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Store, access and modify your Company'’s frequently
used standard documents within File Stream

More and more of our customers are using File Stream not just for
storing scanned paper documents but as a full document archive for
all incoming and outgoing correspondence. Most companies have
documents that they use repeatedly by simply changing some key
information fields, leaving the main body of text largely unaltered.

It is very simple to add these documents to File Stream. The process

is as follows:

e From an In-tray, select the ‘Create New Document’ option from
the ‘Right Click’ dropdown menu. A new window opens

T
| Create New Document

Folder Document Type
I Expenses Template Microsoft Office Excel 97-2003 ...
| (-] Accounts Contact Sheet FILEstream E-Document {xml)
(-] General Use Docs Blank Word Document Microsoft Office Word 97 - 2003...
] HR Blank Text Document Text Document
] sales Blank PowerPoint Presentation Microsoft Office PowerPoint 97-...
Blank Excel Worksheet Microsoft Office Excel 97-2003 ...
[ | | Pl | cies | | Add Document as Mew Template . | Remove Template |

Filename

E_Create Dochment_;

Close

e You will see that the system already has a folder containing
Blank Program documents such as blank word and excel

documents
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If required, you can create folders for each department so they
can store only those documents relevant to them

To add standard documents already outside the system, simply
highlight the relevant folder and then browse to the document
by selecting the ‘Add Document as New Template’ button. The
document will now appear in FS and be available for use when
you use the ‘Create New Document’ option

You can remove the template by highlighting it and selecting
the ‘Remove Template’ button

It is also possible to edit template documents from within the
system. Highlight the relevant document and access the ‘Right
Click’ menu. Select the ‘Edit Template (launch)’ option. The
document will now open in its own program ready for changes
to be made. Save and close and the updated document will be
available in FS.

n
| standard | Docume nt  Input/Output WorkFlow Administration  Options  Help
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@@ 5 1 = T .S ol S & ki 2 9
Scan Index Search Doclnfo List | Create New Document
[Document Templates | 1@
S- @ 02 1 8 |[Fouder Documen t Type [
EaMy In-tray 14l Blank Program Documents EXPENSE FORM Microsoft Office Excel 97-2003 ... L
Accounts C  Excel 97-2003 ...
& im X- 8- 5-4 EG o Car Ml yeyp— Sice 8l 1
Filename No Att L EReaiibs 0 By Type Date Ent¢
O HR Add document as new template
(] ExtentionList.doc J sales et mig Microso ftoff.. 21/02/:
| Lectus Ltd Risk Assessme i mig TIF File 20/02/20
) New Tips to write up.doc Restore default blank program documents mig  MicrosoftOffic.. 20/02/20

Template Policies

Edit Template (Launch) ...

Open Templates Folder in Explorer

| Template Policies ... || Add Documentas New Template || Remove Template |

@ | &

| {7] Create New Document |

Close
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For File Stream customers using our workflow module it is also
possible to automatically assign a document when it is created
into a specified workflow. To do this highlight the relevant
document press the ‘Template Policies’ button. This opens a
new window allowing you to select which workflow you want the
document to be assigned to.

‘Create New Document Template Policies

| Auto assign to Workflow

Warlkflow Name E,

Cancel | | Ok
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