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Introduction to Documents

This feature allows you to link or copy documents of different formats (such as
PDFs, Word documents, Jpegs, e-mail, Excel and many more) in a number of areas
of the program. The advantages of this are based on your use of the program and
can include but are not limited to some of the below:

¢ Maintaining a variety of records such as invoices, Hire Purchase documents
etc.

e Quick access to trader contract terms.

e Quick access to pictures of your property and documents relating to
repairs.

¢ Quick access to tenancy agreements.

Copying and Linking Documents

Copied documents are available to all and doesn’t corrupt the original if
edited; likewise changes need to be made in the original document if needed as
they are not linked.

Linked documents can be unavailable to some users if you so wish, i.e. confidential
files will only be accessible to those users with access to the folder.

E-mails are always copied into a file format and there is no link to the original e-
mail in the original inbox as this will be specific to the recipient.

To create a link to the document:

If the document is just dragged it will create a Link back to the original (Icon )
The document is fully dependant on the existence of the document in the location
linked to; therefore if the document is removed from the set location then the link
will be broken.

NB: where the program detects that the source file is in a location that
may not be permanently accessible to you (i.e. a network folder) it will
default to create a copy.
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To create a copy of the document:

If you hold down the Ctrl key when dragging the file (Icon B) it will create a copy of
the file in a document storage folder you have defined. Copying a document on to
Prime will maintain a copy there until deleted.

Document Path set up for copied documents
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Areas available with this functionality

Accounts Property

Customers

Suppliers
Transactions

Daybook

Tenancies
Property
Tenant
Landlord
Invoices
Diar




Accounts: Customer & Supplier

nced

[Customer]

= [5] Entries 22 SOP/POP DayBook Ledgers [J] Management 4 Audit [fl] Utiites ] Setup =] Opening - = x
i [ Customer []] Supplier 73] Daybook [=] Mominal Bank [ Stock Enterprise Analysis [ Fixed Asset [@@ Item [1] VAT
‘ Al | None I Swap | QX [ @ Al Code " Customer ] V| Active Hidden " Global
@ Code | Customer W Address | Town | County W Post Code | Telephone | Email E Balances
ADKINS Adkins & Co, NMarket Place Wilts sdkin@Land ||
AGRAIN Allied Grain The Wharf Notts NOT STR
BARTS Bartholomews Ltd Connaught Way — West Sussex
BOUR George Bournes
BRITW British Wool Board
BRYCE Bryce Farm Shop Devizes Somerset SO19 04T Fred@Landr| _
CARAU Swindon Car Auctions gail@landm| Ledger
EVANS Evans Builders Devon PI12 50D 01652664457 peter@evan| 5;?"-"‘:5'“ Payment
FOUNT Fountain Forestry Highland Cottage Statement
LMs LMS. 532'5”' Fecord
MILLER SA Miller & Son Park Farm Shire PO12 3XY Iﬁ:{,e. Print
MILLERS Millers Farm Shop Delivery Entrance  Demoville Demshire DMO 45R 1| Ezgg‘:sﬁsmi"”
NDCG Mewbury & District Cereals
PAYMA Paymaster
ROME CAB Rome Unit 1
SMITH W, Smith & Partners Unit 6 Suffolkshire
STOCKMAN Jeremy Stockman Cheeses  Back entrance b4 Devizes Somerset SO 4RT
SUM Sundry Customer
TEN ‘William Tennon Manor Farm Cot Demshire 01234 5677 788 William@La
WAITROSE Wiaitrose Guildford Road ~ Godalming Surrey AlisonSmith _
a [ ] »
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| |

Financial Year Start 01/01/2016
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Current Month Jan 2016 __{

Drag a document from your computer and drop it into the relevant Customer or

supplier name and it will be there under the document tab.
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Double click on the document




Type — shows whether the
document is Linked or Copied
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Once a Customer/Supplier is open, you can also drag and drop a document
anywhere in the form in any of the tabs and it will appear in the Documents tab.



Accounts: Transactions
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The transactions that will accept documents dragged and dropped (linked or

copied) in them:

Purchases Sales Bank Journal Bulk
Purchase Sales Invoice Bank Payment Journal Nominal Recurring
Invoice Entries:

Credit Note Bank Receipt
Credit Note Bank Payments

Bank Receipt

Nominal Journal

You can drag and drop a document in the header (blue area) but not the grid
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You can view the documents dropped via the ‘Documents’ button. If you Right

click on the document button you will see the following screen:
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Highlight the file and Right click to have the options of ‘Open’, ‘Edit’ and ‘Delete’ the
document.
NB: This process applies exactly in the same way to all the Transactions listed

above for Accounts



Accounts: Daybook

The transactions that will accept documents dragged and dropped (linked or

copied) in them:

Purchases Sales Journal
Purchase Sales Invoice Bank Payment Journal Nominal
Invoice

Credit Note Bank Receipt
Credit Note

Documents can be dragged and dropped to each transaction individually
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The files can be viewed by clicking View' and from the ‘Document’ button on the
bottom of the entry screen or by clicking the View option on the transaction on the
Daybook list.

NB: If the Daybook is set to ‘All Transactions’, you will not be able to drag
and drop a document in any of the transactions listed.



Property: Tenancies, Properties. Tenants & Landlords

J@ & © T Demo property Agents - KeyPrime Property - [Tenancies - Active] | o | 6 et

Demand: E'ﬁ' Di: T i Al riis T its. Invoi = Ords Receipts w Landlord:
mands iary enancies i roperties ! enan Inveices rders eceipts n ndlords

Works Manager w Admin W

All Mone QX [l  Code (" Mame V] Active Hidden E
E Tenancy Code 7| Tenancy Name 7 Property Code W Tenant Code | Tenangy Type Code | Rent Frequeney V| Annual Rent Y|  Quantity | Price Per Unit ¥ End Date o e
4
v NEW/CT 7 Home Close ar NEW AsT Wonthly 6000.00 000 31/07/2016 Landloras
o HAY/CT 6 Rectd) s HAY FRA WMarnthly 6000.00 o000
08 EVANS/U 1 Unit 1 u1 EVANS ) Wornthly 4800.00 9995.00 048 3L/08/2016 [}
[] Lease Holdings Lid
o FOUNTAU 2 Unit 2 u2 FOUNT ) FDQDAYS 6500.00 1000000 085 31/08/2016
o EVANS/CT 3 Sixty Six s EVANS astT Wonthly 7500.00 000 31/08/2016
o FOUNT/CT 2 Woodlands a2 FOUNT ast Quarterly 200000 o000 31/10/2016
o SPAR/CT 4 Manor Farm House SPAR AHAN ndays 120000 247 48583 11/10/2049
oy SPAR/AGL Manor Farm SPAR AHA hdays 1650000 32000 5156
o HACK/CT18 1 Stable Yard Cottages HACK AsT Wonthly 2450000 31/10/2017 Groups
o PENN/CT1S 2 Stable Yard Cottages PENN AsT Wonthly 5000.00 05/11/2016
o WEB/AG2 Fen Farm WEB AHA hdays 28000.00 as1.00 6208 L
b PART/SP2 Shooting at Manor Farm PART P Annual 1000.00 o000 28/02/2018
06 PART/SP3 Shaoting at Fen Farm PART P Annual 200000 o000 28/02/2019
o HIP/AG3 camp Hil Farm HIP FBT Quarterly 1000000 109.00 9174 30/09/2018
[T Residential Houses
08 CELLAGE Land at Windmill Corner CELL MAST Annwal 345000 050 690000 12/10/2107 [ Resteurants
o WILS/SP1 Fishing Rights wiLs P Annwal 2000.00 000 31/12/2016
o MCMIC/CT10 Beadingham Road 24 MCMIC so Wonthly 000 000 Reports
o CooKCTIL Beadingham Road 25 cook so Weekly 000 000
Tenancy Summary
o, ALLEN/CT12 8eadingham Road 27 ALLEN so Monthly 000 000 Tenancy Rent book
= Ry Tenancy Notes
WILKACT & Beadingham Road 23 WLk FRA Fortnightly 163000 000 Tenancy Netes by Tenancy
w1 MILLE/CT 1 Windmill Cottage MILLE AsT Monthly 256000 000 30/09/2018 Servics Charges by Tenancy
Service Charges by Type
o CHICHE/BRIDGE  Bridge Farm CHICHE AHA 6-Monthly 1200000 26000 4615 31/12/2023 Deposts
No Currertt Rent Demand
o ROSE/BROOK Brookfield ROSE astT Wonthly 1080000 42600 2535 31/03/2022 Sereen List
Tasks
o
DRAKE/BULL The Bull Inn DRAKE uc Quarterly 20000.00 24000 8333 15/06/2018 Crans ety
366040.00 31475.97 177.43 -
4 | [ ] 3
I - e

Documents can be dragged and dropped to each Tenancy individually — to see
the document, double click on the tenancy and select the ‘Document’ tab

Demo Property Agents - KeyPrime Property - [Tenarjcies]

- = x
Invoices Orders @ Receipts Landlords Works Manager Admin w
Code EW/CT 7 W] Active Property Home Close 1234 568 323 |:| Landlord Demo Estate
Name | Home Close W ToolTip  Temant | Mr & Mrs ) Newman Link Directory | CALandmark\Propertydocs\T [»]
Diary Motes Accounts | Terms / Reviews Demands Charges Late Interest
Q% |[@ Al File Nome 1 Description

(A File name W Description ¥ Path W DocDate ¥ Value V| Is Linked ¥
b | User configuration. User configurationdocx CAUsers\Robert\Desktop\. 09/12/201 0

[ [T

Double click the highlighted file




Type — shows whether the
document is Linked or Copied

r ~

{3 Document for ADKINS = | O |
Fer
Date 09
Type o e
File Name < File Name —shows the file name
Dietails User configurationdocx

<——— Details — defaults to the file name
but this can be edited

Value 0.00

Attached by on

File path <———+—File path — shows the
| s | )@ open || Delete || cancel | file’s location

Open — Opens the
document linked or

Delete — deletes the

document Link/copy from

copied the Customer/Supplier

NB: This process applies exactly in the same way to Properties, Tenants

and Landlords.
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Property: Invoice

You can drag and drop a document in the header (blue area) but not the grid

o
a Sales Invoice ‘i”ﬂ“ﬂl
***EDIT*** Sales Invoice
Trans. No. Tenancy COOK/CT11 v
Landiord * [ o] Method | Auto -
Inv. No.™
Tenant  COOK W Peter Cook | | Inv. Date 50007 Header
Billing®  Invoice '| | Due Date 01022017 v
25 Beadingham Road
\ydd Inv. Total
Demcester Pay By Direct Credit v Bank — ~
Demoshire, DMO 28Y _
—
@ Ttem Ref Date Description Qty Price. Net Vat Code VAT Gross Mominal  Enterprise  Analysis Pay Trans Mo A
} SCIDR Dalton Road 000 000 70000 53 12250 82250 00700 [aph1
Form — .

= Grid/details

Invoice Totals

[ 7o000] [1z250]  s22s0] _
| m | »
Item: Dalton Road Mom: Maintenance Service Analysis: Beadingham Road 25

I Save H Print ” Calc. Net H Details ” Copy ‘ |Docu ents‘ ‘ Remave || Abandon H Exit |
-l "\\

You can view the documents dropped via the ‘Documents’ button. If you Right

click on the document button you will see the following screen:

[ Sroua| (2 Document == s
M| o | Smp QX |6 A Cruencoe © Fierame B
(P therame ¥ Puth VimiedOne VOoxOse  VOwapton T vaveV ety ¥ Date 0911212016 ~ Edit opens
b Usercontgunts € WM NG Useecota 0 Amiviiner . el = .
D o this screen to
™ ile Name
Delete Details User configurationdoox add detaI|S,
—X
open the
| P
Value 000 document or
Attached by on .
N | __—delete it
[ | Save | <& Open | | Deletem

/
Highlight the file and Right click to have the options of ‘Open’, ‘Edit’ and ‘Delete’ the

document.
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Property: Diary

Documents can be dragged and dropped to each Diary individually — to see the

document, double click on the Diary and select the ‘Document’ tab

Demo Property Agents - KeyPrime Property= [Diary]

N - = x
: ﬂ Demands 5 Diary E Tenancies m roperties. E Tenants Invoices = Orders @ Receipts W Landlords Works Manager w 4 Admin w
QX [ # A (" Deseription ( Tenant 01/01/2016 ¥ To 31/12/2016 + 5
s
& 7 DueDate /¥ Type V| Description T TenancyCode 7 Tenant Code ¥ Property Name 7 Assignee ¥ Crested by
» @ 23022006 Tenancy End Notice FOUNT/U 2 FOUNT unit 2 Administrator  Administrator

[~ ] Next review meeting date LONWE002/LW10 LW10300 The Assembly Bar  AnyOne LMAdministrator Fiiers
" ] Work Callto discuss noise complaint from Mr Elair EROWHN/AHADL  EROWN Archway Block no  Derek Emo LiAdministrator s A
" Work Emergency fix for squirrel damage i Ioft. tenant withou  MILLE/CT 1 WILE Windmill Cottage  ANDY {MAdministrator ] Mansgement
@ ovoazois  work Electricity certification testing and MILLE/CT 1 WILLE Wingmill Cottage  ANDY UMadministrator %';:::vv
@ 16042006 Tenangy Tenancy End Notice ASHD/LHADS ASHD Archway Block N AnyOne LiAdministrator = | | Tenant
@ 21042006 Property Inspect or replace flat roofasphalt Home Close AnyOne AMDY [ Work
@ 2022006 Property Inspect or replace flat roof asphalt Beadingham Roa  Derek Emo ANDY
@ 2uoseos  Property Inspect or replace flat roofasphalt Beadingham Roa  Derek Emo ANDY
@ 2042016 Property Inspect or replace flat roof asphalt Beadingham Roa  Derek Emo ANDY
@ 2wy Property Inspect or replace flat raof asphalt Beadingham Roa  Derek Ema ANDY
@  2yos2016  Property Inspect roof asphalt on garden shedl Rectory AmOne ANDY 1~
"] work CORGI Gas certification MILE/CT 1 WL Vindmill Cottage ANDY Liagministrator
" ] Landlord VTL required Audi 2425 RFC Derek Emo LiAdministrator
"] Tenancy Review Notice date WILK; Wik Beadingham Roa  AnyOne ANDY
(- ] Management & board was asked to discuss the passibility ofe: AnyOne ANDY
" ] Management Reminder of staff meeting AnyOne ANDY
(" ] Management Abestos report from 2013 review needed 4 properties Administrator  ANDY
@ syoTR06 Tenangy Date of the next re NEW/CT 7 HEW Home Close AnyOne ANDY
@ suorois Temangy Tenancy End Notice EVANS/U 1 EVANS unit 1 Administrator  ANDY
" ] Tenancy Review Notice date. MILLE/CT 1 MILLE Windmill Cottage  AnyOne LiAdministrator
"] Tenancy Review Notice date. HIP/AG3 HIP Camp Hill Farm AnyOr ANDY Inclicle completed vents
(- ] End Date of the EVANS/U 1 EVANS Unit 1 Administrator ANDY [Ermis
[ ] End Date of the Tena FOUNT/U 2 FOUNT unit 2 Administrator  ANDY
" ] Tenangy Tenancy End Notice FOUNT/CT 2 FOUNT Woodlands Administrator  Administrator Sereer
(-] Tenangy Date of the next review WILK WK Beadingham Roa  Derek Emo ANDY
"] Landiora VTL required Subary - 6367 BLIR Derek Emo Liagministrator
" ] Landlord Mot test required Subaru - B357 BMR ANDY LiAdministrator
@ o901 Tenany Date of the nest review SPAR/AGL SPAR Manor Farm AnyOne ANDY
" ] 29/09/2016 ancy Date of the next SPAR/CT 4 SPAR Manor Farm Hous  AnyOne ANDY
@ o006 Tenangy Date of the next review HIP/AG3 HIP Camp Hill Farm AnyOne ANDY
67 -

‘ New H Edit | ‘ Reassign || Process, ‘ ‘ Task | ‘ Goto HE| Outlook H Excel ‘ ]@ Word ‘

You can also drag and drop documents in the header (blue area) of the following

screen

F = — = —
£] Diary Editor Y 2 |

Far T/U 2 J

Due 28/02/2016 - 00:00:00 =

Action TENDHNOT l:l Reminder

Subject Tenancy End Maotice Date

Details Tenancy End MNotice

Value 0.00 File

Assigned To Administrator - Created By

Completed ~ 0,255,255 -
Save | | Waord | ‘ Dugjmen’fjl Remove | | Abandon | | Exit
I
Z

/
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Click on Documents to view the ‘Linked’ or ‘Copied’ document
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Q"Iﬁ'n C Parertcode C Fierome |

V Created Oste V' Ooc Oste ViDetaription ¥ Vate W Created By VPsestthpe VP

Highlight the file and Right click to have the options of ‘Open’, ‘Edit’ and ‘Delete’ the
document.
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Hints

1. You can Link’ or ‘Copy” multiple documents and drag and drop them to any
transaction.

2. When on the Document tab you can right click on the tab and you will then
7e able to link or copy a document by selection.

.‘

Emws?/fcur file P

/ J =

* Link 1 Copy
o] [

You can also browse for your document via the L .Note that you can't select

multiple documents if you are using the browse option to link or copy documents.

3. When dropping files on Transactions the value of the transaction is added
to the Value field so you can quickly see the Invoice value against the
documents in the listing screen. The description defaults to the file name
but can be amended to suit the user requirement, for example explaining
the nature of the document.

Important information

e Note that none of the documents are backed up with the data, so if the

data is transferred to another machine none of the copied files will be valid

unless the new machine refers to the same folder structure and can see the

copied file documents.

e A back up sent to the accountants will have no access to any documents

unless they are also copied manually, the folder convention is that the

database name is used to identify the root of each databases documents.

So if the documents folder itself is copied to another machine and retains

the same name and tree structure then all copied files will be available to

that user.
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