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Document Management
System
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Notes:

Document Management System

Customer Reporting System Training Guide

The following training guide is a guide for the
Document Management System.
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Introduction

= How to use the Document Management
System

—
=

Document Management System

Introduction

The Document Management System will allow a
MDS operator to scan, load, and view, on their pc,
various MDS documents and images.

Notes:

Document Management System
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Notes:

Document Management System

Document Management System (DMS) The
Paperless Office System

Now you can throw out your file cabinets and
eliminate the voluminous amount of paperwork that
a distributor deals with each day: proof of delivery,
packing slips, customer invoices, vendor invoices,
computer generated reports, notes, memos and
more. And save hours or days of staff time by
eliminating filing and retrieval of documents.

DMS empowers businesses to:

<Archive and retrieve reports captured from your
back office software (fully integrated with Master
Distribution System).

eSave any preprinted form produced by MDS, i.e.,
invoices, checks, statements, etc.

eScan, index and file documents such as proof of
delivery, vendor invoices, customer checks, etc.

*Retrieve documents easily and quickly, even while
on the telephone with a customer.

The strength of DMS is in the retrieval of the data.
With a traditional filing system, when a customer
questions an invoice, a staff person in the
accounting department must go to a file cabinet and
find a proof of delivery, the invoice and packing slip.
Those documents must then be scanned and faxed
to the customer. That process can often take a day
or more, since staff are busy with other duties.

With DMS, the customer service rep, who is on the
phone with the customer, retrieves these documents
from the paperless office system, presses a button,
and the documents are automatically faxed or e-
mailed as an attachment to the customer.
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Document Management System

Document Management System
Types of Documents

Currently, MDS allows users to view the following
laser forms:

Accounts Payable Check’s
Invoice’s

Order’s

Pro Forma’'s

Purchase Order’s

Return Authorization’s

Accounts Receivable Statement’s
Return To Vendor Invoice’s

Images and documents scanned and/or loaded into
MDS are also viewable.
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Invoice Reprintlnguiry by Customer

Company# 01 | THE SYSTEMS HOUSE
Curstoamer LieaC Range of: Imvoiced Heleased
UNIVERSITY MEDICAL CENTER
1 STATION PLAZA Starting
RYE WY 11098 Ending
Line Tnx  Invoico# Relsased L Diate Customer PiQ Number lovwvaice Amt
'!_: s MEr1T4Y o : TR0 [} R g K] | 4831.50
i MS0TIE " 13T 160N LRtk 1 326750
3 omv | osorryr @ gr1se10m 011303 1 1.423.50
o omy | msrre S| pranis3tom 110803 1 214,00
L. IV ;501711 ' 1131508004 Hi0aa3 | A2B.00
g my | o1soros B 131554001 123902 POLARRYZ 1,270.50
T Ny MSrass -' e KSR ] 127 1 214.00
B v pisotene N [ M3 580001 123042 L] 214,00
B OINWV MGHERT ‘ 1357200 12030103 1 21.667.50
w oy | owsoiees B gi13vs29009 12662 | 4 45150
Enter line number to taggle print onolf
Enter Trox (INVIV,C/ALCV) Invoice# or Release# (o re-print F‘*M““““’;
5 einot Lin E,_'*'T" Gll;tilun E EmEI;I‘i Al on Al ol FPHINT
HELF ENDY MEERT PHEY FH HEST PR IHGHIIRY AROHT
Notes:

Document Management System

Document Management System
Viewing Document

From any Reprint/Inquiry right click on the
document that you wish to view. All documents
must first be printed before the operator is able to
continue. If not, the system will respond with an
error message:

“No image on file”.
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MO5 Form Archive

Wiewear

# Form Desc Chriigiin Destinatizn Printed By
Method Dare Time
1. INNLS0ATIT REPRRIMT jahnsens
PRINT [iplelihind 44310
&
b §
4.
L
B
T
B:
Enter Line# to View, DELETE to Delete or END KRN
[raplay I Fam EMal |
HELP: L_END HSERT |__LDELETE PHEY PG NEXT PG INGUIRY EH0HT
Notes:

Document Management System

Document Management System
Viewing Document
MDS Form Archive Viewer

Once the operator right clicks on the document (and
it has already been reprinted), they will be brought
to the MDS Form Archive Viewer.

The MDS Form Archive Viewer will display all
reprints, faxes, and emails of the selected
document.

Each line will display the form description, origin
method, date, time, and the user who reprinted the
document.
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B Adobe Acrobat -

(A Fie Edt Document Tools Vew Window  Heip -8 X Viewing Document

MeaGHSE 44 &9 DIEIE H'ﬁ.ﬁ W b Display

Document Management System

ﬁ ¥ # || To view the document in Adobe Acrobat Reader,
. = [ click on the ‘DISPLAY’ icon or hit the Shift+<F1>
Q, I nV.Olce ) function key.
,EL THE SYSTEMS HOUSE Page: 1 i
1033 ROUTE 46 EAST
f CLIFTON , NJ 07013 Inv Number
061501737
E‘ Tal: ¥73-777-8050
i Fax: ¥73-777-3063
ﬁ_" Bill-to:  umc Ship-to: 0ol Y
z UNIVERSITY MEDICAL CENTER UNIVERSITY MEDICAL CENTER
E 1 STATION PLAZA 1 STATICN PLAZA
% RYE NY 11093 BEYE NY 11099
g" Iweoice Dato: g1/l 0 Salesman: EICENE FORERAY
£ Ship Dolo- D1/13/03 Ship Via
.Jr Our Ordhor No: 01131581001 JCusiomes Ordor &
. I'lomu ME
ﬁpﬂtiiﬂ P DELIVERIES ONLY
Instructions:
Line liom Number | Doscription Ordered [UM Shpped [UM| BIO Qty Unit Price  JumM]|  Extension
] .I...r B PLASTI DIES K . i g i . A
. UB TOTAL 1, 050.00 x
o] rias Jo] o] frorr [ouf[es=1tin |E.] ] '

Document Management System
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FAX Information Entry

1.FAX Phone Number: 873.777-1483
2.Coversheat [Y/N): ¥

COVERSHEET INFORMATION

J.Company Name: THE SYSTEMS HOUSE

4.5ender Name : JOHN SIITH

5. Sender Phone: 201.777-8050

b.Sender Fax : 673-777.3063

1.5ubject IHV.01501737

B.Message

8, Deliver to CUSTOMER SERVICE

10.To Company :

Enter Line# to change or 0 to send FAX: Booo
Notes:

Document Management System

Document Management System
Viewing Document
Fax

To fax the document, click on the ‘FAX’ icon or hit
the Shift+<F2> function key.

1. FAX Phone Number - Enter the phone number
the fax software should dial to send this fax.

2. Coversheet (Y/N) - Do you want to attach a
coversheet to this FAX? Enter Y’ to attach a
coversheet., ‘N’ to send the report only.

3. Company Name - Enter the Company name
that will be receiving this fax. This information is
populated from the Company file.

4. Sender Name - Enter the name of the person or
department sending this FAX. This information is
populated from the Operator file.

5. Sender Phone - Enter the phone number of the
person or department sending this FAX. This
information is populated from the Company file.

6. Sender Fax - Enter the fax number of the
person or department sending this FAX. This
information is populated from the Company file.

7. Subject - The document type and number is
referenced in this field. The operator may change if
needed.

8. Message - Enter a message which will appear
on the coversheet. If this field is left blank. The
message will read: “See Attached Report Page(s)”.

9. Deliver to - Enter the name of the person or
department that should receive this FAX.

10. To Company - Enter the name of the company
that should receive this FAX.

ENTER LINE# TO CHANGE OR O TO SEND FAX
Enter ‘0’ and <RETURN> to send the FAX.
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EMail Information Entry

1.EMail Address
2.5ender Address
3. Subject

4 Message

johnd@abe.com

INV.01501737

INV.01501737

THE SYSTEMS HOUSE
1033 ROUTE 46 EAST

Enter Line# to change or END to send EMAIL:

Notes:

Document Management System

Document Management System
Viewing Document
Email

To Email the document, click on the ‘EMAIL’ icon or
hit the Shift+<F3> function key.

1. Email Address - Enter the email address of the
person or department that should receive the email.

2. Sender Address - The email address of the
person or department sending the email is
referenced.

3. Subject - The document type and number is
referenced in this field. The operator may change if
needed.

4. Message - The document type and number is
referenced in this field.

ENTER LINE# TO CHANGE OR 0 TO SEND
EMAIL

Enter ‘0’ and <RETURN> to send the EMAIL.
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| S for Windows Yersion 7.7.0 - [ 192,10 602502 54-555 ¥ILLINTRY.HORD T 181 ]
1,&[&%mm1mm&ﬁﬂmwwm

=18 x]
2l >

VOUCHER  ENTHY  INPUT {(HEADER) cow: o1
VEND: NATF MON: o3z
1 NAME: FOOD TRADING BATCH:
2.ADORA: INDLIS TRIAL AVE vous:
JADDRZ:
AOITY STATE: UPPER SATDLE FIVER M.
521P CODE: 07458 '
BDISCOUNT: N
TERMS: HET 0DAYS
TRANS CD: . B
TANVOICES: MO [}
BNV DATE: 02060 1. : oo FDE
9,0UE DATE: n2ms03 17.5ING CHECK: N
T0.DUE OT Znd: 18 85 DESC:
.GROSS AMT: 7500
12, MERCH AMT: 2600 19, BANK REF:
TLNONDISC: 50,00, 70, HARD CHEWN:
1L.DISC AMT: ™ 21.HAND CKDT:
NET AMT: 75.00 22.L/C NUMBER:

EMTER LINES TO CHANGE , "DELETE" TO DELETE OR 0° TO ACCEPT THE HEADER:

THE SYSTEMS HOLUSE

W

{ . i

%E | % %}E | [ | | | Ir |

‘9-1| & SE L |5 05 o windows Vers

T A [ (- |
EOSDHAE zem

Document Management System
Scanning Document
Start by clicking on the CAMERA icon.

Notes:

Document Management System

10
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+ S i Wiatasers Prrnin 123 - [ 192 LRGSO S SR YOI DU DA NEI ] FIE
‘1||. ' — sist ¥ i et P minal iy . ol ]
VOUCHER  ENTRY  INPUT HEADER) cow: 01 | THESYSTEMS HOUSE

VENDS: HATE MON: o
1.HAME: FOOD TRADING BATCHE:
ZADDR; INDUIS TRIAL AVE vous:
JADDRZ:
AICITY STATE: UPPER SKDDLE FIVER W)
5.2P CODE: 07458 B
5.OISCOUNT: H

TERMS: HET 0DAYS

TRANS CD: : I
TANVOICES: 21098 ] 15 DAY CTATIIC: o
1NV DATE: w2060 N Chovae Seurser )
9,0UE DATE: 020s07 Load Image ko 4 e
T0.DUE OT Znd:
MGROSS AMT: 7500, @
12.MERCH AMT: 2500, 19.BANK REF:
13,NON-DISC: T 50.00 70 HAND CHIN;
4. DISC AMT: 00 21.HAND CKOT:

WET AMT: 7500 22.L/C NUMBER:
ENTER LINES TO CHANGE , ‘DELETE' TO DELETE OR 1 TO ACCEPT THE HEADER: froooo

|
Sl Bl B e Gl G =
|_ﬁmhﬂmm--lm=:mmnm | EOSH@ET  zum

Bse| DBEDE Y

Notes:

Document Management System

Document Management System
Scanning Document

Next, select “Acquire Image from Scanner of
Capture Device” from the “Choose Source” display
box.

Click “OK”

11
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TS it Wahesrs, Verumn 72,3 - | D05 1RE IS0 4 55 VOLLEN TR DT i ] I
§ e Gl fenngs vew Bese T Unrviard furvtire Somionl Frevtues _reee =#1%l| Document Management System
Scanning Document
MRS SRR U adniin - o e Al The “Select Source” pop-up box will display.
WENDS: NATF MOk raima Choose the appropriate device and click “Select”.
;m ] :';Lﬂ' You will now be prompted to scan your document.
JADDRZ: R
AOITY STAT
5.0P CODE:
BOISCOUNT E:S*:‘ﬂ
TERMS Cancal [
TANVOICES: 2102 o 15.PAY STATUS: P
.INV DATE: woem 16. BANKS: 00 e
S.0UE DATE: 020607 171.5IMG CHECK: L
10.DUE BT Znd: | 18 6150 DESC:
M.GROSS AMT: 7500,
12, MERCH AMT: 2500 19.8ANK REF:
1LNON.DISC: ] 50.00 20.HAND CHE¥:
.DISC AMT: oo 21.HAND CKDOT:
WET AMT: 75.00, 22.LC NUMBER:
ENTER LINES TO CHANGE , DELETE' TO DELETE OR ' TO ACCEPT THE HEADER: froooo
|
=== === === ===
Bsioe| 08 SE Y |[F 0510 wndows vers_ Disesgh Coptire vien | EHOBDH@T  zem
Notes:

Document Management System
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=81 x
=121 ¥ Document Management System

Scanning Document

1 M o Windowes Yersion 770 - [ 192, 160257032 54555 W00ULENTH Y HO0E 181 ]
Fie Edk SeHings Ve Feoel Took U1 Standerd Furchors  Speciel Funttion  Heip

AR AT — — "‘Tmm Once scanned, a portion of the image will be display

WENDS: NATF Food Tllding ':ﬂfll- on the screen. You may use the scroll buttons to
1. AR FOOD TRAD -n’é.': e L view the entire document.
ZADDRY; INDUSTIIAL WVE wdustrinl Avenms, tam A If the document is correct, click on the button “Save
JADDRZ: . lﬁu.nm".r"‘ - to MDS”. Otherwise, click on the “Cancel” button
A.CITY, STATE: UPPER SADOLE AIVER Fax 200-825.8326 t and you may rescan the image.
S0P CODE: 07458 ~ s : T
6.0ISCOUNT: " mp N TomIRGs greses Yors ek

TERMS: HET 0 DAYS . ATTM:  ACOODUNTS FAYANLE ™

TRANS CIx: | B :q:' = mm-,.]w_ m
7.INVOICES: 21026 = v T 15 na
BANV DATE: [1ed "N s] s~ Itlllurnm. ——————
9.DUE DATE: o068 R BCED, TomTors
10.0UE DT Znd: HARTIORD PACKING
TLGROSS AMT: 1500
12.MERCH AMT: 25.00
VLNONDISC: 50,00 FREIGIT. CHARTSY -
14.DISC AMT: e |4 | ;EI

HET AmMT: 7500

: - Save To MDS ;-._| Cancel ]
-

ENTER LINES TO CHANGE , DELETE’ TO DELETE OR 0° TO ACCEPT THE HEADER: oooo

Wstart| | 08 S [E 4[5 0560 Windows Vers_ E05naght Cghurs Freves | MOBHDL zom

Notes:

Document Management System 13
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| classic - [192. 168.253. 754-555 VEND.INDDT151)

L Fis ESt Setrgs Vew Gemst Teoh GUl ShecadFuncton  Soesal Furctord sem _ = »| Document Management System
Viewing the Scanned Document
VENDOR  OPEM  PAYABLES INCLHRY A previously scanned document can be viewed in
many different places through MDS. Listed is one
VENDORE HATH FOOD TRADING AP BALANCE 0.00 example.
COMPANYE o THE S¥STEFIS BOUSE CIPEN LICS 0.00 In Accounts Payable voucher entry, if an Invoice
PURCHASES M.T.0 000 PAYMENTS M.T0 000 was scanned into the system, we are able to view
e s ST o the document in the Vendor Open Payables Inquiry.
LASTYR 000 LAST.YR 0.00
Right click on the Invoice#. The MDS Form Archive
VOUCHE  INV.DATE GROSSAMT  DISCAMT AMTPAID LASTOT  CHECKS AMT.DUE Viewer will be displayed.
DUE-DATE INVOICES MiSC.DE SCRIPTION &7
1., MOEG5SS5 0203 T5.00 7500 02D6H03 ooooot .
020803 AZIOZG ] P
2, D0E0OSE 021203 15.00 500 HINS0] oopose T
02120 0268 -] P
3. D1006DG4SE 230l T5.00 1500 503 (OO0 5SS ﬁ
02r3m) -1 p
4 a
=
5 o
L
Enter Line# lor Detall information o 'END™ Fﬂ!ﬁ-
PrackHs! | Pay Hisl Ninah g Chech. Iy I |
HELP _OKEND | INSERT ADELETE PREV P HEAT FG L_IMOUIRY  §  L_CANCEL |
Notes:

Document Management System 14
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| MS lor Windoees Yersion 7.2.3 - [ 1921 6E250254- S5 FIRMHMASTERIN 241 |

Elmummquumwmwhmm

=18 %]
=181 x]

MDS  Fomm Archive Viewar

# Fomm Desc Oirigln
Method

1. VINVHATE21026 | o

Eriter Line# to View, DELETE o Delote or EMD :

Printed By
Date Tirmie

SF
[l s 5a1

=t e e

LOELETE

==

Bstort| | 2 @ I E 4 |5 1105 o Windows vers... E0Snai Capties Frevew |

e B

Q]

OB THRE

50

Notes:

Document Management System

Document Management System
Viewing the Scanned Document

From the MDS Form Archive Viewer, click on the
‘Display’ icon or press Shift+<F1> function keys.
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= invoice1.tif - Windows Picture and Fax Viewer

Document Management System
Viewing the Scanned Document

_ W 21026 The document image will be displayed on your
>, ) . screen.
Rvomen, Liwew: Sackide owwe, NQ 0105 -
Tulighara Jemmary 4, 3087
Fan
r i 2 [ o o 1
s Pe FMOCETS Srene L T
ETTH; MCOWWIY FATARIN ATTN) MR, DACVID mostary
L
= LS MGRITIoN,
e | aeonie | wm [ w i sare [ OPS Sews P
—r - — - - = :
T | B I
Cuns . T g
WIE Cuna mm.ll.!".i'
RN TFORD (L

FREIGNT CRANCES

Notes:

Document Management System
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| MDS for Windowses Yersion 7.2.3 - [152.1 66250254 PRODMAST SAINTOO0N] ] Jj.ﬂﬂ
§j Fie Bt Setngs Vew Resst Took QU Standerd Funchons Specal Furctions Heln =182l Document Management System
Associating a picture
PRODUCT NASTER FILE MAUNTERANCE The user is able to associate a picture from a
Praduct §: NG INT PROD ¥: 110840 scanner or capture device, or the user can load an
image from a file.

1.0wscription 1 259 POCKET OTDSCOPE 5,_ (Lon Start by clicking on the “camera” icon.
2. Description 2 21.Mscountable ¥
IVendar # WELCH | 72 Taxahle Y
dVendor Nemd 507400 23 Discontinued M
5 Purch Agent . Accept BO ¥
.l Pack 1 25, Partial Ship ¥
7. Hue Quantity 1 6. 1w Bypass )
B.Case Ouantity 4 ¥
4 Stocking Ut BKOTY 1 2B, Product Line
WL Pre/Ciost LI B ory 1 29, Product Class 3z
11,514 Sell UM B ary 1 30.Product Type 003
12,40 Sell i ary I Unlt Wekght o
13 Purchasing UM Cs | ary 4 12.Packing Cube
4. Min Sell Oty 1 13 Mock Tier
15.List Piicw 17250 H.Owing Co# 01
16.Standard Cost 0380 35, Substinstn Ind
17.Currant Cost 8360 . Substitute Products
18.Forelgn Cost |
19, Show Cost 10410 37.5ub Price lnd 0
EMTER LINE # TO CHANGE DELETE TO DELETE) TO ACCEPT : pocoo PAGE 10F 4

| |

MELF __ENp IHSERT LDELETE FREY Pl N PG T T | ABOAT ]
Notes:

Document Management System 17
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TES

3 MY denr Wnaheees Ve atinin 123 - [ 008 IR L2 04 PODELSARY ST (il |

F M IR Setrg Ve e T S8 RandwdPitins S v =181 % Document Management System
Associating a picture
PRODUCT NASTER FILE MAUNTERANCE Choose “Acquire Image from Scanner or Capture
Product : WALZE2D INT PROD #: 110840 Device” or “Load Image from a file” depending on
how you would like to bring the image into MDS.

1.Doscription 1 2.5 POCKET OT0SCORE B 20.Cash% oo

2. Description 2 1. Mscountable ¥

3Vendor # WELCH | 22 Taxoble ¥l

A Vendor Nemy 05074500 3. Dimcontinuid ]

5.Purch Agait ' 24 Accept B0 v

.l Pack 1 25, Partial Ship ¥

7.Bax Quantity 1 26 v Bpaes N

8.Case uantity ' - : Y|

9.Stacking UM w oy (RGN dx)

A Pre/Cost LI B ary Load! Image: fiom 4 hle ! o3z

11.51d Sell Ly ax ary 003

12,40 Sell LM | ary o

13 Purchasing UM s any i 32 Packing Cube

4. Min Sell Oty 1 13 Mock Tier )

15.List Pricat 17250 . Owiling Co# 0

16.Standard Cost 380 35 Substinta Ind

17 Curront Cost 0380 36.Substitute Products

¥8.F oreiqn Cost i .

19, Shaw Cost 10410 7. 5ub Price nd 0

EMTER LIME § TO CHANGE,DELETE TO DELETE D TO ACCEPT W PAGE 10F 4

| |
= 31 == | BT L JHaEAL —RRELETE FEEYED S, 40 . _HQUIRY__ | A
Notes:

Document Management System 18
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TES

1 MIIS dor Windheers Version 7.2 - (1921025

L35 LT S i

Bo rie e tardw Py ' v =812 Document Management System
Associating a Picture
PRODUCT NASTER FILE MAUNTERANCE Acquire Image from Scanner or Capture
Product §: e INT PROD #: 110840 Device
Highlight “Acquire Image from Scanner or Device”
10escription 1 2.5 POCKET OTOSCOPE B 20.Cash% on and click on the “OK” button.
2. Description 2 1. Mscountable ¥
IVendor WELCH | 72 Taxable ¥
A Vendor Nemy C5O74- 500 3. Dimcontinuid ]
S.Purch Agent Accopt B0 T
.l Pack 1 25, Partial Ship ¥
7. Hox Quantity 1 26.1nv Bypass )
A.Case Quantity 1 Y
o mﬂ,,: o —_ = Choose Source: =l x| )
10.Pre/Cast UM B ary Lostimupyalle. 032
11,518 Sell UM a0 ary 003
m -c.-ml

12,41 Sell UM - oary - 0
13 Purchasing UM cs | anry 4 12 Packing Culvs
4. Min Sell Oty 1 13 Mock Tier )
15.List Pricat 17250 . Owiling Co# 0
16.Standard Cost o380 35 Substinsta nd
17, Curront Cost 360 . Substitute Products
¥ Forelgn Cost — 1 _
19, Show Cost 01908 7. Sub Price Ind L]
EMTER LINE # TO CHANGE DELETE TO DELETE) TO ACCEPT : pocoo PAGE 10F 4

| |

ST [ R — R R T R [T — FHEYFR o R [ 1  ri SO0, | S
Notes:

Document Management System
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Y MIIS lesr Wanwhears Ve sitan 723 - [ VU5, INLZE L2050 DODEL-MST SR PTOIN] IS
ilr'- It e = ¢ Tk "R EE—— o P T ‘iﬂﬂ
PRODUCT MASTER FILE MAINTENANCE

Product ¥: WRZZ820 INT PROD #: 110840

[ PNOIRIY select Source =] | 20.Cash’ 000

2 Description  Swuced 1. Disoountable ¥

3 Vendor # 22 Taxoble v

A Vendor e 3. Dimcontinuid ]

5 Purch Age @ 4 Accapt BIO ¥

it Pack Cancal 25, Partial Ship ¥

7.Hax Quantmy 6. 1w Bypass )

B.Case ﬂl.ll:l'l’ﬂ‘r 4. n|| 1

9. Stacklng UM BN | ary 1 28 Product Line

W PreCost LM B OTY 1 29 Product Class n32

11,514 Sell Lm B ary 1 30.Product Type 003

12,40 Sell UM | ary 34, Uint Weight 0

13.Purchasing UM s any 4 12 Packing Cube

14 Min Sell Oty 1 13 8ock Tiar _

15.List Pricat 17250 . Owiling Co# 0

16.S1andard Cost 0380 15, Substing Ind

17 Curront Cost 0380 36.Substitute Products

. Forign Cont i |

19,Show Cost nm 37.5ub Price Ind 0

ENTER LINE # TO CHANGE, DELETE TO DELETE D TO ACCEPT pocoo BAGE 10F 4

| 1
= 31 == | BT L JHaEAL —RRELETE FEEYED S, 40 . _HQUIRY__ | A
Notes:

Document Management System

Document Management System
Associating a Picture

Acquire Image from Scanner or Capture
Device

Highlight the source to bring in the image and click
on the “Select” button.

Next, the system will scan the image.

20
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Document Management
System

—
=

= Acquire Image from Scanner or Capture
Device

Document Management System

Notes:

Document Management System

Document Management System
Associating a Picture

Acquire Image from Scanner or Capture
Device

At the bottom of your screen, the system will
display: “Enter Image Description” followed by a
text entry box. The image description is called
“SCANNEDIMAGE” by default. You may change the
description.

Do not use any spaces.

Hit <ENTER> when finished.

21
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PRODUCT MASTER FILE MAINTENANCE

e WAZZE20 INT PROD #: 110340

escription 1 2.5 POCKET OTOSCOPE B 20,Cash L0

scription 2 | 21 Mscountsbile ¥

endar # WELCH 22 .Tawable ¥

endor temy 0507 4-R00 23.Dizcontinued H

urch Agent B 2l Accept B/'O i

il Pack 1 249.Partial Ship ¥

ox Ouantiny 'l 26 1o Bypass H

ase (uantity 4 T

tocking UM BX OTY e

‘' Cosy LM BN aTy L 032

itd Sell LK e ary {LIE]

e Sell LM | ary T

turchasing LIk cs oaTy 1 32.Packing Cube

flin Sell Oty 1 13.Block Tier )

it Price 17.240 H.Owning Cof m

andard Cost 2.380 5. Submstitute lnd

‘urrent Cost 93680 36 Substitute Product?

areign Cost

thow Cost 10.110 7. Sub Price Ind o

ER LINE # TO CHANGE.DELETE TO DELETE.,Q TO ACCEPT : IHW PAGE 10F 4
| | [ | i | | i | | | |
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Document Management System

Document Management System
Associating a Picture
Load Image from a file

Highlight “Load Image from a file” and click on the
“OK” button.
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Document Management System

Document Management System
Associating a Picture
Load Image from a file

A selection box will display. From here navigate to
the folder where the image is stored. Highlight the
image name and click the “Open” button.
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Document Management System

Document Management System
Associating a Picture
Load Image from a file

At the bottom of your screen, the system will
display: “Enter Image Description” followed by a
text entry box. The image description is called
“SCANNEDIMAGE” by default. You may change the
description.

Do not use any spaces.
Hit <ENTER> when finished.
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Document Management System

Document Management System
Associating a Picture

Load Image from a file

When complete, enter ‘0’ to accept changes.
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Notes:

Document Management System

Document Management System
Viewing Image

The image that was brought into MDS, from
scanner, capture device, or specific file, can be
viewed in many places. One example to view a
product image is in the Order Entry module.

In the Order Entry Detail screen, once the
product is entered, the user can click on the
“IMAGE" icon and the image will be displayed.
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~ Where to Get More
‘E Information

p——y

- = To contact support call 973-777-8050 or
fax 973-777-3063.

= T0 access the The System’s House
website the address is:
www.tshinc.com.

Document Management System

Document Management System
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