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Introduction

Images can be used in numerous places within the accounts system.

They can be added to documents such as invoices, statements, etc. For both print/PDF and HTML
type documents. They can also be added to the following records:

Stock Items

Equipment/Vehicles (AutoManager)

Jobs (AutoManager)

Assets

Employees

Company Vehicles

Diary Entries

General Address Book Address

General Address Book Contact

General Images (these are miscellaneous images, option in the 'General' menu)

Sales Orders (Sales Order Processing)
Sales Prospects (Sales Prospecting)
Customer Transactions

Supplier Transactions
Nominal/General Ledger Transactions

I've listed them as two groups, because they are handled differently. In the first group, when you
add an image, the accounts system just stores the location and file name of the image file. It does
not load the image up into the accounts system database or folders. If you 'remove' an image, it
simply deletes that reference. It not does not delete the image file itself. More about this this later.
In the second group, the software expects you to scan the image in. It assumes the image does not
already exist. However, if it does exist, you can pick it up as if it had been scanned. Scanned
images go into the default folder for documents. This location can be changed. Again, this will be
discussed in more detail later on.

Adding Images to Print/PDF Type Documents

There are at least two, and sometimes three ways of adding an image to a document. The first
option is to use the default logo. Click on 'Setup' on the top menu bar, go down to 'Miscellaneous'
and select 'Settings'. The first input field is 'Path & filename of logo'. You can enter your logo
here (you can drag and drop it if you like). It is optional, but it does mean when editing documents,
it's a little quicker and easier to add your logo. Once you have selected your logo, the image should
appear in the form.

To add an image to a document, edit the document. In the next form image, I've loaded up a
customer invoice layout:
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Create or Modify Sales Ledger Invoice/Credit Note Layout (Print/PDF)

Payment due by:
Delivery date:

File & Setup | Our Details H Customer Details H Transaction Details H H Document Notes
Description Letter head 1 (del addr with tax/VAT analysis) [ = —
A | —— Frecten -
Page size Letter, 8 1/2x11in E |
[ Line Text Message Image Logo
ientation Portrait g Z
Syeniato IZ] Note: These layouts are for printed or Drag and drop these objects onto the layout. When the objectis in the
Header Depth 921 cm pre-viewed documents ONLY. Documents layout, you can do a single right click to change the properties, such as
output to Excel, Word, Calc, Write, & Clipboard font, size, selectimage, etc.
Footer Depth 481 cm all use a builtin layout that can not be |
changed.
Header Line Details ” Footer
1 2 3 4 5 7 g 10 1 2 13 15 15 17 13 19 20 21 2
A | 7 | AP Pl || | i | e | | S || | SO QO Sy i Ly
Tax date: [fax Date

[Payment Due
Del.Date

Customer address:

Delivery address:

Document Type| Reference COPY xw =/o ==

Account code:

Customer P/O ref
B/c Code|

Customer name | Delivery address line 1

Customer address line 1 PDelivery address line 2

Customer address line 2 Pelivery address line 3

Customer address line 3 PDelivery address line 4

Customer address line 4 Pelivery address line 5

Customer address line 5 Delivery address line 6

Customer address line 6 Pelivery address line 7 %‘
Customer address line 7

Price each

1

1 Quantity Description

Amount Tax ]

Layout | Letter head 1 (del addr with taVAT analysis) || ‘Eﬁ ‘gl Load New [\YV Delete] Eécnear] SaveHg OK ]

=)

In the top righthand corner there are two image related objects. One of them, 'Logo’, already
contains our logo previously set up in the 'Settings' option. You can now simply drag this down
onto your invoice layout. The logo being displayed is rather crushed, in order to fit onto the data
object. When you drop it into your layout, it will expand to its normal size and shape. You may
need to single right click on it to change its size to fit the layout. See the next image, where I have

dragged the logo onto the layout and then right clicked on it:

Create or Modify Sales Ledger Invoice/Credit Note Layout (Print/PDF)
File & Setup | Our Details H Customer Details ” Transaction Details H H Document Notes
Description Letter head 1 (del addr with tax/VAT analysis) —= —
Freeted  [iessage | [ | B
Page size Letter, 8 1/2x 11in E e S
Line Text Message Image Logo
Orientation Portrait ’ ;
E Note: These layouts are for printed or Drag and drop these objects onto the layout. When the objectis in the
Header Depth 9.21  cm pre-viewed documents ONLY. Documents layout, you can do a single right click to change the properties, such as
output to Excel, Word, Calc, Write, & Clipboard font, size, selectimage, etc
Footer Depth 481 cm all use a built in layout that can not be e A i Sl
changed.
Header | Line Details [ Footer
583 1 2 3 B 5 6 7 8 S 10 " 12 13 14 15 6 17 18 19 20 1 22
3.83 7,7‘,714’,7‘,7|7|,,,|7|7|,,,|,|J,,,r7,[7, ,77,7‘,,,{7',7|7J7,l_l,ilfil,ﬁli!i_!i[?\i7,\,7‘7,\7'71_]7I4‘7I7I,‘ ]
i |
: 1
1-H 1
: [
‘Company/Org Logo Properti Date [
Picture Control | Clip [~] ent Due ‘
: Date [
Height 223 = Y ‘
(4 z ‘T1 x J omer P/O ref |
Width 225 |
Delete Cancel OK Code! |
: -~ UETVETY duuless: ‘
| 2 | [pelivery address line 1 |
: ad minS Df‘t Peiivery address lime 2 ‘
Delivery address line 3 |
| Customer address line 3 Pelivery address line 4 \
- _ Customer address line 4 PDelivery address line 5 |
] Fustomer address line 5 [Pelivery address line 6 [
L Customer address line 6 Pelivery address line 7 \%)
Customer address line 7 1
I Quantity Description Price each Amount Taxl ‘ ﬁ
Layout | Letter head 1 (del addr with tax/VAT analysis) E| ig Load Q New [\T{ Delete] = g Clear] lL
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As you can see, I can change the height and width. I can also control the shape of it by the 'Picture
Control' setting. In its current setting of 'Clip', it means if I reduce the size of the image, it simply
reduces the available space for the image rather than making the image itself smaller. So, if I
changed the height and width to 100 each, I would only see the top left quarter of the image being
displayed. IfI changed the setting to 'Scale, retain image shape', then I would see the whole
image, reduced to 100 x 100. There is a third setting 'Stretch image to fit frame'. This is rarely
used, but what it means is that whatever height and width you enter, the image will be increased or
decreased in size and stretched to fit that size. With this setting, I could enter a height of 500 and a
width of 50 and the image would be made to fill that size. Though it would be stretched too much,
it would look pretty odd!

The other way of putting an image onto your layout is to drag the 'Image' data object into the
layout. You will then need to right click it to select the image. It has the same 'Picture Control',
'Height' and 'Width' settings of the logo. This option is useful for images that perhaps create a
fancy line, square, or some other design, to help make your document look special.

Please note. The logo and any other images selected are not stored with the document layout. It
simply stores the location and name of the image file. The image/s are then not loaded up until the
document is printed. This is not a problem on a single user system (unless you delete or move the
image file), but if you have multiple users over a network, you have to bear in mind they must all
have access to the image files, and they must appear to be in the same place. If a user prints a
document which cannot access its image files, the document will still print (minus the images), but
it may assume the images are no longer available, and so may remove them from the actual layout.

The third way of adding images applies to certain documents only, these are: Sales Invoices, Credit
Notes, Proforma Invoices, Advice Notes, Delivery Notes (from A/c Receivable Ledger (Sales
Ledger) only), Estimates, and Sales Orders (this also applies to HTML layouts). In the following
image, | have loaded up a Sales Invoice with some images already added:

Create or Modify Sales Ledger Invoice/Credit Note Layout (Print/PDF)

File&Setup |  OurDetails ‘ Customer Details [ Transaction Details | | DocumentNotes
Pocument Type| Currency| Discount_Header, } VAT Analysis ‘ Messages
Reference BalesRep Discount_Amount %-""ff e -
Descripion______| [E/S Disc Sub-total ; Images and their descriptions
Tax Date___ E/S Amount | [VAT Amount ' fimage desc. 1] 4 |~
Del.Date__ | E/S Date__| VAT Amount > =
CustomerP/Oref__]| [Transaction Noteg Tax2 Amount \

Payment Due| TotalWeight___| Tax3 Amount. |
Line_Discount_Rate%| [TotalSolvent___]| Tax4 Amount |
Line_Discount_Tota] Total ‘
Header \ [ Footer

Line Details

P A i a7, e | 2 ) P S

Pur address line 3

E)ur address line 4

Your

| Please send payment to: Discount_Header | Discount_Amount
Our company name Sub total: Sub-total
| Pur address line 1 VAT total:] VAT Amount
pur address line 2 Total amount due: Total Currency

/AT__registration number:

[Tax Reference

- mage desc. 1 mage desc. 2 mage desc. 3 mage desc. 4
| Pur address line 5 AN A N A 4
Pur address line 6 N\ / N / N\
Ter [Tel number T N
- s X X X Y
2 Fax,- Eax number N 2N\ g
Email: Email address (accounts) N / ) i
T Web: [Web site URL -
= AT__ registration number: |VAT number, Accounts software from www.adminsoftware.biz K
o v
Layout | Plain paper with images (with tauVAT analysis)[»| | =78 Load ' @ v [ New [\T’ Delete‘ [ e Clear | NFH\ Save ] ] o« ’
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I’ve added four images to the bottom right of the document layout ‘Footer’. These were dragged
from the ‘Images’ section in ‘Transaction Details’. The images printed will have been selected by
the user at the time the invoice was entered (though they can be selected any time later), and are
likely to be images of the stock items being sold (the stock images are available for selection in the
invoice window). Images can also be scanned in or otherwise acquired in an invoice, and these can
also be selected for printing. In the case of invoices, the ‘Image desc.’ fields will default to the
stock item stock code/SKU, but the user can edit them when entering the invoice.

Adding Images to HTML Type Documents

As we’re talking about HTML, you can use the usual <img src="file.jpg”> tag to add images
into the document. Of course, those images will be static, in that the same image will appear every
time the HTML document is output.

Some documents can use images that are associated with the transaction. Transactions that allow
this include: Sales Invoices, Credit Notes, Proforma Invoices, Advice Notes, Delivery Notes (from
A/c Receivable Ledger (Sales Ledger) only), Estimates, and Sales Orders (this also applies to
Print/PDF layouts). When editing an HTML document, the tags for displaying images will appear
on the left hand side list, along with all the regular data fields for account code, account name, etc.
Below is an image to the image tags available for a Sales Invoice:

LA CLIMIUL LULO LI L VTSI L

&TranHdrCISDeductioné <td widcth="50" valign="top">
&TranHdrCISRateéd Tax<br>
&TranDetTaxCode&<br>
<l——#StartInagel——> </td>
&TranHdrInagelé.
¢! ——#EndImnagel—-> </tr>
¢ l——#StartInage2——> </table>
&TranHdrInage2é.
¢!-—#EndInage2——> <hr size="2" width="600" align="left" color="#CIEOEE">
< l——#StartInaged—:> <br>
&TranHdrInageldé

¢! ——#EndImnage3d——>

¢ |——#Start Inaged——> FERAPEONEDN vy o B s
&TranHdr Imageds <td><img src="&TranHdrImagel&" width="145"></td>

<td><img src="&TranHdrImage2&" width="145"></td>

¢! ——#EndImnaged——>
<td><img src="&TranHdrImage3&" width="145"></td>

< l——fStartInageS—:>

&TranHdrInageSé <td><img src="&TranHdrImage4&" width="145"></td>
¢ | ——#EndImagesS——> </tr><tr>
¢l ——#StartInageb——:> <td>&TranHdrImageDescla</td>
&TranHdrImnagebé. <td>&TranHdrImageDesc2a</td>
¢ | ——#EndImnaget——:> <td>&TranHdrImageDesc3a</td>
&TranHdrImageDesclé |=| |<td>&TranHdrImageDesc4sa</td>
&TranHdrInageDesc2é. </tr></table>
&TranHdrImnageDescié
&TranHdrImnageDescdé: <br>
&TranHdr InageDescbé
&TranHdrImnageDescbé. <crables
. <tr>
z$ranDetQuant}ty§ <td width="350">Please send remittance to:<br>
ranDetDescriptioné
£ TranNat Gt AnlCadas. &CompanyNamegkbr>

You can see the image tags on the left, and also a basic implementation of them on the right, in the
HTML code for the Sales invoice. While some transactions allow up to eight images to be output in
one document, transactions from A/c Receivable (Sales Ledger) are limited to six.
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If a transaction has less than the number of images placed in the document layout (or perhaps no
images at all), the software will use an image file that produces a white image of just one pixel. For
most HTML layouts, that shouldn’t cause a problem. But if not having an image to display does
cause a problem, then you can use the <! --#StartImagel--> and <!--#EndImagel--> tags (they
go from Imagel to Image6, of course). If there is no image to display, then all HTML code between
the tags is not output. In the tag list in the HTML document editor, it just shows the image tags, but
the HTML (or Javascript) code can be anything, and if there is no image, it will be removed.

MAD AL A AL W A

&EstHdrTotalSolventé </tr>
</table>

<l—#StartInagel——>

&EstHdrImnagelé

< | ——#EndInagel——>

<|——#StartInage2—:>

&EstHdrInage2é

<l ——#EndInage2——:>

<l—#StartInage3d—:>

<table style="width:600px;"><tr>

<!--#StartImagel-->

<td width="152"><img src="&EstHdrImagel&" style="vertical-align:top’;
max-width:142px; margin-right:10px;"></td>

<!--#EndImagel-->

&EstHdrInage3é <!--%#5tartImage2-->
¢l ——#EndInage3d——> <td width="152"><img src="&EstHdrImage2&" style="vertical-align:top’
< |l——#StartInaged——> max-width:142px; margin-right:10px;"></td>
&EstHdrInagedé <!1-—#EndImagel-->
< | ——#EndInaged——:> <!——#StarcImage3——4
i <|——#StartImageS——:> <td width="152"><img src="&EstHdrImage3&" style="vertical-align:top:;
&EstHdrInageSé max-width:142px; margin-right:10px;"></td>
¢l ——}¥EndInage5——> <1-—#EndImage3-->
<!——#StartInageb——> <!--#5tartImaged-->
&EstHdrInagebé. 1

<td width="142"><img src="&EstHdrImage4d4&" style="vertical-align:top;
max-width:142px;"></td>
<!-—#EndImaged4-->

¢ | ——#EndImnaget——>
<|l——#StartInage?——:>
&EstHdrInage?é

< | ——#EndInage?——:> </er>

<|—#StartInaged—:> <tr>v

&EstHdrInagefé | <!-—-#StartImagel-->

¢ |——#EndInage8——> S <td width="152">&EstHdrImageDescla</td>
&EstHdrImnageDesclé <!--#EndImagel-->

&EstHdrInageDesc2é <!--#StartImage2-->

&EstHdrInageDesc3é <td width="152">gEstHdrImageDesc2&a</td>
&EstHdrInageDescdé <!--#EndImage2-->

&EstHdrImnageDesché <!-—%#5tartImage3-—->

&EstHdrImageDesché <td width="152">gEstHdrImageDesc3a</td>
&EstHdrInageDesc?é& <1-—#EndImage3-->

&EstHdrInageDescié <1-—%#StartImaged——>

<td width="142">gEstHdrImageDesc4&a</td>
<!-—#EndImaged4-->
</tr></table><br>

¢|——#StartDetails——>
&EstDetQuantityé
AFE=tDetDescrintinné

You’ll note the ‘Startlmage’ and ‘EndImage’ tags are wrapped around the image code, and again
around the image descriptions in a separate section below the images. The Sales Prospecting
Estimate for multiple products is a little different, in that images can be select for the product header
section, but ‘Startimage’ and ‘EndImage’ tags are not available, but images selected for the product
footer section, do have the tags available. I’ve not tested this, but it might be those tags can be used
in either section.

HTML documents are mainly used as part of the body of an email. If an image is on your local
hard disk drive, or on a network drive, when the email is sent the image file/s will be picked up and
bundled as part of the email (this includes images added to the HTML code using the image data
fields). Bear in mind what we said at the end of the previous section about ensuring image files are
available to all users. Also, images can be large. So, don't go mad with them! Any one picking up
their email via mobile phone may not appreciate having to download 20mb worth of images. If
any images are on the internet, then just link to the image in the email. The image won't be loaded
up until the person receiving the email opens it (and usually they have the option of downloading
images). This makes the email a lot smaller. However, some users turn off image downloads if
bandwidth on their device is an issue, or sometimes for security reasons. So, you might create an
email that looks great with the images in place, but consider what it'll look like if those images
aren't loaded.
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Adding Images to Stock Items, Assets, Employee Records, etc.

Stock Items

Equipment/Vehicles (AutoManager)

Jobs (AutoManager)

Assets

Employees

Company Vehicles

Diary Entries

General Address Book Address

General Address Book Contact

General Images (these are miscellaneous images, option in the 'General' menu)

All the above allow you to add up to 8 images per record. These must be existing images, and can
exist anywhere on your hard drive or on the shared drive on a network. The software does not copy,
move, or rename any of the images. All it does is store the location and file name of each image
file.

So, for example, if you are in the Stock Item Details option, looking at a stock item, click the
'Tmages' button. The following form will appear:

Stock Itern Image Gallery EI@

Code: 00-0014 Description.  VWASHER, TOP BOLT, GEARBOX, MK3 Left click on any
thumbnail image
to see larger
image.

Dirag and drop an
image, or right
click to
locate/change the
path orfile name
of an image.

Help

:

View/Print
Image

Remove
Image

x Cancel

Description

Path & file

As you can see, this stock item currently has no images associated with it. The section on the left
hand side of the form lists any images already associated (up to 8). If you click on one, it will
appear in the larger display section towards the middle of the form. To add an image, you can either
single right click on one of the left hand image pads, and then locate the image file, or if you have
Windows Explorer open, you can drag and drop an image file onto one of the image pads. It doesn't
matter which pad. In the example below, I've dragged a couple of images onto the form:
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< Stock Item Image Gallery o= @
Code: 00-0014 Description: WASHER, TOP BOLT, GEARBOX, MK3 Left click on any
~ thumbnail image
to see larger
image.
Drag and drop an
image, or right
clickto
locate/change the
= d path or file name
. S/ NG 7 of an image.
\\ /// \\\ . /
. // \\\ }// \\ 0 Help
// \\ / N
$ View/Print
=] Image
~ 5 <
DR v 2 NG / E————
e / W A \Yv Remove
el e \!/ Image
/'\\ ///\&\ g
D /
/ N
/ N (R N x Cancel
B / X, P
N ‘ 7 N / J oK
\/// \\// -
// \V\\\ 7= \\ . z
A S E . Description
/ . 3 S
AN Path & file ciworkiwebdewimages\media - usbleclipse usb flash drive. jpg

Note: you cannot drag and drop an image from the internet. Although the image will come across,
and sit in the image pad looking like it’s working, it won’t be saved. This is because this option
does not copy images, it just records the location and file name.

Below the image in the main display section (showing the green USB memory stick in the above
example), there is an input field 'Description’. You can type anything in here you wish. If there are
different colours, or different types/orientation of one particular stock item, you could identify it
here. This input field can be left blank if you wish.

At this point, if I click the 'Cancel' button, it will forget about these images. If I click the 'Remove'
button it will remove the image that's displayed in the main display section. The green USB
memory stick, in this case. It only removes it from the form, it does not delete the image file. If
click 'View/Print Image', the image file will be opened using Windows default software for
viewing that particular image type. Usually Windows Photo Viewer for JPG, PNG or BMP files, or
Adobe Acrobat Reader for .PDF files.

If you load a PDF file, the small image pads will only show a PDF icon. You will have to click on
the icon to see the PDF displayed in the main display section.

If you single right click on an image pad to locate a new image file, the default drive and folder that
appears can be set up in the respective Setup — Settings option of each module. So, if you tend to
keep all your stock mages in one place, you can set that up as the default location. Just saves a little
time each time you want to locate images.

There are two important things to note here: 1) if you are operating a multi-user system over a
network, all users must have access to the image files. Otherwise they will not display, they will
simply see a blank image pad. Although the description and path plus filename information will be
retained. 2) the backup option in Adminsoft Accounts WILL NOT backup these image files.
As they could be scattered anywhere, and even used by other software packages. So, it's vital
you make alternative arrangements to back them up.
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Adding Images to Sales Invoices/Credit Notes, Sales Order Records, etc.

Sales Orders (Sales Order Processing)
Sales Prospects (Sales Prospecting)
Customer Transactions

Supplier Transactions
Nominal/General Ledger Transactions

The above can also have image files associated with each record. However, it works differently to
the option discussed in previous pages. The assumption is that these images will need to be created
by scanning in the document (although it can also use existing images on your hard drive and
images off the internet). If you have a TWAIN compliant scanner attached to your PC, the
scanning can be done from Adminsoft Accounts.

If I bring up the details of a Sales Invoice, and click the 'Images' button, I'll get the following form:

A Acquire Document Image/s - Location of images: CAWORK\WINDEV\ACCOUNTS#\ ledgers\TSWhdocs\ =N = ==
SiL Transaction: Reference: 6214 Description: Qty test 1
Page 1 Page 2 Page 3 Page 4 Page 5 Page 6 Page 7 Page 8

As well as using the "Acquire’ and "Locate’ buttons, you can also drag and drop images into the above image pads if you wish.

l Acquire I l Acquire ‘ Acquire ‘ l Acquire I l Acquire ‘ l Acquire I Acquire ‘ l Acquire I
l Locate File I l Locate File ‘ l Locate File ‘ l Locate File I l Locate File ‘ l Locate File I l Locate File ‘ l Locate File I
Remove Remaove Remove Remove Remaove Remove Remaove Remove

Scan Settings Current image source: CanoScan LiDE 25

Scan Type | Gray Scale E Details of the account or transaction these images will be associated with.
Pixel Bits 8 bit [+
Resolution | 75 dpi E S Y Save ‘ ‘ Select ‘ ‘ 7
& . Help —_— XCanceI oK
Settings o — | Source i f
Quality | 40% =] &= .

Before you can scan in a document for the first time, click on the 'Select Source' button. This
should allow you to select your scanner as an image source. If your scanner is not listed, it maybe it
does not have TWAIN software loaded. TWAIN is the software interface that is required to allow
applications like Adminsoft Accounts to communicate with your scanner. In the example above,
I've already selected a CanoScan LiDE 25.

Once a scanner is selected, you need to set the 'Scan Settings'. The thing here is to use the lowest
settings you can get away with. If you don't need colour, set 'Scan Type' to 'Gray Scale'. The
reason is, colour scans create much bigger images than gray scale. For the other settings, we tend to
use:
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Pixel Bits: 8 bit
Resolution: 75 dpi
Quality: 40%

This keeps the size of each image down to between 200k and 400k, depending on what's on the
image. Over time, you could find you've scanned in a lot of images. 1,000 images at 400k each is
400mb. If you select colour images at a fairly good quality, you could be looking at 4mb per image.
Those 1,000 images would now be 4gb. Yes, disk drives have lots of capacity, but the more space
taken up by images, the longer it will take to backup. And regular backups are VERY important.

Once you have selected your scanner settings, click the 'Save Settings' button to save them. They
will then automatically appear next time, as will your selected scanner.

To scan an image, simply click on one of the 'Acquire' buttons. If the image is already on your PC
or network, you can click on 'Locate File' to find it and load it up. You can also drag and drop an
image file from Windows Explorer or from the internet onto one of the thumbnails (or image pads
as they sometimes get called). Once an image is displayed, regardless of whether it was scanned in
or an existing image file, for consistency it will be handled as if it's been scanned.

Sales Prospecting estimates for multiple products use a different option for obtaining images. It
looks like this:

L Estimate Product Images and Description - Location of images: C:AWORK\WINDEV\ACCOUNTS#\ledgers\TSW\docs\ ol @ ==
Estimate: 19 Details: Testdisc 2-7.67%
Product: 00-0024TEST, LEVER, FR BRAKE, HARRIProspect: New Prospect for April
Visual Editor IHTMLSource | Help -MML_JSM

Bll%\\ﬂbchb::’;iArlal Bﬂm,gi‘;—:—;‘:

GOLF UMBRELLA with Eva Handle in Navy

30 Golf Umbrella with Eva Handle, Fibreglass Shaft & Metal Ribs. Polyester. Minimum Quantities Apply.

640K

ILocateFlle ‘ Remove

/] Noimage selected. Click on’Locate’to find an

\\ /// \\\ /
N 7 N A existing image, or you can also drag and drop an
A N image file onto this thumbnail
> S
7\ VAN
/N ZEN
J/ N\ /' \\
/ \\ / \
d N\ / N\
/ R

640K 640K 640K | Stock Item
= Images
l Locate File J [ Locate File ] l Locate File ] ‘ Locate File ] { Locate File l [ Locate File ] I Locate File ]
!XCancel J OK

l Remove J Remove ] l Remove } [ Remove } [ Remove ‘ Remove Remove ‘0 Help

As well as using the "Locate’ buttons, you can also drag and drop images into the image pads if you wish

Images cannot be scanned in, but you can click the ‘Locate File‘ button to locate existing images
on your hard disk or network. You can also drag and drop images from Windows File Explorer or
from the internet. The ‘Remove‘ button will remove an image from an image pad, and if the image
has already been loaded up into Adminsoft Accounts, the image file will be deleted. It does not
delete the file the image originally came from (which if it was off the internet would be impossible
anyway). You’ll notice there is no description for each image (as they’re expected to be all one
product), but here is a large area for an overall description. The description input is actually a
WYSIWYG HTML editor. You can change fonts, font sizes, colors, etc. You can also copy and
paste text from the internet or other sources into this editor. See the guide on Sales Prospecting for
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further details on using this option.

Both the options discussed in this section actually stores the image files within the Adminsoft
Accounts system. By default, the image files are stored in a folder called 'docs' which is next to
your 'data’ folder. This same folder also contains any documents that have been attached to an
account or transaction. They can be backed up from Adminsoft Accounts along with your data
(make sure you select an 'images' option). However, it is possible in the Setup — Settings option of
each software module to select an alternative location to store the images

IMPORTANT: If you do select an alternative location for images, they will NOT be backed
up by the Adminsoft Accounts backup option. Even if you select 'images' to be backed up (it
will only backup anything in the default 'docs' folder). You would have to make other
arrangements to back up these files.

This system handles the following types of images: BMP, JPG, PNG, GIF, ICO. It can also handle
PDF files, but it cannot display a thumbnail image, it will simply display a PDF logo.

If you click the 'Remove' button, it will physically delete the image. If the image already existed
and was copied from another location, the copy will be deleted, but the original file will remain.

If this option has already been used to add images to a transaction, in the transaction details, if the
'Images' button is clicked again, this same option appears, along with the images. Images can be
added or deleted at any time. They can also be selected for printing/displaying when the transaction
is output (the document layout must support images, see a few pages back).

Also, you may notice each image pad is marked as 'Page 1', 'Page 2', etc. This assumes that each
image is a page from a multi-page document. Though of course, in practice the images could be
anything you wish.

Sales Invoices/Credit Notes, Proforma Invoices, and Advice Notes

These are all generated in A/c Receivable (Sales Ledger), and include Estimates generated from that
ledger. Elsewhere that images can be output in print/PDF and/or HTML documents, the document
has a choice of any of the available images. There are normally up to 8 images available. But
customer transactions are different. This is because as well as acquiring images using the ‘Acquire
Document Image/s’ option discussed a few pages back, any stock items in the transaction may have
their own images associated with them. So, in these customer transactions it is necessary to select
which images will be available to the print/PDF or HTML document to be output.

The example I’ll show you is a Sales Invoice. In the next screen image, I’ve clicked on the ‘Select
Images to Print‘ tab, and dragged a couple of stock images into the ‘Images to print‘ section:
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Sales Ledger - Invoice EIIEI
Customer [ 442004 Find| Test Customer AAA INVOICE 6461
Account WL transaction number: N11835
Text - Quantity & Prices ” Details ” Costs | SelectImages to Print |
Images to print {you cannot drag and drop images into this section, see Help)
- Stock Items: Sales | Stock Items: Costs ” Images ” Instructions
Stock codesSKD Description
000014 ] WasHER, TOE BOLT, GHARBOK, ME3 i+
oo-00z21 BODY. FR BRAKE A55. T140, 85 ON

00-0014 00-0014

Click on an image to select

Mame of selected customer. Single left click to view/edit customer details.

© ur

»)
\?/ Next

‘ i ’I New

(0)
‘ \ﬁ ) Prev

“;71 Eat H [/ oetee

xgancel

7=

The description of the stock item I used says “WASHER, TOP BOLT, GEARBOX MK3”, just
ignore that! Clearly the images are USB memory sticks. The righthand side contains the source of
the images, and the left hand side contains the images that have been selected by the user as being
available for printing. There are two lists of stock items in a Sales Invoice, the list of items actually
being sold, which will be listed in the ‘Stock Items: Sales‘ tab in the above screen image. And a list
of items for cost purposes (often the same, but not always), which will appear in the ‘Stock Items:
Costs‘ tab. Only stock items that have images associated with them will be listed. You can click on
a stock item, and its images will appear in the 8 small image pads below the list. You can then click
one of those images and it will appear in the ‘Image to print’ section. Note: you can only select up
to 6 images. In the ‘Image to print* section, below each image is a short description. This defaults
to the stock code/SKU the image came from, but you can edit it, and type what you like in there. It
is limited to 20 characters. If you need to remove an image from the ‘Image to print‘ section, right
click on the image. This only removes it from this section, it does not remove it from the stock item
of where ever it came from. If you want to use an image that was added to the transaction using the
‘Acquire Document Image/s’ option, click on the ‘Images‘ tab. The images will appear, as will the
‘Images‘ button which can take you to the ‘Acquire Document Image/s’ option. Note: there are two
versions of the Invoice/Credit Note window, a small one and a larger one. The larger one will
always be used, unless there isn’t enough space available to Adminsoft Accounts, then it may use
the smaller one. The smaller one does not have an ‘Images‘ button in the ‘Text — Quantity &
Prices’ section (due to lack of space), and so the ‘Images‘ tab is the only place it appears.

Anyway, when we click on the ‘Images‘ tab, we’ll see something like the next screen image:
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Sales Ledger - Invoice EI@
Customer [, yxp01 Find| Test Customer AAA INVOICE 6461
Account NiL trangaction number: N11835
Text - Quantity & Prices ” Details ” Costs | Selectimages to Print |

Images to print (you cannot drag and drop images into this section, see Help)

| Instructions

Anyimages scanned in or otherwise aquired using the iImages’ button in the
Text - Quantity & Prices’ section or below, will appear here. As images cannot
be dragged and dropped into the Tmages to print image pads,

Ifyou needto use an image that is not attachedto a ————
stock ltem In this transaction, you can click the IMages —
button to add it, and then select the image to print from

here.

Stock ltems: Sales || Stock ltems: Costs |

00-0014 00-0014

Click on animage to select

Select a stock item from the list. then click on an image to select.

l (7 R

i ’I Mew

xgancel

7=

|'/_\‘|
W

D_A Edit Hl,“[' Delete

|'/_\‘\
l \ﬁ ) Prev

As you can see, I’ve acquired four images of books. Just like the stock images, you just need to
click on to select it.

In the ‘Images to print‘ section, if single click an image (ie. a normal left click), a larger version of
it will be displayed in its own window.

The ‘Images to print‘ section can only use images that already exist in the Adminsoft Accounts
system, it is only storing the location and file name of images. It is not making a copy of them to
store elsewhere, So, at the time the transaction is printed out, the image files must exist, in the same
location, and with the same name. Normally, this will not be an issue, as transactions are printed
out straight after they are created, or very soon after. But if you print out an old transaction, you
may find not all the images are present. Stock item images can be changed, and where a stock item
is no longer used, they may perhaps be deleted

Obviously, any images selected to be available for print will only print if the print/PDF or HTML
document layout has data fields/tags in it to handle the images. Most of the layouts supplied when

the software is installed do not have any images incorporated into the layout, and so you may need
to do some layout editing.

Manage (and Move) Image Files

You can find this option by clicking on 'Setup' on the top menu bar, go down to 'System' and select
'Manage (and Move) Image Files. It was only introduced in v4.184. So, if you're using an earlier
version of Adminsoft Accounts, you'll need to update it.

When you start up this option will look something like the following screen image:
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2% Setup - Manage or Move Images EI@

|Current locations used by all images Select a new location to move image files to:

CWORKSWINDEV~ACCOUNTS4~ ledgers~TSW docs -

wwindevhaccountshgraphics [HOT FOUOHD]

T IHDEVSACCOUNTS N ledgers~TSU~docs [HOT FOUH

T IHDEVSACCOUNTS N ledgers~TSU~docs™ [NOT FOU

T IHDEVSACCOUNTS 4~ 1edgers~TSWdocs [NOT FOU

SWorksWIHdev-Account=4~Tenp

S CORESWEBDEV-IHAGES~NGAHMING

SWork~WEBdev~Imnages~MHedia — USE Move Images at Selected
Current Location to above

Destination

Default Browse

Always make a backup of the image files you are about to mave with
this option. Justin case something goes wrong!

aNeNsNaNeNaNy]

ListImages at this Location
Remove All Images at this
Location

Open the Selected Location
in Windows

‘ 0 Help ‘ ‘ g Exit ‘

The list on the left hand side shows each folder used by all the images stored in the accounts
system. For all modules and all record types. Everything. As you can see, some of these folders
don't exist. In this case they contained test data from goodness know how long ago. If I click one, I
can then click the 'List Images at this Location' button to see what images files it thinks it has. I
can also click the 'Remove All Images at this Location' button to remove the files at this non-
existent location. This will also work when the location is valid, but it will then ask you to confirm
before removing them.

The default folder for scanned images always appears first in the list, followed by any alternative
locations for scanned images. Whether or not there are image files stored there or not. Following
those are locations used by images for things like stock items, employees, and so no, that have not
been scanned in, but simply have their location and file names recorded.

You can move one group of image files to another location. Click on the location in the list on the
left hand side, then enter the new location into the input field, then click the 'Move Images at
Selected Current Location to above Destination' button. This will move all the images, and
change all the path and file name references as required. Note: this option will actually move the
image files, regardless of whether they were scanned in or already existed. So, this option CAN
change original image files.

If you click the 'List Images at this Location' button, a form will appear looking something like
the next screen image:
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= Setup - View List of Images at c\work\webdeviimages\media - usb E@
Date Tine User Type File Hames Description
15-08-18 16:35 SUPER StockIltem Owal Aluminium Flash Driv USE Memory Sticlk in blue -

15-08-18 16:35 SUPER Stockltem Eclipse USE Flash Drive.j USE Memory Sticlk in green

A*tothe left of the file name ) [ ]
means the file does not exist 0 Help Move Image Delete Image Jiew Image g Exit

It lists the date and time the image was created, or at least associated, which user was involved,
what the image is for (the 'Type'), and the file name and description. As the drive and path are all
the same, it displays that at the very top of the form (in the 'caption' area).

If you click on any image file, provided it exists, you can then click the 'Move Image' button to
move it somewhere else, 'Delete Image' button to physically delete it (ie. not just remove the record
of its location and file name), and the 'View Image' button to view the file using Windows.

If an image file does not exist, it will have an * to the left of the file name. You will be able to click
the 'Delete Image' button to remove the reference to the file.

Background Images on Forms

You will have noticed most forms have a subtle, almost pastel like background image. You can
select different images, or chose your own image files. Click on 'Setup' on the top menu bar, go
down to 'Miscellaneous', and select 'Set Background Images'. The form that appears will look
something like the following image:
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&° Set Background Images == |
Sales Ledger Purchase Ledger Nominal Ledger
> Use bach un
imaages
Stock Control Purchase Order Processing HR / Payroll
Setup General

(0~ |[E mai ]
IEENE N

This option allows you to setup background images. Each module in the accounts system can have
its own image. A range of images are already supplied, but you can load up your own if you wish.

To select an image for a particular module, click on the area just below the name of the module. If
it's already setup to use an image, a thumb print of the image will be displayed. When selected, the
name of the module will appear on the righthand side of the form, above the list of available
images. You can scroll the list using the scroll bar, and click on an image to select it. To load up one
of your own images, click the 'Use Own Image File' button. When selected, the image will appear
in the relevant module.

If the list and the 'Use Own Image File' button are greyed out and cannot be selected, it's probably
because the module has been set to not use images. Click on the 'Use background images' option.
The list and the button should then be available for use.

You will note all the built in images are fairly light pastel type images. Not too dark, and not too
busy. If you wish to use images of your own, you should pick with care. The darker and more detail
an image contains, the harder it will be to read the text on a form. The ideal size for an image is a
width between 1200 and 1400 pixels, and a height between 600 and 1000 pixels. Also, the image
has to be always available on disk. It is only loaded up as an when required. So, if the file is no
longer available, then the module that used that image will no longer display it. When using the
software over a network, it's important that you select files that will be available to all users, using
the same drive/folder names.

You can see what the images will look like in use by clicking the 'Save' button. But of course, this

will save the image settings. But if you don't like the images selected, you can always change them
back again.
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When done, click the 'OK" button to exit this form and save the images selected. These images will
apply to the currently selected company/organization, and will be used by all users. If you create a
new company/organization, it will use a default set of images. So, if you want to use particular
images for that company/organization, you'll have to run this option again to set them up.

If your copy of Adminsoft Accounts has a Software Registration Key, when you select a
company/organization, you will see an image in the background. You can change this to any image
on your hard drive or network by doing a single right click anywhere in the background. Whatever
image you select will remain until you change it again.

*** end of document ***
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