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1. Introduction

There is a document storage facility on the BluWave Software system, where the users could save
documents in folders that the System Administrator can define. These are stored permanently on our
secure server.

BluWave Software allows users to associate a document to the following forms on the system:
e Activities
e Opportunities

e Emails
e Current Products
e Job Cards

In order for documents to be added to these forms, the system would need access to those documents.
The only way for Bluwave to have access to these documents are if they are uploaded to our secure server.

This feature not only allows the user to associate the correct documentation with records on the system,
but also allows access to those documents anytime & anywhere. This would be another centralization of
information feature of the system.

This storage facility should only be used to store customer related documentation as well as marketing and
company related documentation.

We do not recommend using this facility for storing all your company documents.

There is an 8MB per individual file size limit.

Administrators should create folders and subfolders on the BluWave document management area to allow
for uploading marketing materials and quotes created by the system. These documents can then be
attached to emails and sent to customers.

Folders can either be public or private.

Public Folders are folders where other users would be able to view the content, but not change or delete. A
Sales manager could have a public folder dedicated to marketing brochures and catalogues.

Private Folders are used for users to add in different documentation necessary.
Each user should have at least one folder to their name in order to store documents on the secure server.

By sending quotes from BluWave, the system will automatically create a folder called “Quotes” and the
year as the subfolders and save a copy of the quote in there.
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2. Viewing the Document Management page
To view the Document Management page, click on the System Setup Tab and then the Documents sub-tab
The top portion of the screen will allow the user to add documents to the server from their computers,

while the bottom portion will allow the user to search and view the documents that are stored in the —
different folders.

Getling Started | User Profile | Log Oui?
"."‘l BluWave
BORTWARE
Home || Activities || Leads || Contacts || Companies || Opportunities || Reports || System Setup |[ Financials || List Manager |
| — 1l ;s al: | m— 1l a; 1
CRM Setup | Administer Users | Edit Profile | mports | Quote Setup | Pricelist Management | Documents | Wolume Pricing | Workflow |
Document Management
)_) Search r

Upload your Files to the Server

Search Sales Staff Michelle Snyders v 0

within | Ple@se Select.. v Save in Folder/Subfolder
—

¥ | | Add/Edit Folders
- 1
Select your file to Uplead: Choose File | No file chosen

Description of your File:

() Quick Create

Upload File
Please Select... v
—_
Search: Search by Field File Name * Filz Description
Please type in your search Search 0
Calendar P y - !
= September 2018 2 Filter files: Sales Staff: | Michelle Snyders v | Folder: | (Al Folders) v | Sub Folder: v
Mo Tu We Th Fr Sa Su Folder Sub Folder | Sales Rep | File Description File Name — —
£ 2022 A AT gy | Sompany Michelle | yonioad (\ dawnload (1).png Dload | View | Del
Docs Snyders
2 32 4 5 8 I B8 _ ’
9 101 12 13 14 15| |O0BO201| SOMPANY ';'Ai’;i':: 393753-200 393753-200.png Dioad | View | Del
_

2.1 Searching for afile

The user will be able to search for a specific document by typing in either the file name o file description in
the search field and then clicking on the Search button. The user could also change under which Sales staff
the search should be done by changing the filter settings in dropdown fields below the search field.

Once the user has found the file they were looking for, the user could either Download, View or Delete the
file (depending on their user rights).
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3. To Add Folder/ Subfolder for the Users

To view the Document Management page, click on the System Setup Tab and then the Documents sub-
tab.

Getting Started | User Profile | Log Out?
w-{ BluWave
fsorTwamRre
Home || Activities |[ Leads || Contacts [ Companies || Opportunities || Reports h System Setup || Financials || List Manager |
| — 8 | — s 1 | ] 1
CRM Setup | Administer Users | Edit Profile | mports | Quote Setup | Pricelist Management | Documents | Volume Pricing | Workflow |

Document Management

P
).) Search
Upload your Files to the Server
Sesrch Sales Staff Michelle Snyders v 0
within | Ple@se Select...

-

Save in Folder/Subfolder v Add/Edit Folders

Select your file te Upload: Choose File | No file chosen

Descriplion of your File:

() Quick Create

Upload File
L FrEmTE |
Please Selact... v
Search: Search by Fisld File Name * File Description
Pleasea type in your search Search 0
I |

2 Filter files: Sales Staff: | Michelle Snyders v | Folder: | (Al Folders) v | Sub Folder: A
Mo Tu Wwe Th Fr 33 fu Faolder Sub Folder | Sales Rep | File Description File Name
®Emomozmom A L agngmorg | Someany Michelle | yovnioad (1) download (1).png Digad | View | Del

lal] Snyders

2 3 4 5 8 I B _ .
9 10 1 12 13 14 45| |06082019 | SATPANY Qﬁ;‘ﬂ:‘: 393783-200 393743200 png Dioad | View | Del

To add folders for users, click on the Add/Edit Folders button.

Document Folder Maintenance

Add Mew Folder v Sales Siaff Michelle Snyders A
Type Mew Folder Hame: Public Folder?
| Save Folder | Exit

Public Folder = Sub Folder Name

Delete | Michelle Snyders Company Docs < True
Delete | Michelle Snyders Cluotes Falzse 20149
Delete | Michelle Snyders ServiceRequests < True 2019

The first dropdown field will allow the user to either add in a new folder or sub-folder.
Then the sales staff would be selected to specify who the folder would be belong to.
The folder name could be anything; we suggest keeping it descriptive.

By checking the Public Folder? Checkbox, the folder and its contents would be visible to other users. They
would however not be able to delete any documents in that folder.
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4. Attaching a File to the System
To attach a file to the system, the user could either attach it directly to the Document Management page

or add the file to the server from one of the forms that allow the attachment of documents (Activities,
Opportunities, Emails, Current Products or Job Cards).

4.1 From the Document Management page

To access the Document Management page, click on the System Setup Tab and then the Documents sub-
tab.

4.1.1 Step 1: Where to save the File on the Server

The user will choose under which sales staff and then what folder to save the file under on the secure
server.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders v (i)
Save in Folder/Subfolder T Add/Edit Folders
Select file to Uplead:
Fieelyouriis fo e Quotes \ 2019
Descriplion of your File: ServiceRequests | 2019
ServiceReguests \ 2020
Search: Search by Fisld File Mame * File Description
Please type in your search Search 0
Filter files: Sales Staff: Michelle Snyders ¥ | Folder: | (Al Folders) ¥ | Sub Folder: v

Uploaded | Folder Sub Folder 3Sales Rep File Descripfion

- Cuotes Issued Vs Target By
2970172020 | ServiceRequests | 2020 Michelle Company for January Quotes Issued Vs Target By

Diload | View | Del
Snyders 2020 pdf Company for January 2020 pdf

4.1.2 Step 2: Finding the File on the Users’ Computer

After making that selection, the user would click on the Choose File button to search for the file in mind on
their computer.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders v 0
Save in Folder/Subfolder | Company Dun:i)/ v | | Add/Edit Folders
Select your file to Upload: Choose File | No file chosen

Description of your File:

Upload File
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The user would then select the file on their computer and click on the Open button at the bottom of the
screen.

if§ Open

T

» This PC » Pictures » Bluwave

Organize + MNew folder

3 Quick access ﬁ‘ 4
@ OneDrive

waves_sea_water
[ This PC _stream_5037_25

| | 60x 1440
4 - 3D Objects

[ Desktop

@ Documents

1 * Downloads

J! Music Select afile to preview.

| Pictures

m Videos
g 05(C)
= Data (D2)

|_j Metwork

R = N 1 T

File name:

T T T TR T T e e

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders v 0
Save in Folder/Subfolder Company Docs ' r Add/Edit Folders
Select your file to Upload: Choose File | waves_sea_wgtdr_stream_5037_2560x1440.jpg
Description of your File: waves_sea_water_stream_b037_2560:x1440
Upload File

The user could change the Description of the file or leave it as is.

4.1.3 Step 3: Uploading the File to the Server

Click on the Upload File button to save that file on our secure server. Once the file is saved, the user would
be able to view that file in the folder where they have saved it (in the bottom portion of the document
management page).

Search: Search by Field File Name ® File Description

Please type in your search Search 0
| S

v | Sub Folder:

File Dezcription File Name

waves_sea_water_siream_5037_2560x1440 jpg ﬁl
LIUGIE S=UEld vy 1dlgel b QMmpany 7o

January 2020, pidf Dioad | View | Del

Filter files: Sales Staff: | Michelle Snyders v | Folder:

Sub Sales
Faolder | Ren

Michelle
Snyders

(Al Folders)

Uploaded @ Folder

0370212020 | Company Docs waves_sea_water_sfream_5037_2560x1440

ServiceRequests | 2020

Snyders | January 2020 pdf

2910172020
Bom to Ride Forced to Work_ This funmy

WICheNe ‘ LIUOIES 13

Rnm tn Ride Forced o Wark  This funny hiker
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4.2 From the Activities, Opportunities, Email, Current Product or Job Card forms

To attach a document to the system from one of these forms, the user will follow the same steps as
mentioned above in the 4.1 From the Document Management Page section, but the user will have to
complete one additional step in order to attach the file to the form.

4.2.1 Accessing the Document Management page

First the user would need to access the document management page, by clicking on the Attachment

button at the bottom of the page.

;.,;;i Edit Opportunity

Cpportunity Details

Sales Staff Michelle Snyders v Status: Enquiry v
Comparny: Adams&Adams Probability %: 0

Contact: Gladyce Moore v Walue: 0
Opportunity Namse: & printers GF Valus: 0

Order Mo Created By: Michelle Snyders

Expacted Order Date:  [29/02/2020 Telephone Call v
Product: QF - Quoted Products | '~ fivity Date: 24/01/2020

Maote: Cuote/Opp Mo 1137

Opportunity UDF1

Attachment:

Quate Due:

Queote Submitted:

Irwoice MoiDate:

0

Update

Create Quote

23012020

View File
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4.2.2 Step 4: Attaching the File to the Form

After clicking on the Attachment button, the document management page will open, and the user can then
do one of two things:

1. Either Upload a new file to the system by following Step 1 to Step 3 discussed in the previous
section and select the document from the server (the bottom portion of document management
page).

2. Orjust select an existing file from the server (the bottom portion of document management page).

To attach the required file to the form, the user would only need to find the specific file and click on the
Select link at the left side of the page.

Dnc+ment Management Select an existing file or Upload a new file and selzct it.
Sales S Michelle Snyders v (i)
Save in [Folder/Subfolder r
Select ypur file to Upload: Choose File | No file chosen

Descripfion of your File:

Upload File
Seargh: Search by Field File Name * File Description
Please type in your search Search 0
Saled Staff: | Michelle Snyders v | Folder: |{All Folders) v | Sub Folder: v
Uploaded Folder File Description File Name
Select 0370272020 | Company Docs | waves_sea_water_stream_5037_2560x1440 | waves_sea_water_stream_5037_2560x1440 jpg
4 - _ | Quotes Izsued Vs Target By Company fior Cluctes Issued Vs Target By Company for
Select 29/01/2020 | ServiceRequests January 2020.pdf January 2020.pdf

After clicking on the Select link- the file chosen will appear on the form. The user would then be able to
easily view the file by clicking on the|View File button.

Quote Submitted:

Imeoica MoiDate:

Opportunity UDF1 0 v
Attachment: waves_sea_water_stream_5037_2560:1440 jpg View File
Update Camcel
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5. Specifications for Document Management

There are a few things to keep in mind with document management:
The system will only upload files that are less than 8MB in size.

The system won’t the upload of files in the following formats:
e .CSVfile
e Files that contain Macro procedures.

When uploading documents to the different forms, the system will only allow the user to add one
document to each form (with the exception of the Email form- this form allows the user to select more
than one document to attach it to the email, by checking the checkboxes next to each file and then clicking
on the Done, Return to Email button).

If more than one document needs to be associated with the form, we suggest the user create a Zip Folder
on their computer and attach that to the form.

We also suggest that when attaching documents to the system that needs to be associated with a specific
company or quote/opportunity number, to include that into the file description.

For instance, when uploading an external quote done in excel or word to name it: Company name- Quote
Number. l.e. Adams&Adams- Quote 1254.
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