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srrEEETe= DIRECTORY LINKS ¢ QUICK ACCESS TO E-DOCUMENTS STORED ON YOUR NETWORK

Barlap allows users to create a Directory Link inside the system that can access any documents stored in

a Local Directory on your network. This link provides a flexible way to store documents locally, while

allowing quick access to individual folders directly from Barlap. Create a folder for each location, link

your Barlap Location to that folder ¢ and store away for quick access anytime!

Steps below show you how to A) Create the Link to a Local Server Folder, and B) Accessing a Document
in that folder.

A) TO CREATE THE DIRECTLROY LINK TO A STORE LOCATION FOLDER IN BARLAP

1.

Go to the LOCATION where you want to attach a Folder Link.
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An Attachment file Object will be created. Default PATH will be in the FilePath field. Adjust the
path to be the folder location off your network (you might use windows file manager to navigate
to the proper folder on your network and then CUT/PASTE into the FILE PATH FIELD. )
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5. NOTE: One way to cut/paste the file path into the field is to open it directly using Windows File

Manager. Once you navigate to the proper directory, CUT / PASTE that path into the File Path

field in Barlap. Or type that Address into the file path field. Then <SAVE>. b 2 (i S

at the beginning of the File Path field.
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B) ACCESSING A DOCUMENT IN AN ATTACHMENT FOLDER.

1) To access a document stored in a local drive. Go to the Location and open the Attachment to Local

Server Folder.
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2) Select the File Path HYPERLINK. The Local Server Folder will open. Access any files stored

there. WORD, PDF, Scanned image, Spreadsheet ¢ can all be accessed and opened, edited/saved to the

linked folder.
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