
Tips & Tricks

Written by the fi rm’s resident super user, Victoria, Accredo’s user tips provide helpful information,
short-cuts and general pointers to help customers improve their use of Accredo.

Adding Links and Memos to Documents and Transactions
Accredo users will be already familiar with adding Links and Memos to masterfi les such as Customers and Products. Release 3.5 
users can now add them to Documents and Transactions.  Use Links to attach fi les or web links, Memos for recording notes or 
reminders.

 In the example below, I will demonstrate saving a pdf copy of invoice emailed to you by a creditor against the Invoice transaction 
in Accredo.

First copy the attachment. Open the email and right click on the invoice and click Copy.

Next enter the Invoice into Accredo.

Tasks > Accounts Payable > Enter Transactions > Invoice. 
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Enter the Invoice details and Save. Then click the Links button or press Alt+F6. 
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The Links on AP Transaction window will open. Click Edit or press F11.

Click in the File fi eld and press the Lookup button or press F2 to open the Links folder. 
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Right click inside the folder and select Paste. 
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The attachment you copied from the email will now be pasted into the Links folder. 
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Click Open and the Link to the Invoice will appear. Then click Save. 
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To view the fi le,  just double click on the Icon. 

The Invoice will open on screen (so long as you have the application required to read it installed on your PC). 
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Anytime you need to view the invoice, open the Invoice transaction in Accredo then open the fi le attached.

Maintain > Accounts Payable > Creditors > [Select Creditor] > Transactions Tab.

Select the Invoice. 
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Double click the Invoice to open it and you’ll see the Links button now has a red asterix indicating that there is an active Link for 
this Transaction.

Click the Links button or press Alt+F6 to bring up the Links on Transaction screen and double click on the Icon to open the fi le.   
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