
 

1 | P a g e  
 

 

 

 
Document Store 

 

 

 

 

 

Dear user, 

 

You must make sure that you have read “Navigating the System” first before reading any other Clarity 

guides as without a good knowledge of the navigation you will not fully benefit from the features and 

shortcuts that Clarity will provide for you.  

 

Click here to read Navigating the System: 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf 

 

Also at the end of each guide, there may be a list of other supplements for further explanation of features 

within this routine.  

 

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be 

useful to add to this document. 

 

Warmest regards 

 

Dataflow (UK) Ltd 

 

 

 

 

https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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The Document Store is a routine which enables you to attach a digital copy of a Purchase Invoice to an 

Invoice entered within Clarity. Whether it is the original digital invoice or a scan of a hardcopy. Most file 

formats are compatible. 

 

The Document Store is located within the Purchase Ledger. The blue arrow identifies the company 

currently in use, the red arrow identifies the Purchase Ledger and the yellow arrow identifies the 

Document Store option. 

 

 

 

The Document Store requires a folder structure which needs to be accessible by all users of the Clarity 

application, for example a shared network folder.   

 

The folder structure itself is flexible in terms of folder descriptions and will be setup by Dataflow as part 

of the Document Store implementation process. 
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As an example the folder structure below consists of three main folders- Incoming, Pending and Store.  

 

 

Once the folder structure has been established the following section will take you through how to attach 

the files. 

 

The first stage is to manually copy the required files to the Incoming Folder. The Document Store 

service watches the Incoming folder for any new files. 

 

The image below shows an example of the files I am going to use. 

 

 

 

 

 

 

 



 

4 | P a g e  
 

The Incoming folder contains a subfolder for each company setup in Clarity. Paste the required files 

into the associated company folder. In my example it is the MB folder. 

 

 

 

Once the files exist within the Incoming folder the Document Store service processes those files and 

moves them into the Pending folder. 

 

Once the service has processed and moved the files from the Incoming to the Pending folder it 

renames the files, giving the files a prefix of the company ID followed by an automatically generated 

sequential number. 

 

The example image below shows my six files moved to the Pending folder and renamed with the 

company ID and sequence number.   
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Once the files exist within the Pending folder (i.e. processed by the service) they will then appear within 

the Document Store window ready to be attached to a Purchase Invoice. 

 

 

 

The following example will take you through the process of attaching a Document Store file to a 

Purchase Invoice. 

Before I can attach a Document Store file the associated Invoice needs to be created in Clarity. 

To create the invoice navigate to the Purchase Ledger Invoices window (blue arrow below). Within the 

Invoices window click aaaaaaiii to create a new invoice. 
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When you create your associated invoice select the account the invoice is to be raised against 

and click on the References tab (highlighted in green below). 

 

In order for Clarity to automatically attach the relating file from the Document Store you will need to 

enter the sequence number of the associated document into the Invoice reference number field. 

In the example below I have entered 00000002. Note that the MB prefix is not required, only enter the 

numeric sequence number as it appears within the Document Store window. 
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As a reference the Document Store window is shown below with the Sequence column highlighted in 

yellow and my chosen document highlighted in blue. 

 

Once you’ve entered the relating sequence/reference number move to the Details tab and enter the 

transaction lines of the invoice.  

 

You may need to have the Invoice information to hand to be able to enter it. Either have the proposed 

attachment printed, or you can open another Clarity session simply by launching Clarity again using 

your desktop icon and entering the same username and password you are using for your first session. 

Once you’ve opened your second Clarity session navigate to the Purchase Ledger Document Store 

window and double click on the required file to view it. As a reference my chosen file is highlighted in 

blue below. 
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The image below shows two Clarity sessions open. On the left is my invoice entry window ready for 

Invoice line entry. On the right my second Clarity session where I’ve open in the associated file within 

the Document Store window, therefore having the information I need to enter on screen next to my 

Invoice entry window. 

 

 

Should you wish to work from a hardcopy simply double click on the document within the Document 

Store window and click the print icon in the top left corner (highlighted in green below).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you’ve completed and updated your Invoice it will appear within the Purchase Ledger Invoice grid 

as normal. Clarity will have automatically attached your chosen file to the Invoice.  
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The image below shows the Purchase Invoicing grid. Within this grid is an Attachment column 

(highlighted in yellow below). A marker inside this column indicates an attachment against that invoice. 

As you can see in the image below there is an attachment marker against my Invoice (highlighted in 

blue below).  

 

You can view the associated scanned document by double clicking the attachment marker in this grid. 

 

 

If the invoice needs to go through the authorisation process the recipient of the authorisation request 

email will be able to view the attached document by clicking on the link within the authorisation page.  

Below is an example image with the attachment link highlighted in green. 
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If I now return to the Document Store window you’ll notice that sequence number 00000002 is no longer 

displayed as an available file as it’s now attached to my invoice. 

 

 

My attached file is no longer displayed due to the grids filter settings. To access the grid filters simply 

click on the Filters tab highlighted in yellow below. Within the filters I have chosen to also view processed 

and Not processed documents (highlighted in Green below). 

 

As you can see the sequence number 00000002 is now displayed, and displayed a Status of processed 

(attached to an invoice)  
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Once a file has been attached to a transaction, therefore its status is flagged as processed, the 

Document Store Service moves that file from the Pending folder to the Store folder. 

 

The images below show an example of the Store folder structure. As you continue to use the Document 

Store period folders will be automatically created within the Store folder. The files flagged as processed 

within the Clarity Document Store window are transferred to their corresponding period folder (based 

upon the transaction date entered against the invoice the file is attached too). 

 

The last image below shows my example file MB-00000002 has now been moved to the period folder 

2020-09-30. 
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Should you modify a Purchase Invoice and change the reference so it no longer corresponds with the 

attached files sequence/reference the file-Invoice association will be lost, resulting in the file no longer 

being attached to that Invoice. 

 

The previously attached file will be automatically moved from the Store period folder back to the 

Pending folder. The file will re-appear within the Document Store window with a Status of Not 

Processed awaiting attachment to an Invoice. 

 

Should there be an occasion where a file exists within the Document store but you do not want it to be 

attached to an Invoice you can use the right-click Mark as error option (highlighted below in blue). 
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To flag a Document Store file as error you will need to enter a reason why. Press Tab to save the 

message, or Esc to discard. 

 

 

Once you’ve marked a file as error the Document Store Status of that file will change, and the file will 

be hidden from view unless you adjust the Filters to display errored files (highlighted in blue below) 

 

 

 


