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DOCUMENT MANAGER - PRACTICAL TUTORIAL
1. Download the Document Manager sample documents, DM_Docs.zip, from www.livestockoffice.co.nz/downloads and save to your computer.

2. Unzip the DM_Docs.zip so you can access the files.
Set up a Category

1. Start your Livestock Office program and click on the Documents menu, then select Categories.
2. In the Category field enter the text “Sale Notes”.
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3. The Security tab is optional and can be used to restrict access of documents within a category by either Priority Level (0-9) or by User Group.
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4. For the purpose of this tutorial, no details need to be entered on the Security tab.
5. Click Save Exit (or Save & Add if you wish to add more categories at this time).
Add a Document
1. Documents can be added to Clients, Agents, Carriers or Yards.

2. From the Main Menu, click on the People menu, then select Clients. Choose a client to display the details.
3. Click on the Documents tab and then click the Add button. This will bring up a browse window.
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4. Browse to the location where you saved the unzipped documents, click on the file named 1490.pdf and click the Open button.
5. Double click in the Category field and Pick the Sale Notes category.

6. Click the OK button to save a copy of the document in the database.
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7. Adding a tick to the Delete Disk Copy checkbox will cause the document to be deleted from its original location and save it in the application database.
Add Additional Documents
1. Open the client from the previous step and click on the Documents tab.

2. Right click on the white space in the Documents area to display the shortcut menu.
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3. Click on Add File to bring up the browse window as before. This time select the 1490Cows.jpg document and click Open.

4. In the New Document window, double click in the Category field to display the Document Category: Look Up window.
5. Click on the Add button and create a new category called Images.

6. Click on Save Exit to return to the Category Look Up Window.

7. Select the Images category and click Pick button or hit Alt+P on the keyboard to pick.

8. Click OK to save the document.

Add a Folder
1. Open a client and click on the Document tab.

2. Right click on the white space in the Documents area to display the shortcut menu.

3. Click on Auto-Add Folder.
4. Select the Letters folder from the location where the DM_Docs are saved.

5. Click OK.
6. The entire folder is now copied and saved in the database. The default category name is Imported Folder.
7. Right click on the Imported Folder category in the Documents tab and choose Rename Category.

8. Enter a new name eg Correspondence and click OK.

Paste a Document
1. Open My Computer and browse to the location where the sample documents are saved.
2. Right click on AC2 Card.tif and choose Copy.

3. Note: You can select multiple files if you wish:
Select a range of files by holding down the Shift key and clicking the first and last files in the range.
Select multiple documents by holding down the Ctrl key and clicking the files you want.
4. Open a Client in your Livestock Office program via People – Clients and click on the Documents tab.
5. Right click on the white space in the Documents area and select Paste Files, or click on the paste tab to the left of the Documents area.

6. The Select Category window will display. Use the drop down box to select the Correspondence category and click OK.
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7. The Document/s will now be saved in the Correspondence category.

View/Print/Edit a Document
1. Open one of the clients that you have already used in this tutorial. Notice that the Documents tab text is now displayed in blue indicating that this client has documents.

2. Click on the Documents tab to display the documents.

3. Notice there is a Sort By drop down list below the documents area. Try changing this to see the various views.
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4. If in a collated view, click the + to the left of the folder to display the contained documents.

5. Select an editable document such as Cooper Farms.doc or Sales.xls and click the Edit button to open the document with its default program.

6. Minimise the open document, and try to open the same document again.
A warning pops up to advise that you already have the document open. If another user has the document open for editing, the warning message will include details of the user name and how many minutes ago that user opened the document for editing.

7. Restore the minimized document and close it.

8. Click on a document and then click Details or double click the document to display the Document Details screen. There are several options available on this screen that are described on the next page:
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Notes:
· Click on a blank line in the Notes section to open a Documents Notes window.

· Enter a note for the document and click Save Exit. The date and time will be automatically saved, although you can change the date if you wish.

· You can add multiple notes that will be saved with the document.

· Once a Note is saved it can be subsequently edited or deleted by simply clicking on the note line.

· If a document is edited, then details of the date, time and user will be automatically recorded in the Notes.

Edit:
· If the document is editable, such as a Word document or spreadsheet, then click the Edit button to open the document in the default program (MS Word or Excel or Adobe Reader etc).

View:
· This will open the document using the default program as above, but in Read Only format so that the content may not be modified.

Print:
· This will send the document to the default printer.

· If the document is an image type (eg .jpg or .tif) then use Print to display a preview of the document.

Email:
· If you have the Mass Communications module installed, then Email will allow you to email the document to the recipient of your choice.

Save to Disk:
· This option will open the Save file As window allowing you to browse to a suitable location on your network or hard drive to save a copy of the file outside of your Livestock Office application.

Delete:
· This will remove the document from the Client/Agent/Carrier/Yard and Category and move it to Deleted Documents.
Open Related Documents
1. Open one of the clients you have already used in this tutorial.

2. If the client does not already have a Default Agent or Default Carrier, then add these now, click Save Exit and click Exit to close the Client: File Access window.
3. From the People menu, select Agents.

4. Choose the agent you entered as the Default Agent for your test client. Double click the agent or click the Display button or hit Alt+D on the keyboard to open Agent: Enquire/Change window.

5. Notice the Documents tab text is coloured blue indicating there are documents for this agent.

6. Click on the Documents tab to display the documents related to this agent.
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7. The folders are created automatically when documents are added to Clients who have this agent as their Default Agent
8. Click the + to the left of the folders to expand the contents, which will display according to the Sort By option selected (by Category, Name, Type etc).

9. The documents can be viewed, edited, printed, notes added, deleted etc as normal.

10. If the Clients have a Default Carrier, documents added to the client will also be accessible from the Carrier just as they are from the Default Agent.
11. Opening the Document Details will display a link to the originating Client so that you can go directly to the Client : Enquiry/Change window.

Search
If you know the Category
1. From the Livestock Office main menu, click on Documents and then select Categories.
2. Open the Correspondence category either by double clicking it or selecting it and clicking on Display or hitting Alt+ D on your keyboard.

3. Click the Show Documents button. Use the Sort By options to display the documents in a format that will assist you to find the one you are searching for. The Sort By Date can be useful here.
4. Open Sales.xls either by double clicking the document name, or by selecting the document and clicking the Details button.
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5. Notice the link at the bottom of the Document Details window. Click this link to open the Client : Enquiry/Change window for the client associated with this document.

Search by keyword
1. From the Livestock Office main menu, click on Documents and then select Search.

2. In the Document Search window, enter 1490 in the Enter Search Keywords field and click Search.
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3. Change the Sort By to Sort By Name to display all the matching documents, or click the + beside the folders to expand the folders and display the files.
4. You can then click on a file to select it and use Edit, Details or Delete buttons to view or manipulate the document.

5. Right clicking a document will display a shortcut menu with the following options:
View / Edit / Print / Email / Save to disk / Delete / Details

6. Opening the Document Details will display the standard screen and allow you to link directly to the Client, Agent, Carrier or Yard that the document is associated with.

Repository
This is for every other non specific document.

For example, this can be general company files or important documents for others to find.

They will be saved into the database and can be put into a category. 

1. From the Livestock Office main menu, click on Documents and then select Repository.
2. Click on the Add button and select the file called Company Disclosure Statement.docx.
3. Double click in the Category field and create a new category called Company.
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Note: You also have right click options available, you can right click in the field and add a file, auto add a whole folder of documents, or paste a document. From windows explorer you can right click on a document and select

'copy', in the repository you can right click and select 'paste'.

4. Documents in the Document Repository can be opened and manipulated just as within the other areas of Livestock Office.
Transfer Documents
1. From the Livestock Office main menu, click on Documents and then select Categories.
2. Open the Company category and click on Show Documents
3. Click on the Transfer Documents button
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4. A warning message appears, click Yes to confirm the transfer and Pick the Correspondence category.
5. All the documents that were in the Company category have now been moved to the Correspondence category.

6. Click on Delete or hit Alt+D on your keyboard.

7. Click OK on the confirmation message box to delete the Company category.

8. Open the Correspondence category and click on Show Documents to confirm the transfer was successful.

9. Hit the Delete key or Alt+D whilst in the Corresponce category. A message will appear preventing its deletion.
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Transfer a Single Document
1. From the Livestock Office main menu, click on Documents and then select Categories.
2. Open the Correspondence category and click on Show Documents.
3. Select the AC2 Card.tif file can click on the Details button.

4. Double click in the Category field and select Images.
5. Click the Pick button.

6. Click the Save button.

7. The AC2 Card.tif file will now be in Images category.

Deleted Documents
8. From the Livestock Office main menu, click on Documents and then select Categories.
9. Open the Correspondence category and click on Show Documents.
10. Double click the Company Disclosure Statement.docx file and click on the Delete button.

11. Click Yes on the confirmation message box.

12. Exit out of Document Categories and open Deleted Documents from the Documents menu.

13. All the deleted documents will display here and can be permanently deleted by selecting the document and hitting the Delete key
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