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Introduction

A paperless office (or paper-free office) is a work environment in which the use of paper is eliminated
or greatly reduced. This is done by converting documents and other papers into digital form, a
process known as digitization.

Are you ready to digitize your processes and move to a paperless office with just a few clicks?
Then start now with Document Archive!

Document Archive provides the storage of attachments on master data like customers, vendors &
items, but also on your purchase and sales documents. Of course these attachments are transferred
to posted documents as well.

This with an easy drag-and-drop method to prevent unnecessary actions like saving on your desktop
before storing it in Microsoft Dynamics 365 Business Central.

With the additional features of document categories and permission by document category you are
in complete control of how the attachments are organized and who can access & modify them.

Document Archive stores the data in an online environment (like SharePoint). This ensures that you
access your attachments at any time and at any place!

See a list of the full features below.

Features & Benefits

v’ Easy storage with drag-and-drop functionality

v Drag-and-Drop directly from Microsoft Outlook

v" Available on more than 95 pages for master data like customers, vendors & items,
documents and posted documents of purchase & sales and more!

Use document categories to organizing your attachments

Set up permissions per document category and user group

Online storage options like SharePoint

Set up easily with a wizard for a quick start

SRNENEN

This app supports both the Essential and Premium editions of Microsoft Dynamics 365 Business
Central.
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Freeto Try

This extension can be used for free, without limitations in one or more of your Dynamics 365
Business Central Sandbox environments. When you use the features that would require a
subscription for use in one of your Production environments, a notification will be displayed that
informs you that you are using such a feature.

To use all the features of the extension in a Production environment you can start a free trial
subscription that will automatically change to a paid subscription after the trial ends. You can cancel
your subscription at any time you like and will be able to use the features of the app until the current
invoicing period ends.

To manage your subscriptions, you can use the Apportunix Subscriptions page. On this page you can
start or cancel subscriptions for Apportunix apps and view or update the payment methods that are
used for your subscriptions.

Dynamics 365 Business Central

CRONUS International Ltd. Sales Purchasing Inventory Posted Documents Setup > =

Apportunix Subscriptions: Al - O Search 4 Create Subscription & Change Payment Method Y = 24 [
App Name Plan Name Status Start Date End Date Trial Start Date
Document Archive : EUR Active 1/14/2021 2:54 PM

Please note that your payments are handled safely, in a PCl-compliant manner, in cooperation with
our payment provider Stripe. For more information, please feel free to contact us by visiting the
Contact page on our website.
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Installation

The Document Archive extension can be installed from the Extension Marketplace (AppSource).
To install the extension, please follow the following steps:

1. In Microsoft Dynamics 365 Business Central, go to Setup & Extensions > Extensions
2. Open the Extension Marketplace (AppSource) via: Manage > Extension Marketplace

Dynamics 365 Business Central Sandbox 0 PO
CRONUS NL { 3ales Purchasing Setup & Extensions - =
Extensions:  All -~ S0 Search  Manage - Page . Yo [

- -*—j .

. Microsoft dl Extension Marketplace
QL

| =& | Digital Tax Declaration for

';‘";P‘L_.,f v. 16.3.14085.14846 E} Upload Extension

Apportunix & Deployment Status

ps Document Creator g iy

-ﬂ-* Configure
Apportunix

Document Creator W1 Tel [ pgwnload Source
0 Learn More

N, Microsoft

Essential Business Headlir B2 Refresh

16.3.14085.14257

('\r\; - "\\‘

3. Search for and select “Document Archive” (By Apportunix)

4. Please take note of the End-User License Agreement and Privacy Statement

5. Choose FREE TRIAL, enter your details, and follow the further steps in the Extension
Installation page that will open in Microsoft Dynamics 365 Business Central.
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Permissions Configuration

After the Document Archive extension has been installed, a permission set for the extension will have
been added to your Business Central environment.

Dynamics 365 Business Central

Sandbox

O Search T Mew & Edit List il Delete B3 Permissions &8 User Groups BB Copy Permission Set.. -+ v = (

Bermission Set 1 W Name Type Extension

=5 DOCUMENT ARCHIVE : Document Archive Extension Document Archive

This permission set should be assigned to relevant users or user groups.

To assign the permission set to users:

1. Select the magnifying glass icon (Tell Me) on the top right corner of Microsoft Dynamics 365
Business Central to open search, enter Users, and then choose the related link.

Dynamics 365 Business Central Sandbox

Tell me what you want to do X
Users
On current page (Permission Sets) Show all (4)

&% User Groups
Set up or modify user groups as a fast way of giving users access to the functionality that is re...

89 Permissions
View or edit which feature objects users need to access, and set up the related permissions in ...

& User by User Group

View and assign user groups to users.

Go to Pages and Tasks Show all (18)

> Users Lists A
B

> ADCS Users Lists

> User Groups Lists

2. Select the user that you want to assign permission to. Any permission sets that are already
assigned to the user are displayed in the Permission Sets FactBox.
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3. Choose the Edit action to open the User Card page.

4, On the User Permission Sets FastTab, on a new ling, fill in the Permission Set field with the
permission set for the Document Mail Queue extension.

For more information, please refer to Dynamics 365 Business Central documentation - Managing
Users and Permissions
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Setup & Usage

This chapter provides details about how to set up and use the functionality of this extension and will
present several examples and scenarios to demonstrate the functionalities. A basic understanding of
how to work with Microsoft Dynamics 365 Business Central is presumed.

Document Archive Setup Wizard

Document Archive has an integrated setup wizard to assist you with the initial configuration of the
app. It Is recommended to use the setup wizard.

1. Find and open the Document Archive Setup Wizard in Tell Me

Dynamics 365 Business Central

0

me what you want to do < X
doc archive setup wizard

Go to Pages and Tasks

> Document Archive Setup Wizard Administration

Didn't find what you were looking for? Try exploring

2. Read the introduction and click on Next

Dynamics 365 Business Central

CROMUS International Ltd. Sales Purchasing Inventory Posted Documents Setup & Extensions =

Sales Orders  Items  Customers s
Document Archive Setup Wizard S X

Headline

03

G d 1: er > Sales
O O a te r n a Welcome to the Document Archive Setup 1 ’ S
> History

The Document Archive app allows you to easily attach files to your documents and
entities in Business Central.

This setup guide helps you to configure preferences and the destination for your files

O {i.e, your document archive).
You will choose a file destination, set up authentication and finally set your
Activities - preferences for the app.
For Release
Let's go!
Sales Quotes - Choose Next to get started. ! Sales Credit M...
Open Open - Open
> >
User Tasks Email St
My User Tasks Email Status Approvals
Failed Emails in Draft Emails in Sent Emails Lact Reguests Sent .
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3. Read the notes of the subscription and click on Next

Dynamics 365 Business Central Sandbox O
CROMNUS International Ltd. | Sales Purchasing Inventory Posted Documents Setup & Extensions | =
Sales Orders  ltems  Customers s
Document Archive Setup Wizard 7 X
Headline

@3 er > Sales
GOOd afternﬂ 0 > Reports

Subscription B
; . ) - > History
To use the app in a Production environment you need to set up a subscription. -

Sandbox

®0 You are currently working in a Sandbox environment which means you can use a
features without any restrictions!

Activities

For Release

Sales Credit M.
- Open

Sales Quotes - Sales Orders -
Open Open

0 20 T

>

> >

T | EEE

My User Tasks Email Status Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

User Tasks Email Sti

4. Choose your preferred File handler and click on Next
Note: currently it is only possible to store documents in SharePoint. More options will come
available in new versions

Dynamics 365 Business Central Sandbox O
CRONUS International Ltd. | Sales Purchasing Inventory Posted Documents Setup & Extensions | =
Sales Orders  Items  Customers s
Document Archive Setup Wizard 7 X
Headline

@ er > Sales
GOOd afternﬂ 0 > Reports

Select a File Handler

> History
First, let's select the type of file handler to use for your file attachments -

File Handler SharePoint hd

*0

Activities

For Release

Sales Quotes - Sales Orders -
Open

20

Sales Credit M.
- Open

T

>

>

T | EEE

My User Tasks Email Status Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

User Tasks Email St

5. Create an Azure App Registration and click on Next .
During the Azure App Registration, please set up the required APl Permissions as listed in the
wizard.
To assist you with the Azure App Registration, please use the following documentation from
Microsoft: Quickstart: Register an app in the Microsoft identity platform | Microsoft Docs.
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Dynamics 365 Business Central Sandbox O

CROMUS International Ltd. | Sales Purchasing Inventory Posted Documents Setup & Extensions | =

Sales Orders  ltems  Customers e
Document Archive Setup Wizard X

Headline

@ er > Sales
GOOd afternﬂ 0 > Reports

Create Azure App Registration

> History
Mext, we need to create an Azure App Registration to authenticate with the file -

handler.

.0 Azure App Registration

Create an Azure App Registration, and configure the permissions as listed below:
Activities
Learn more about how to register an application

For Release

Regquired API Permissions- 4

Sales Credit M...
- Open

Sales Quotes - Sales Orders -
Open Open ~
Scope T

O 2 O = hitpsi//graph.microsoft.com/Files.ReadWrite. Al : 1

https://graph.microsoft.com/Sites.Read. Al

> > >

httns:/faranh.microsoft.rom/LIser.Read

e

My User Tasks Email Status Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

User Tasks Email St

6. Edit and complete the OAuth 2.0 configuration by clicking on the Edit button.

Dynamics 365 Business Central Sandbox O
CRONUS International Ltd. | Sales Purchasing Inventory Posted Documents Setup & Extensions | =
Sales Orders  Items  Customers s
Document Archive Setup Wizard 5K
Headline

@ er > Sales
GOOd afternﬂ 0 > Reports

Set up Authentication

> History
Mext, let’s configure authentication for the file handler that you selected. -

QAuth 2.0

.0 We have already preconfigured some of the settings for you. Please choose Edit and
complete the configuration with your credentials.

Activities

Code DCA_SHAREPOINT e

For Release rns

Sales Quotes - Sales Orders - Connect Sales Credit M...

Lz B Choose Mext to authenticate with the configuration. =t

> > >

| e

User Tasks Email 5t
My User Tasks Email Status Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

7. Perform the following steps in the next page and click on Next:
a. The fields Code and Description are filled in with a default value, but can be changed
manually.
b. Fillin the Application / Client ID and the Client Secret which are provided during the
Azure App Registration of step 5.
c. Grant Type is set up with Authorization Code as default and as preferred grant type.
Can be changed manually to your preferences.
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d. Authorization URL and Access Token URL are filled in based on your working
environment (i.e., for your current AAD tenant), but can be changed if necessary.
e. Close the OAuth 2.0 Application page with Close.

Dynamics 365 Business Central

Sandbox

CRONUS International Ltd. | Sales-~  Purchasing Inventory Posted Documents - Setup & EXtensions | =
Sales Orders 1 Edit - OAuth 2.0 Application - DCA_SHAREPOINT S X s
Headline Manage e Request Access Token £ Refresh Access Token @ Apply Default Settings
Good g
Code DCA_SHAREFOINT 0] Client Secret *
Description Document Archive {SharePoint) Grant Type Authorization Code w
&0 Status Prompt Interaction Mo prompt parameter inthe n W
Activities -~ application / Client 1D . % Redirect URL
For Release
Sy Scopes Mznage =
O Scope T
> > https://graph.microsoft.com/Files ReadWrite.Al

hitps:/

User Tasks

My User Tasks

CITan Staws

'/graph.microsoft.com/Si

tes.Read.Al

Failed Emails in Draft Emails in Sent Emails Last

APpIOvars
T

8. After clicking on Next, Document Archive will validate the connection and credentials set up
and will provide a message when the authentication is successful.
Please fix the OAuth 2.0 Application if there is an error given by checking the error message.

Close the message by clicking on OK

Dynamics 365 Business Central

CROMNUS International Ltd. Sales Purchasing Inventory Posted Documents Setup & Extensions =
Sales Orders  ltems  Customers s
Document Archive Setup Wizard 7 X
Headline
@3 er > Sales
Good afterne =
Set up SharePoint File Handler B
> History

Mow, we can configure the settings for the SharePoint file handler.

De Authenticated successfully.
e0 =4
Activities Sif
For Release Si

Sales Quotes - or
Open

v

Drive Name

>

User Tasks Email 5tz

,—| Sales Credit M...

- Open

e -

My User Tasks

Email Status

Failed Emails in Draft Emails in Sent Emails Last

Approvals

[
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9. Fillin the Site ID and Drive ID of the preferred SharePoint page.
The options available are linked to your Office environment.
If you create a new site and drive during this setup, you can refresh the available sites and
drives by clicking the Refresh button

Dynamics 365 Business Central Sandbox O
CROMNUS International Ltd. | Sales Purchasing Inventory Posted Documents Setup & Extensions | =
Sales Orders  ltems  Customers s
Document Archive Setup Wizard SOX
Headline

@3 Br > Sales
GOOd afternﬂ 0 )Relpcrts

Set up SharePoint File Handler

> History
Mow, we can configure the settings for the SharePoint file handler. -

Destination
*00 Configure where you want your files to be stored.
Activities Site ID wshtestramon.sharepoint.com, fedal678-8¢ ~
For Release Site Mame BC_DocArchive
Sales Quotes - Sales Orders - Drive ID bleBZK_iuEUUM2KjS32ThWVEOLOnemvTKI Sales Credit M...
Open Open - Open
0 2 0 Drive Name Documents ’]

> > >

Nl - |

My User Tasks Email Status Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

User Tasks Email 5t&

10. Check the following default setup and change if preferred. Details of the following setup will
be listed further on in the manual.
Click on Next to proceed with the wizard.

Dynamics 365 Business Central

CROMNUS International Ltd. | Sales Purchasing Inventory Posted Documents Setup & Extensions | =

Sales Orders  ltems  Customers s
Document Archive Setup Wizard 7 X

Headline

@3 er > Sales
GOOd afternﬂ 0 > Reports

Set up General Settings B
> History

Finally, let’s configure the general settings for the app

General
woe FactBox Type Files ~
Activities
Categories
For Release Category Selection Method Use default ~
Sales Quotes - Sales Orders - Default Category DEFAULT w Sales Credit M.
Open Open - Open
0 |20 | 1
File Mo. Series DCA e

> > >

T | EEE

My User Tasks Email Status Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

User Tasks Email Sti
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11. Click on Finish to finish the setup and start using Document Archive.

Dynamics 365 Business Central Sandbox Q
CROMNUS International Ltd. Sales Purchasing Inventory Posted Documents Setup & Extensions =
Sales Orders  ltems  Customers s

Document Archive Setup Wizard 7 X
Headline
@3 er > Sales
Good afterng 0 > raors
Set up General Settings P
History
Finally, let’s configure the general settings for the app -
General
UEE FactBox Type Files hd
Activities
Categories
For Release Category Selection Method Use default hd
Sales Quotes - Sales Orders - Default Category DEFAULT w Sales Credit M.
Open Open - Open
0 20
File Mo. Series DCA e
> >
e |
User Tasks Email S5t
My User Tasks Email Status Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

12. If you want to set up additional permissions for user groups you can access this page directly
by clicking on Yes in the following message.
If you want to this later on, click on No.

Dynamics 365 Business Central Sandbox O
CROMUS International Ltd. | Sales Purchasing Inventory Posted Documents Setup & Extensions =
Sales Orders  Items  Customers Document Archive Setup Wizard 7 X 7
Headline X All features of the "Document Archive™ app can be us... Disable N... ~
ler > Sales
Good afterng v N
All Done > History

‘You can now start attachina files to wour documents and entities in Business Central!

Le @ You have completed the setup for Document Archivel

LRO Do you want to set up permissions for user groups as well?
iviti N af
Activities Fit

Sales Quotes - Sales Orders -
Open

20

>

User Tasks Email 5t Finish

My User Tasks Email Status ‘Approvals

Failed Emails in Draft Emails in Sent Emails Last Reguests Sent

Document Archive is now configured and can be used.

More details about the setup can be found in the chapter Error! Reference source not found..
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Usage

Document Archive Files Factbox

The Document Archive Files factbox can be found on the page views of your master data and
documents. A complete list of where the factbox is available can be found in the Document Archive
Pages section of this manual.

Dynamics 365 Business Central Sandbox

Py
€& item Card | &) - [l  Saved i
J

1000 - Bicycle

Process Item Prices & Discounts Reguest Approval Actions Related Fewe ns L
) Il attack . o
Item Show ez U Details | attachments (0)
Mo 000 N Document Archive Files
Bicycle Au LT. - (@ )
Categon Sile Mame
[CHD)] " tem ..
(There is nothing to show in this view)
Inventory A Purchasing Code i
Base Unit of Me PCS ~ Deposit
Last Date Mod 12/29/2020 Depo Em -
ar tem Mo. I
em Category C R Qfy- per Unit o 0
Picture
Inventory how les
shelf Mo, 4 Qty. on 0
Created From C Qty. on Assemb 0

How to store an attachment

1. Open the page of a preferred entity. In this example: Item 1000 Bicycle
2. Use one of the following options to attach a document to the entity
l. Drag and drop a file from a local or cloud folder to the Drop you files area

Dynamics 365 Business Central Sandbox

& e oo 7+

1000 - Bicycle

Process  ltem  Prices & Discounts  Request Approva Actions  Relates

) Details il Attachments (0)

[ Document Archive Files

1 » Document Archive v O Zoeken in Docum...

Naam Gewi

{There is nathing to show in this view}
|=] Item 1000 User Manual 1-1-

~

4 + Kopigren

Picture ~
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Il Drag and drop a e-mail from Microsoft Outlook

Dynamics 365 Business Central

& ttem Card s - ! =
1000 - Bicycle
Process  Item  Prices & Discounts  Request Approval Actions  Related ®

App Support - Postvak IN - App Support - Outlook hulpmiddelen... RSl () Details Il Attachments (0)

Start  Verzenden/ontvangen Map Beeld Help Zoeken Q Uitleg

% o = @] E <3 Beantwoorden = ’ |

) Allen beantwoorden {5y ~

Document Archive Files

Nieuwe Verwijderen Archiveren Snelle Verplaats »
meeting Doorsturen Bh~  stappen~ -

i (Thers is nothing to show in this view) °
TeamVie.. Verwijderen Reageren Snelle s.. & -
item 1000 Bicyle % | Huiige map - o
: Attach this to [[igy gleloly M

Resultaten OpDatum ~ 1T o 7
Bl Stef i [-
Aan @ App Support 1 L 1 ; N

Met vriendelijke groet,

Picture -
Stefan Klop

lll.  Open the File Explorer, locate and select the document and click on Open

Dynamics 365 Business Central

Y- Vs o - ot

1000 - Bicycle

Process  ftem  Prices & Discounts  Request Approva Actions  Related  Fewer options @®
[I— o | 1) Details I Attachments (0)
Document Archive Files
+ Dezepc » Bureaublad » Document Archive v J} Zoeken in Decument Archive
Nieuwe map B » [ o Cat=gory File Name
oeveld © Neam Gewifzigd op Type Groott Thre = nothin o <ho n e i) °
19-1 \=| Item 1000 User Manual 11-1-2021 15:52 Tekstdocument
General
dimeveld
Jinxveld J,
L=
tions B.Y
nix - Ap
iSolutio v ¢ 5| Picture
Bestandsnaam: |ltern 1000 User Manual | Alfles v

l Openen I Annuleren

3. The document is now attached to the entity with the following data
I.  Category The category of the document
Now setup with Default due to the configuration in the
Document Archive Setup (Wizard)
1. File name The file name and extension of the document
M. Created Date/Time Date/time when the document was stored
Only for drag-and-drop of an e-mail from Microsoft Outlook:
V. Message From Sender Name of the e-mail
V. Message Date/Time  Sender Date/Time of the e-mail
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Dynamics 365 Business Central Sandbox

1000 - Bicycle

Process Item Prices & Discounts Request Approval Actions Related Fewer options 0]
) il Attack nic (0}

Item — L) Details I Attachments (0)

No 000 Service ltem G Document Archive Files

Descriptio Bicycle Auto L T

Blocked Comman Iterr

< ockea tem 1000 User Manual.txt

Type nventory °

Base Unit of Me. PCS

Last Date Modif.. 12/29/2020

& | | Dropyourfeshes

. R Qty. per Unit o 0 | L=

em Category C |
Picture

Inventory how e

Shelf No. 4 Qty. on Job Orde 0

Created From C Q 0

How to delete a Document Archive File

1. Click on Show more options (three dots) of the file to delete
2. Click on Delete Line

Dynamics 365 Business Central Sandbox

N .
€ ltem Card [ &) -+ i v Saved g
S

1000 - Bicycle

Process Item Prices & Discounts Request Approval Actions Related Fewer options ®
0) I Attac ()
ltem ) Details I Attachments ()
No. 990 Cen S Document Archive Files -
g 2EMVICE Item G A
Descriptio Bicycle Auto it T [CHED]
Caregon File Mame
Blocked e ) Comman ltem .. DEFAULT &N [tem 1000 User Manual.txt
Type Inventory ~ Purchasing Code - Manage °
Base Unit of Me C
Base Unit of Me... PCS \ Deposit # FEdit Category
Last Date Mod 12/29/2020 Deposit [tem e =x Delete Line
GTIN tem No. M Select More
- B
em Category C. B Oy per Unit of 0
Picture
Inventory how =
Sh 4 Qty. on Jab Orde 0
Created From C... Qty. on Assembil... 0

After deleting the Document Archive File the file in the storage will also be deleted
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Document Archive Categories

Categories can be used to organize your attachments. The document archive categories can be set up
in the Document Archive Categories page.

Setup Document Archive Categories

1. Find and open Document Archive Categories in Tell Me

Dynamics 365 Business Central

Tell me what you want to do A X
document archive ca

Go to Pages and Tasks

Document Archive Categories Iy stration

Didn't find what you were looking for? Try exploring

Shelf No F4 Qty. on Job Order v]

on Assembl.. v}

reated From Ca Oty

2. Create new categories or edit/delete existing categories in this page.
Each category has the following mandatory fields
a. Code The code of the Category
b. Description The description of the Category

Dynamics 365 Business Central

100[ 2 searcn T New B Edit List il Delete 3_-' Permission Groups ui Open in Exce Y =

Process @

Item > |DEFALLT

Mo

Descript

Blocked

Type

Base Un

Last Dat .
GTIN

tem Ca

Invent

Shelf Nt

Created
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Initial Document Archive Category

The initial category of an attachment is determined by the setup in the Document Archive Setup. The
available options are found in the Categories section and provides the following options based on the
Category Selection Method.

Category Selection Method Initial Category _

Use selected category Based on the selected category when Only available for FactBox
attaching the document Type = Categories
Select on file upload Select preferred category after

attaching the document

Use default The Default Category of the Document  Default Category is
Archive Setup mandatory to set up in the

Document Archive Setup

Dynamics 365 Business Central

Document Archive Setu o

-u." Open Setup Wizard " Categories ﬁ_-' Permission Groups q." File Handler Settings _O
General
‘) ....... Type Files hd

Categories __
Category Selection M... Use default N Default Category DEFAULT

.‘.

|

Files
File Handler SharePoint b File No. Series DCA ~ —

Change Document Archive Category

To change category of an attachment:

1. Click on Show more options (three dots) of the file to change.
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2. Click on Edit Category.

Dynamics 365 Business Central

Qopportunix

1000 - Bicycle

D Details il Attachments (0)

Document Archive Files

DEFAULT i item 1000 User Manual.bet
Manage °

Process Item Prices & Discounts Reguest Approval Actions wer optio
Item how les
No 1000 Service ltem G
Bicycle
atego
Type nventory Purchasing Code
Base Unit of Me PC Deposit
se U B Cs P # Edit Category
12/29/2020 eRosEn #x Delete Line
T fem Mo M Select More
- -
- Qty. per Unit of o =
e
Picture
Inventory how les
Shelf No, F4 Qty. on Job Orde 0
Created From Qty. on Assemb 0

Dynamics 365 Business Central

Sandbox

= tem Card
1000 - Bicycle

7 Details i Attachments (0)

Document Archive Files

AULT &N [tem 1000 User Manual.txt
Manage °

M Select More

Process Item Prices & Discounts Request Approval Actions ewer options
ltem how le:
No 1000 Service ltem G
Descriptio Bicycle Auto wt, T,
Blocked Common Item A
Type Inventory
Base Unit of Me P!
ase £ s # Edit Category
Last Date Mod 12/29/2020 =x Delete Line
ot
-
em Category C
Picture
Inventory how le:
Shelf No. 4 Qty. on Job O o
Cr From Qty. on Assembl... 0

4. The category is now changed.
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Dynamics 365 Business Central Sandbox

1000 - Bicycle

Process Item Prices & Discounts Request Approval Actions Related Fewe ns ®
0] i Attac ()
ltem R i} Details Il Attachments (0)
No 1000 Document Archive Files -
Descriptio Bicycle Auto wt. T
Catzgory ile Name
Blocked Common Item
mockea ¢ TRUSTED :  [Jtem 1000 User Manual.txt
Type nventory °
Base Unit of Me. PCS
Last Date Mod 12/29/2020
J
S . Qty. per Unit o 0 —l
te C.
Picture
Inventory how les ——
Shelf No. 4 Qty. on Job Orde o
Created From C... Qty. on Assembl... 0

Notes

e The visibility of the available categories is based on the setup of the permissions of the
category

e The visibility and accessibility of the file can change after assigning a new category due the
permission of the category

Document Archive Permission Groups

With the Document Archive Permission Groups you can set up the permissions per User Group for
each Document Archive Category.

1. Find and open Document Archive Permission Groups in Tell Me.

Dynamics 365 Business Central Sandbox

ell me what you want to do © X
document archive permission group

Go to Pages and Tasks

> Document Archive Permission Groups Administration

Didn't find what you were locking for? Try exploring

USer 1asks cmai >tatus Approvais
My User Tasks Email Status Approvals
Failed Emails in Draft Emails in Sent Emails Last @
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2. Inthe Document Archive Permissions Groups page you can see the existing permissions by
Document Category and User Group.

a. Top section (blue) Configured Category / User Group combinations
b. Bottom section (green) Permissions for the selected Category / User Group
Combination

Sandbox O

Dynamics 365 Business Central

Saved

O Search  + Mew & Edit List il Delete &% User Groups +' Grant All Permissions X Revoke All Permissions [ Open in Exce v = @
DEFAULT
> |DEFAULT o] D365 SALES Post sales doc.
TRUSTED
Permissions

Type t ermissio

] Read Yes
Insert Yes
Meodify
Delete
Execute

Top set up a new Document Archive Permission Group

3. Create a new entry by clicking on New in the ribbon.

Sandbox Q

Dynamics 365 Business Central

Saved

O seard + New & Edit List i Delete &8 User Groups ~ Grant All Permissions X Revoke All Permissions [ Open in Exce v o= @
DEFAULT
> |DEFAULT o] 365 SALES Post sales doc.
TRUSTED
Permissions

Type t ermissio

> Read Yes
Insert Yes
Madify
Delete
Execute

v
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4. Fillin the Category code and the User Group combination for which you want to set up the
permissions.

Dynamics 365 Business Central Sandbox

O search T+ Mew &k Edit List i Delete &% User Groups «' Grant All Permissions X Revoke All Permissions @8 Open in Exce T

2]
st sales doc,

Code t Description

-  DEFAULT Default file category
TRUSTED Trusted files

-+ New Select from fu

Permissions
Read Yes
Insert Yes
Madify Yes
Delete Yes
- Execute Yes

5. Assign the preferred permission in the subpage.

Dynamics 365 Business Central Sandbox

“— & Parmis Saved
O Search Maw & Edit List il Delete &8 User Groups  +/ Grant All Permissions X Revoke All Permissions [ Open in Excel v = C
DEFAULT
> DEFAULT : - D365 TEAM MEMBER Member
DEFAULT D365 SALES Post sales doc.
TRUSTED
Permissions

> Read : v
Insert
Modify Yes
Delete
Execute

-

You can grant all permissions for a Document Archive Permission Group with the action Grant All
Permissions.
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Dynamics 365 Business Central

< -
O searcn New ¥ Edit List De X Revoke All Permissions (8 Open in Excel 7 = G
Permissions

You can revoke all permissions for a Document Archive Permission Group with the action Revoke
All Permissions.

Dynamics 365 Business Central

Permissions

Insert
Modiy
Decte

Erecute

Note: The permissions of a Document Archive Permissions Group with no User Group assigned,
will be applicable for all users. You are warned with a message when you set up this
configuration.

Dynamics 365 Business Central Sandbox

€ Document Archive ups ot saved 1 c
D Search  + Mew & Edit List il Delete &8 User Groups ' Grant All Permissions X Revoke All Permissions @A Open in Exce —
=]
D365 TEAM MEMBER
@ You are about to create a permission group for all users {i.e, User
Group = ")
Do you want to continue?
Permissions
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Miscellaneous

Document Archive with Posted Documents

The Document Archive Files will be automatically transferred from a document to the posted
document during posting.

The picture below shows an example of a Document Archive File being transferred when a Sales
Invoice is posted.

Contral

[«
[«

Customer Statistics — Incoming Dacument Files

Document Archive Role Center Entries

The pages for Document Archive can be found in the Apportunix role center.

Dynamics 365 Business Central

Sandbox

CROMUS International Ltd. Find Expand | Collapse

Apportunix

Company Hub

Administration

Explore » Explore » Explore
Setup (1) Home (2) General (3)
Subscriptions (2) Setup (3) Data (5)
Document Archive (4) - Users (8)
- Document Archive Setup Workflow (11
- Document Archive Setup Wizard Services (1 é;. '
- Document Archive Categories Rapidstart (2)
- Document Archive...rmission Groups Human Resources . o
y » Explore
Price & ltem Management () Employees (3)
% Setup (11) -~
-~ Manufacturing
> Explore
Product Design (5]
Finance a
b 5 Capacities (6)
> Explore Purchasing . =
General Ledger (11) > Explore Planning (&)

Cash Management (2)

Purchasing (15)

Operations (9)

Cost Accounting () Planning (16) c”“"'? ‘9
Receivables (12) Inventory & Costing (2) Setup (1)
17 P
Payables (9) Setup (17)
S

Fixed Assets (2)
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Document Archive Pages

Document Archive is available on the following pages:

Customer Card
Customer List

Vendor Card

Vendor List

Item Card

Sales Quote

Sales Order

Sales Invoice

Sales Credit Memo
Purchase Quote
Purchase Order
Purchase Invoice
Purchase Credit Memo
Resource Card

Job Card

Job List

Posted Sales Shipment
Posted Sales Invoice
Posted Sales Credit Memo

Posted Purchase Receipt
Posted Purchase Invoice
Posted Purchase Credit Memo
Posted Sales Shipments

Posted Sales Invoices
Posted Sales Credit Memos
Posted Purchase Receipts
Posted Purchase Invoices
Posted Purchase Credit Memos
Blanket Sales Order
Blanket Purchase Order
Assembly Order

Contact Card

Contact List

Opportunity List

Opportunity Card

Sales Order Archive

Sales Quote Archive
Purchase Quote Archive
Purchase Order Archive
Warehouse Receipt

Service Order

Service Invoice

Service Credit Memo
Service Quote

Posted Service Credit Memos
Posted Service Credit Memo
Posted Service Shipments
Posted Service Shipment
Posted Service Invoices
Posted Service Invoice
Service Item Card

Service Item List

Service Contract

Service Contract Quote

Sales Return Order Archive
Sales Return Order

Purchase Return Order
Purchase Return Order Archive

Posted Return Shipment
Posted Return Shipments
Posted Return Receipt
Posted Return Receipts
Posted Whse. Receipt
Warehouse Shipment
Posted Whse. Shipment
Posted Whse. Shipment List
Blanket Sales Orders
Sales Return Order List
Sales Order List

Purchase Quotes

Blanket Purchase Orders
Purchase Return Order List
Service Quotes

Service Orders

Service Invoices

Service Credit Memos
Service Contracts

Service Contract Quotes
Purchase Quote Archives
Purchase Order Archives
Sales Quote Archives

Sales Order Archives
Planned Production Order
Firm Planned Prod. Order
Released Production Order
Simulated Production Order
Assembly Orders

Item List

Sales Invoice List

Sales Credit Memos
Sales Quotes
Production Order List

Resource List

Qopportunix
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