
Epicor ECM (DocStar) - Exporting & Sharing
Sometimes, you’ll need to share documents, export them, or even print them out.
This course looks at how to print and email documents, save copies, and export them to CSV or HTML formats. Select the first topic to continue.
Objectives
· Printing
· Emailing
· Saving a Copy
· Exporting Metadata to .csv or .html
Printing
While keeping documents in digital format is ideal, there may be times where you need to print something.
When you have a document open in the document viewer, just select Actions > Print.
Now, select your options. You can enter which pages you want to print. And, you can choose whether to include Annotations or Redactions on the printout. 
If you’re printing to a PDF writer, select Create as a Single File to make sure any multiple-page document is combined into one PDF file.
When you’re ready to go, select Print.
If you don’t have the Client Service Running, your internet browser’s print dialog displays. 
If the client is running, when you select Print from the Actions menu, there’s a few extra print options at the top – the format.
If you want to include annotations or redactions in the printout, you cannot use Native format, because this format does not display annotations and redactions.
So, for example, select PDF, then select Include Annotations, and click Print.
Now you can see the system uses the client to deliver the annotated PDF to the workstation, where you can then access the computer’s print options.
If you’d rather not use this Client Service feature, you can disable it. In User Preferences, got to Settings, and clear the Print check box under Use Client Service When Available. Hit Save.
On the Retrieve screen, you can also print multiple documents at once. Perform a search, then select the items you want to include. From the Actions menu, select Print.
Your available options will depend on the status of your Client Service. If it’s connected, the same enhancements are available here.


Emailing
You have several options when it comes to emailing documents. It can be as simple – or as complex – as you need it to be.
While viewing an item, go to the Actions menu, and select Email.
In the Send window, first select your recipients. If your Client Service is running, and you use an email client on your workstation, the system references your address book, and offers suggestions as you type.
Now, enter a Subject for the email, and a suitable message in the Body field.
By default, the system is set to send View-Only documents as an attachment, in their Native format. This is OK if you don’t need to include any annotations or redactions. Click Send, and away it goes.
But what about the alternative options?
You can select the radio button to send a Direct Link to view in Epicor ECM (DocStar). If the recipient is a fellow Epicor ECM (Docstar) user, this enables them to open the document directly in their system.
On the other hand, use the View Only option to send a read only copy of the document. You can choose to either send a link for the user to download a .zip file from your Epicor ECM (DocStar) server, or send it as an attachment, or both.
If you’re sending an attachment, you can also set the page range to send, decide whether or not to include annotations or redactions, and decide whether or not to zip it.
If the item you’re sending has been burst, and contains multiple pages, clicking Create as a Single File will recombine all the pages into one single file.
To select pages, include annotations and redactions, and use the Single File option, you’ll need to set the version to PDF or TIFF, since native versions do not contain any markup.
You can also create a custom URL to view the document on your Epicor ECM (DocStar) server. Click the circular arrow to generate the URL for this document.
If you need to password protect the link, enter a Password below. Whether you’re sending a custom link, an attachment, or a .zip file, this same password will apply. 
Now, you may want more control over the look and feel of the emails you send. If the Client Service is running, you’ll also see the Open in Outlook option. Click this, and the system will copy and paste all the information and settings into an Outlook message, where you can further tweak it to suit your preferences.
One thing to note: If you’re using Epicor ECM (DocStar) “on premise”, the ability to access links to items can vary in certain situations. If the network housing your (Epicor ECM (Docstar)) system isn’t accessible outside of your company’s infrastructure, your (external?) recipients won’t be able to open links you send them. If that case applies to you, you’re better off sending attachments.
If you’d rather not use the email enhancements provided by the Client Service, you can disable them. Go to User Preferences > Settings, clear the Email check box, and select Save.
Finally, you can also send multiple items at once, from the Retrieve screen. In the search results grid, select all the items, got to Actions, and select Email. As we’ve seen, your available options depend on whether the Client Service is running. If you select Create a Single file, this will combine all items into one PDF or TIFF (!)
Saving a Copy
Sometimes, you might need to download a document to save on your workstation.
To do this while viewing a document, go to Actions > Save a Copy.
Next, select the format to convert the item to. If you’d like the original item, and don’t need any annotations or redactions, select Native, and click Save. The item is saved in your workstation’s Downloads folder.
If you do need to include annotations or redactions, you’ll need to select either PDF or TIFF.
If the item is a multi-page document that has been burst, select Create as a Single File to combine all the pages in one file, instead of a collection of individual files in a zip.
If your system is integrated with DocuSign, and the document has been signed, you can select Signature to download the eSignature version of the item.
If you’d like to add password protection, enter the Password here. Now, click Save, and the file is delivered to your Downloads folder.
On the Retrieve page, you can select multiple items to save. Again, go to Actions > Save a Copy. To consolidate multiple documents into one file, select Create as a Single File.
Hit Save.
Exporting Metadata
Another useful tool is the ability to export the metadata for your documents. You can export to a CSV (spreadsheet format) or to HTML (web page format).
On the Retrieve page, I’ve done a search, and I’ve chosen to display certain columns, as the export will include the data columns currently on display in the grid.
To export the data for one, or just a few documents, select the items in the grid, go to Actions, and select Export, then either Export to CSV or Export to HTML. We’ll select CSV this time.
Once the export has been created, click the link to download it to your workstation’s Downloads folder*
Let’s open the file to take a look. The columns correspond to the current columns that displayed on the Retrieve page, plus there’s a Document Link column, so if the person viewing this CSV file has Epicor ECM (DocStar) access, and View rights to the document in question, they can access the link to open the document.
What if there is a large volume of items? For example, in this search, I’ve displayed all items of a particular content type, and I want to export the whole lot. No need to check any boxes. Make sure your view filter lists all the available documents, then go to the Actions > Batch Actions, and select either Export All to CSV or to HTML. This time, let’s go for HTML.
In the Export dialog, click to download the file. Once it’s downloaded, open it up. Just like before, we see all our columns here, with the document links on the left.
Recap


	
In this course, we looked at how to print, email, and save copies of documents. We also saw how to export documents’ metadata to a CSV or HTML file.



[image: ]
1		January 13, 2023
The contents of this document are for informational purposes only and are subject to change without notice. Epicor Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose, merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints, dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s) described in this document with other Epicor software or third party products may require the purchase of licenses for such other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation. All rights reserved.


















[image: ]About Epicor
Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of experience with our customers’ unique business processes and operational requirements is built into every solution—in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while managing complexity. The result is powerful solutions that free your resources so you can grow your business. For more information, connect with Epicor or visit www.epicor.com.


Corporate Office
804 Las Cimas Parkway
Austin, TX 78746
USA
Toll Free: 	+1.888.448.2636
Direct: 	 +1.512.328.2300
Fax: 	+1.512.278.5590
Latin America and Caribbean
Blvd. Antonio L. Rodriguez #1882 Int. 104
Plaza Central, Col. Santa Maria
Monterrey, Nuevo Leon, CP 64650
Mexico
Phone: 	+52.81.1551.7100
Fax: 	+52.81.1551.7117
Europe, Middle East and Africa
No. 1 The Arena
Downshire Way
Bracknell, Berkshire RG12 1PU
United Kingdom
Phone: 	+44.1344.468468
Fax: 	+44.1344.468010
Asia
238A Thomson Road #23-06
Novena Square Tower A
Singapore 307684
Singapore
Phone: 	+65.6333.8121
Fax:	+65.6333.8131
Australia and New Zealand
Suite 2 Level 8, 
100 Pacific Highway
North Sydney, NSW 2060
Australia
Phone:	+61.2.9927.6200
Fax:	+61.2.9927.6298

image1.png
ECRICOR




