments G/L Registers T

4 Financial Managernent

General Ledger

Cash Management Mo, Creation UserID Source Journal Rewn,  From Entry To Entry
Cast Accaunting Date Code Batch Ma. Mo,
Cash Flow Mame
Receivables 1547 5/11/2017  SWPROSL. GEMIMNL DEFALLT Il
Payables 1546 5/11/2017  SWPROS,. SALES 0

O

Fixed 2ssets 1545 5/11/2017  SWPROS,.  SALES

Tes ekt - - - [ -

45074 49077
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m Wiews - General Ledger Entries - 650550 Rental Equipment El@

Bl ov:  acmons  navieate

la i & © Y

Finance Company - Master Ceres 45 Testing Databa... e

MNavigate Show as Notes  Links Refresh Clear  Find
Chart Filter
General Ledger Entries - Type to filker (F3) Pasting Date | 3| W Incoming Document ... ~ i~
Filter: 49052,.49084 ﬁ ViewFile [l AttachFile
Branch Fund Mo, Credit Arnount  G/L Account Name Project External UserID Source St llard Thipe
Code Code Docurment Code
Mo,
LR Rental: Spec Bvent Sites SWPROS..,  GEMIML
LR 25.00 Special Event-Other SWPROSY.,  GEMIML
UR 25.00 Rental Equipment SMAPROSY,.,

m

Links ~

Link Address Descrip

ooy feedingamericaorg - Feeding

4 L 3 -

Close

6. On the General Ledger Entries page, the Record linked to the each journal line will be
displayed in the Links Factbox for the line that is selected.

NOTE: When using Record Links with a Vendor Payment Journal, Record Links attached to the Vendor
Payment portion of the transaction can be accessed from the Vendor Ledger Entry and Record Links
attached to the Check portion of the transaction can be accessed from the Check Ledger Entry.

Configuring your Network for RTC File Sharing

The link below provides detailed steps and information about how to configure your network for file
sharing in RTC. You will need Domain Administrator privileges and a solid understanding of your
network and standard Microsoft tools/technologies such as Active Directory and ADSIEdit to complete
this configuration. Contact your Ceres VAR for assistance should you require it.

http://blogs.msdn.com/b/nav/archive/2011/12/22/managing-network-files-in-rtc.aspx
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Related Topics:

Parent Vendor Overview
Parent Donor Overview
Parent Agency Overview
Vendor Overview

Donor Overview

Agency Overview

Item Overview

Agency Order Overview

. Donation Order Overview
10. Purchase Order Overview
11. AP Check Processing
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