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Attaching a Document to a Record

in Microsoft Dynamics GP

1. Open the appropriate window in Dynamics GP and select the record.


2. Click on the Note button next to the lookup button.
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3. The Note window will open.  Click on the paperclip at the bottom of the screen.
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4. The OLE Container window will open.  Click on Edit>>Insert New Object.
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5. In the Insert Object window, click “Create New“ and create the document you need, or click “Create from File” to link to an existing document or picture file.  Click Browse to select an existing file.

[image: image5.png] CleateNew
(el Fie  Bimepimage

i3

Cancel

 Casefontie  [C\Grea Pt

I Lk

Result
Insets the conlerts of the i as an abiectirto
your document so that you may activale it using
the progiam which created i

I™ Display s loon





6. If you select Link, the OLE link will be updated whenever the file is updated.  If you click Display As Icon, the object will appear as an icon, and when it is clicked, it will open in the appropriate program (Word, Excel, Adobe, etc.).


7. Click OK.  The file will now appear.
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8. Either click File>>Save and close the window, or close the window and click Yes to save the attachment.
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9. “OLE Link present” will be entered into the note window by default. You can modify this as desired. Click Attach to save the note.
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Notes:

1. All workstations must be pointed to the same location for the notes to show up for everyone.


2. If the document is attached as a link, the file must be in a location that all Dynamics GP users have access to, and each user must use the same path (for example, F:\Dynamics\Document\Splash.bmp).
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