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1. Introduction

1.1 About This Guide

This guide is designed for end users, sales representatives, managers, and administrators who use 360
SmartDocs on a daily basis. It provides step-by-step instructions for every feature of the application, from template
management to bulk document generation and email delivery.

For installation and initial setup instructions, please refer to the 360 SmartDocs Installation & Setup Guide.

Related Documentation:

» 360 SmartDocs Installation & Setup Guide — Step-by-step instructions for installing the package, configuring
OAuth, assigning permissions, and creating buttons.

* 360 SmartDocs Word Add-In User Guide — Detailed instructions for building templates in Microsoft Word,
including fields, conditions, views, images, and tag syntax.

Tip: New to 360 SmartDocs? Start with the End-to-End Example (Section 8) for a quick walkthrough of the complete
document generation process from template design to final output.

1.2 Navigating the 360 SmartDocs App

360 SmartDocs is a Salesforce Lightning app accessible from the App Launcher. To open the app:

° Click the App Launcher icon (the 9-dot grid) in the top-left corner of the Salesforce navigation bar.
e Type "360 SmartDocs" in the search bar.
e Click on "360 SmartDocs" to open the application.

Once open, you will see six tabs in the navigation bar:

Home Contains 360 SmartDocs Dashboard (document generation All users
activity, recent generations, status summaries) and 360
FileSync Dashboard (file sync activity, storage usage)

Getting Started Interactive setup guide and onboarding wizard with step-by-step ~ Admins (initial setup)
instructions
360 SmartDocs Setup Configuration hub for license sync, permission sets, object Admins

configuration, button management, and File Sync Setup

Templates View, create, and manage document templates Admins, template
designers
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Bulk Document Generate documents for multiple records at once using reports All users
Generation or list views

360 Document View all generated document records and their statuses All users
Manager
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2. App Navigation

2.1 Home Tab

The Home tab is the default landing page when you open the 360 SmartDocs app. It provides two key dashboards in
a single view:

» 360 SmartDocs Dashboard — Displays an overview of document generation activity, recent document
generations, status summaries, and key metrics for your org.

» 360 FileSync Dashboard — Displays file synchronization activity, sync status across connected cloud storage
providers, and storage usage metrics.

2.2 Getting Started Tab

The Getting Started tab provides a comprehensive, interactive setup guide to help administrators configure 360
SmartDocs step by step. It features a left sidebar menu with expandable sections and a main content panel on the
right.

The "Introduction — Before You Begin" section contains the following two tabs:

1. SmartDocs Setup

» Welcome — Product overview and quick-start checklist
* Step 1: Assign Required Permissions

* Step 2: Set Up the External Client App

* Step 3: Configure Application Settings

* Step 4: Upload Your Templates

* Step 5: Install and Use the Microsoft Word Add-In

* Step 6: Generate Your First Document

 Step 7: Manage Templates & Versions

* Step 8: Advanced Configurations

* Step 9: Troubleshooting & Support

» Automation & Integrations — Advanced topics for power users

2. File Sync Setup

» Welcome — Product overview and quick-start checklist
* Step 1: Assign Permission Set

* Step 2: Initialize the Application (360 SmartDocs App)
» Step 3: Select Default (Primary) Storage

* Step 4: Storage Setup and Integration

* Step 5: Object Setup

* Step 6: File Sync Component Configuration

* Step 7: Upload and Sync Your First File

* Step 8: Automatic File Deletion After Sync

* Step 9: Advanced Configurations

* Step 10: Support & Troubleshooting

» Automation & Integrations — Advanced topics for power users
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Use the Back and Next buttons at the bottom to navigate sequentially, or click any section in the sidebar to jump 360Smariocs
directly to it.

1 360 SmartDocs Home  Gettieg Started 360 SmamtDocs Setup Templates s Bulk Document Generation 360 Documents Manager ’
SETUP GUIDE
SmartDocs Setup
WELEOME TO THE AL POWERED DOCUMENT GENLRATION APF GUIER START CHECKLIST

_ Create SOWSs, contracts, and proposals directly from A o
/ Salesforce —

» External Client App O

ntroduction - Before You Begin
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Getting Started tab showing the Welcome panel with the quick-start checklist and SmartDocs Setup sidebar navigation.

2.3 360 SmartDocs Setup Tab

The 360 SmartDocs Setup tab is the central configuration hub for administrators. The SmartDocs Setup tab
contains the following three sub-tabs:

* License Manager — Activate and sync your SmartDocs license, view license status, SmartDocs credits, and
FileSync credits details

» SmartDocs Setup — Sidebar navigation with: Permission Set Assignment; Configuration (Step 1: Salesforce
Object Support; Step 2: Manage Buttons)

* File Sync Setup — Used to configure and manage file sync settings.

2+ 380 SmartDocs e Gty S B Ty I s S Tpmphalen Bt Eaurmpes! Gawen wisom 160 Doxemerrts Mansgei

@ Ltnmmme Rl amagper 0 Somat 1Dy Sedup D

© sSmariDocs License Manager i Mot

ohlnl!'\'lai

Status Totad SenariDocs Credits Used SmariDocn Credity
100 18

Total FileSync Credits Used FileSync Credits

100 0

360 SmartDocs Setup tab showing the License Manager panel with license status, SmartDocs credits, and FileSync credits.
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2.4 Templates Tab
The Templates tab displays a list view of all Template records in your org. From here, you can:

* View all templates with their names, associated objects, document types, and active status
* Click on a template to open its detail page

* Click "New" to create a new template

* Use list view filters to find specific templates

Note for Admins — Template Visibility: End users with the X360_SmartDocs_User permission set do not have
"View All" access on Template__c. They will only see templates that have been shared with them via Sharing Rules.
As an admin, you must configure Sharing Rules on the Template__c object to grant read access to the appropriate
user groups. Without this step, end users will see an empty template list when generating documents.

sen

BH Getting Started ~ SmartDocsSetup  Templates ~  Bulk Document Generation 360 Documents Manager ~ g
B martDocs <
Templates
(" ‘ Import ‘ Change Oy Printable Vi ‘ Assign Label )
2 ( )
Oal- @ (wew | impors | crangeommer | prmavieview | sosion abe )
N =\ ) N
BIER NS
5 items - Sorted by Template Name - Updated a few seconds ago (- )E-)\e)(n)(£)(e]Y)
(O Template Name 1 v | SObject Name ~ | Document Name ~ | IsActive? v Document Type v
(O Account Summary Template Account Account Summary-{Name} v docx @
— " - Q)
2 [ Invoice Quote Inv-{(Name} 3 Doc ®
3 (O Opportunity Pipeline Opportunity Opp-{Name} v Pdf ®
4 () Opportunity Summary Opportunity Summary for-{Name} v Any @
5 () QuoteTemplate Quote Quote - {Name} . Pdf (O]
[ @porganzer |

Templates list view showing template records with Name, SObject, Document Type, IsActive status, and Last Modified columns.

2.5 Bulk Document Generation Tab

The Bulk Document Generation tab opens a multi-step wizard for generating documents for multiple records at
once. The wizard guides users through selecting a data source, choosing records, picking a template, and generating
documents in bulk.

ii 360 SmartDocs  GettingStarted  SmartDocsSetup  Templates Bulk Document Generation 360 Documents Manager ke

SMARTDOCS WIZARD
Bulk Document Generation

m Select Records Select Template Review and Generate

Choose where your records should come from

Start with either a Salesforce list view or a report, then narrow the source before moving on to record selection

Source Type
O List View
Report (Max 2000 records)

Object Source
*Select Object

Q_ Search for an object.

(“Back ) ( Next

| @ organizer |
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Bulk Document Generation wizard showing the 4-step progress path. 360 Smartpocs

2.6 360 Document Manager Tab

The 360 Document Manager tab shows a list view of all X360_Document_Manager__c records — each
representing a generated document or a document generation request. You can:
* View the status of all document generations (Completed, In Progress, Failed, etc.)
* Click on a record to see its details, including the parent record, template used, and the generated file
* Use list view filters to find specific document records

i 360 SmartDocs ~ GettingStarted  SmartDocsSetup  Templates v+ Bulk Document Generation 360 Documents Manager s

360 Documents Manager

@ Al @ ( New ‘ Import ‘ Change Owner ‘ Printable View ‘ Assign Label :\
S5+ e Sy 40D Morsgor . Ut fow st EDIDBIOIO)
() 360Docum.. 4 v | Parent Object... v | Parent Record Id v | Status v | Template v | Batch Job Id ~ | Transaction Id ~ | Template Version Id v | Par. v
() DocGen-01675 Opportunity 0060800000iKAI3IAG Completed Opportunity Pipeline TID:10411900000a16d4b7 0680800000E7TOAAN ©a
2 (J DocGen-01674 Opportunity 0060800000iKAI3IAG Completed Opportunity Summary TID:3794633000008a7b71 0680800000ELGT7IAP [©)
3 () DocGen-01673 Opportunity 0060800000iKAI3IAG Completed Opportunity Summary TID:283554200000104011 0630800000ELGT7IAP [©)
4 (] DocGen-01672 Opportunity 0060800000iKAI3IAG Completed Opportunity Summary TID:42853969000029 1842 0680800000ELGT7IAP [©)
s (J DocGen-01671 Opportunity 0060800000iKAI3IAG Completed Opportunity Summary TID:26613500000010ach7 0680800000ELGT7IAP ®
(O DocGen-01670 Opportunity 0060800000iKAIBIAG Completed Opportunity Summary TID:23623000000017af1d 0630800000ELGT7IAP ®
7 (J DocGen-01669 Opportunity 0060800000iKAISIAG Completed Opportunity Summary 7070800001 VLEUOIAW 597qoPIMhPXVTAOQUZUACF 0680800000ELGT7IAP ®
& () DocGen-01668 Opportunity 0060800000iKAIBIAG Completed Opportunity Pipeline TID:3887290000€73d69b0 0680800000E7TOAAN ®
9 (] DocGen-01667 Opportunity 0060800000iKAIBIAG Completed Opportunity Pipeline TID:14566000000656 1119 0680800000E7TOAIAN ®
10 (J DocGen-01472 Opportunity 0060800000iKAIBIAG Completed Opportunity Summary 7070800001uWuM7IAK 591iPqUISCzhyOtIFPQUSV 0680800000ELGT7IAP [©)
11 () DocGen-01471 Opportunity 0060800000iKAIBIAG Completed Opportunity Pipeline 7070800001uNKBBIA4 SOIEPWBSX]fsItIFPQVSV 0680800000E7TOAIAN ®
I'm‘l DocGen-01470 Opportunity 0060800000iKAIBIAG Completed Opportunity Pipeline TID:58882700000dd4538a 0680800000E7TOAIAN ® .

360 Document Manager list view showing document records with color-coded status badges.
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3. Template Management

Templates are the foundation of 360 SmartDocs. A template is a Microsoft Word (.docx) file containing dynamic
merge fields (tokens) that are replaced with actual Salesforce data when a document is generated.

-
Important: Templates must be created and edited in Microsoft Word using the 360 SmartDocs Word Add-In (see
Section 4). Do not attempt to create templates with merge fields directly within Salesforce — this will result in
incorrect template structure, missing merge fields, or unusable documents. For detailed guidance on template
design, refer to the 360 SmartDocs Word Add-In User Guide.

J

3.1 Viewing Templates

° Navigate to the Templates tab in the 360 SmartDocs app.
e The list view displays all templates: Template Name, SObject Name, Document Type, IsActive status.
e Click on any Template Name to open the template's record detail page.

Q On the detail page you can see: all template fields and settings, the Preview Attached Files component
showing uploaded file versions, and related lists for Document Manager records.

%7 360 SmartDocs  Getting Started  SmartDocs Setup  Templates v Bulk Document Generation 360 Documents Manager v/

4
Template P o
@ Opportunity Pipeline \:_:/
I Document Versions (2) (e¢) Details Related
S Record Type Owner
o i |_Opportunity_Pipeline Edit Template
121 opporunity ipene e CGED e 5 @ ueue 0
V1 -3/12/2026, 3:29 PM EE3  Version 1 - 3/12/2026, 3:29 PM O
SObject Name @ IsActive? @
e — | | T ’
Template Name
. - Opportunity Pipeline K
T21_Opportunity_Pipeline -
B2 v1-3/12/2026, 10:15AM Pipeline Summary | (e} Document Name @
Opp-{N s
21K OPPORTUNITY PIPELINE SUMMARY priName)
Document Type @
Unique Id: {id} | Opportunity: {Name} | Stage: {StageName} Pdf 7
oproRTUNTY DETALS TEAM HIERARGHY Created By Last Modified By
Name: {Name} Account Owner: {Account.Owner Name) E . = .
Account: {Account Name} Owner Email: {Account Owner.Email} o User User. 3/12/2026, 10:13 AM o User User, 4/2/2026, 9:18 AM

Stage: {StageName} Owner Manager; {Account.Owner. Manager Name}
Close Date: {CloseDate | formatDateMWDDIYYYY')

Probabilty: (Probabilty)%

Type: (Type}

e
ai)

Opportunity Products

| @ organizer |
Template record detail page showing fields, the Preview Attached Files component with file versions, and the document preview panel.

3.2 Creating a New Template

e Navigate to the Templates tab.

e Click the "New" button at the top-right of the list view.
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e The New Template dialog appears. Click on "Create New Template" to proceed.

Fill in the following fields: Template Name (required); SObject Name (required); Document Type —
Doc, Docx, Pdf, or Any; Document Name — naming pattern (e.g., "SOW - {Account.Name}"); Record
Type — Main Template or Sub Template.

e Click "Save" to create the template record.

Tip: Use clear naming conventions for templates, such as "SOW — Implementation — Standard" or "MSA — Global
— v1.0". This helps users quickly find the right template during document generation.

New Template: Main Template

* = Required Information

Information
Record Type Owner
Main Template 6 User User
*SObject Name @ IsActive? @

[@ ] O

Complete this field.

*Template Name

( )

Document Name @

[ )

Document Type @

s 7)

// \\\ .‘/- -\.
| Cancel )| Save&New |
ANy AN A

Template creation form with Template Name, SObject Name, Document Type, Document Name, and Record Type fields.

3.3 Uploading Template Files

After creating a template record, you need to upload the actual Word document (.docx) file that serves as the
template.

Note: Template files must be in .docx format (Microsoft Word). Other file formats (PDF, DOC, etc.) are not supported
as template source files.

In the Files related list or the file upload area, click "Upload Files".

° Open the template record you just created.
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e Select a .docx file from your computer containing merge field tokens.
Q The file is uploaded as a ContentVersion and linked to the template record.

e After uploading, the file appears in the Preview Attached Files component.

3.4 Activating and Deactivating Templates

Only active templates appear in the template selection dropdown during document generation.

Using the Preview Attached Files Component (Recommended)

e Open the template record page.

e In the Preview Attached Files component, select the file version you want to activate by clicking on its
card in the left panel.

° Click the "Activate Template" button in the right panel header.

° The file card will now display an "Active Template" badge.

Note: You can also activate/deactivate a template by editing the Template record directly and setting the "IsActive"
checkbox. If activating directly, you must also populate the "Active_Version_Id__c" field with the ContentDocument
ID. The recommended approach is to use the Preview Attached Files component, which handles this automatically.

i35 360 SmartDocs  GettingStarted  SmartDocsSetup  Templates +  Bulk Document Generation 360 Documents Manager y
© Spportunity Pipel (o Lo [ )
Opportunity Pipeline \ )
I Document Versions (2) () Details Related
T21_Opportunity_Pipeline Edit Templ A Templ Record Type Owner
I‘z?;%g’!’zgg”;z'%—,:"”“"e B Version 1 - 3/12/2026,329PM ain Template & O userUser Iy
SObject Name @ IsActive? @
21648 Opportunity rd rd
a
ey Preview & Download %4 Download as PDF Template Name
. T21_Opportunity_Pipeline Opportunity Pipeline s
e V1 -3/12/2026, 10:15 AM P Su a D N: [}
: ocument Name
21KB p
Opp-{N /
OPPORTUNITY PIPELINE SUMMARY pp-{Name)
Document Type @
Unique Id: {Id} | Opportunity: {Name} | Stage: {StageName} Pdf rd
'OPPORTUNITY DETAILS. TEAM HIERARCHY Created By Last Modified By
Name: {Namej Accou hoc = . = y
Account: {Account Name} Owner coou i 0 User User, 3/12/2026,10:13 AM o User User, 4/2/2026, 9:52 AM
Stage: {StageName} Owner ager: {Account.Own lanager Name}
Close Date: {CloseDate | formatDate: MM/DDIYYYY} Mgr Email; {Account.Owner. Manager. Email}
Probabiiy: (Probabilty}% Opp Account Ow
Type: {Type} Opp Acct Mgr: {Account.Ov
Opportunity Products
[ d® oranizer |
X . . — ™ o " . - .
Preview Attached Files showing the "Activate Template" button. The "Activate Template" button will not be visible for already activated

version.
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Warning: Deactivating a template will immediately prevent users from selecting it during document generation.
Ensure no active workflows depend on the template before deactivating.

3.5 Using the Preview Attached Files Component

The Preview Attached Files component is a two-panel interface available on every template record page:

Left Panel — File List

* Displays all uploaded file versions as clickable cards

» Each card shows: file icon, file title, version number, last modified date, file size
* Active version displays a green "Active Template" badge

* Click a card to select it and see its preview in the right panel

Right Panel — Preview & Actions
* Header: Shows the selected file name and version info
 Edit Template — Opens the template in the Word Add-In for editing
 Activate Template — Sets the selected version as the active template
* Preview Area: Shows a rendered preview of the document in an iframe
» Refresh button in the top-right corner to reload the file list

Template
(=) Opportunity Pipeline

I Document Versions (2) (&)
; - T21_Opportunity_Pipeline Edit Template
T21_Opportunity_Pipeline ] - ) N
s e e s T EE  Version 1 - 3/12/2026, 3:29 PM
216 KB &/ Active Template

T21_Opportunity_Pipeline -
ooc ] -_3/13!:'2026,1D‘1)5‘_»0\Mp Pipeline Summary | {vame)

21K3 OPPORTUNITY PIPELINE SUMMARY

Unique Id: {Id} | Opportunity: {Name} | Stage: {StageName}

OPPORTUNITY DETAILS TEAM HIERARCHY

Name: {Name} Account Owner: {Account.Owner.Name}

Account: {Account.Name} Owner Email: {Account.Owner. Email}

Stage: {StageName} Owner Manager: {Account.Owner.Manager Name}
Close Date: {CloseDate | formatDate” MM/DD/YYYY'} Mgr Email: {Account Owner.Manager. Email}
Probability: {Probability}% Opp Account Owner: {Account.Owner.Name}
Typs: {Typs} Opp Acct Mgr: {Account Owner.Manager Name}

Opportunity Products

|4 Onrgamzar | B o farh it Pl Diccoo o
Full Preview Attached Files component with file cards in the left panel and a document preview in the right panel.
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D
4. Microsoft Word Add-In

Detailed Guide Available: This section provides a quick overview of the Word Add-In. For comprehensive
instructions on building templates — including conditions, views, images, formatting options, and tag syntax — see
the 360 SmartDocs Word Add-In User Guide.

The 360 SmartDocs Word Add-In allows you to design and edit document templates visually in Microsoft Word. It
provides a sidebar within Word for browsing Salesforce objects and fields, inserting merge tokens, previewing
documents, and saving templates directly back to Salesforce.

 Create — Design your template by inserting merge fields and formatting the document layout
* Preview — Preview the document with actual Salesforce data to verify the output before publishing
 Live — Save and activate the template in Salesforce, making it available for document generation

4.1 Installing the Add-In

Open Microsoft Word (desktop version — Microsoft 365 or Office 2019 or later).
Click the "Insert" tab in the Word ribbon.

Click "Get Add-ins" (or "Office Add-ins").

In the Office Add-ins dialog, switch to the "Store" tab.

Search for "360 SmartDocs".

Click "Add" next to the 360 SmartDocs Add-In.

The Add-In installs and appears in the Word ribbon.
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file Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat [ Comments | [ Editing | 360 Smartbocs
élj [aptos Boay) A A Aa A R @) \Or/ f = Lo}
L Aptos(Body)  v|11 ) N U i
pasie - B I Uvabh x ¥ Av £+ A Normal Nospacing  Heading G Replace Create  Dictate  Editor | |Add-ins| 360
Sl u , A I Select~ a PDF . SmartDocs
Clipboard s Fort styles K eding  Adobe Aol
B . Ueio0a00 % TR TR R RNy SRS SR T R A T R TR TR TR T ST (0 Search Addns ]
. Developer Add-ins I
B 360 SmartDocs
j Popular Add-ins
z —— GPT for Excel Word
. ‘ ‘ Al agent for Excel. Ask for formulas,... | Add ]
R Terms & Condiions
V: —— Autopilot
B ‘ FREE GPT for Word, Excel and Powe... | Add |
B Terms & Conditions
o —— Deepl for Word
- (@ | oot vonr work sccummtonson.. [ Add | ¥
@ Advanced. | EMore Add-ins |

Microsoft Word ribbon with the "Insert" tab active and the "Get Add-ins" button highlighted.

4.2 Connecting to Salesforce

Click the 360 SmartDocs icon in the Word ribbon to open the Add-In sidebar.

The sidebar displays a login screen. Click the Salesforce environment (Production or Sandbox) you
want to connect to.

A Salesforce login popup appears. Enter your Salesforce username and password.
If prompted, approve the OAuth authorization request.

Once connected, the sidebar shows a success message and loads the template management interface.
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360 SmartDocs v X

D

360 SmartDocs

Welcome to
360 SmartDocs

& Secure Salesforce Login

Sign in to Production

|4’ Sign in to Sandbox ‘

Need help? Contact Us

Word Add-In sidebar showing the login screen with the Sign in to Production and Sign in to Sandbox buttons.

Note: The Add-In requires the External Client App / OAuth configuration to be completed by your administrator. If
you see a connection error, contact your Salesforce admin to verify the OAuth setup.

4.3 Inserting Merge Fields / Tokens

Merge fields (tokens) are placeholders in your Word template that get replaced with actual Salesforce data during
document generation.

° With the Add-In sidebar open and connected to Salesforce, you will see a field browser panel.
Select the Salesforce object your template is associated with (e.g., Opportunity).

Browse or search through the object's fields and related objects in the tree view.

Click on a field to select it. The merge token syntax will be shown (e.g., { Name}, { Account . Nane} ).
Click "Insert" to insert the token at the current cursor position in your Word document.

The token appears in the document as a placeholder text that will be replaced with real data during
generation.

Repeat for all fields you want to include in the template.
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file Home Insert Draw Design Llayout References Mailings Review View Developer Help Acrobat [ Comments | | Editing ~| 360 SmartDocs

Py o A a Find v ()
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Clipboard & Font & Paragraph [ Styles & Editing Adobe Acrobat | Voice Editor Add-ins | 360 SmartDocs ~
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a8 = 360 SmartDocs voX
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B CREATE
B Unique 1d: {Id | Opportunity: {Name} | Stage: {SiageName} -
Select Action
- ‘OPPORTUNITY DETAILS TEAM HIERARCHY Field
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Word Add-In field browser showing the Opportunity object tree with fields and related objects.
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Pipeline Summary

OPPORTUNITY PIPELINE SUMMARY

8 - Unique Id: {id) | Opportunity: {Name) | Stage: {StageName)
; ‘OPPORTUNITY DETAILS TEAM HIERARCHY
Name: {Name} Account Owner: {Account.Quner.Naoe}
B Account: {AgcountName} Owner Email: {Account. Quner Email}
- Stage: {SfageName} Owner Manager: {Account.QunerManageLName}
- Close Date: {GloseDate, | formatDate’ MM/DD/YYYY'} Mar. Email: {Account. Quner.Managsr. Emailk
o Probability: {Probability)% Opp Account Owner: {AGcouL.OuRSLNams)
B Type: {Type} Opp Acct Mr; {Accaunt.QunesManaastNams)
“ Opportunity Products
- O T T R T
. {#*Onportunit SUIELES.  iscount | ST0tAENCE
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Word document with merge field tokens inserted. Tokens will be replaced with Salesforce data.

Tip: You can also type merge tokens manually using the {FieldName} or {RelationshipName.ParentFieldName}
syntax. However, using the Add-In's field browser helps prevent typos and ensures you use valid field APl names.

4.4 Previewing the Document

Before saving your template to Salesforce, you can preview the document to see how it will look with actual
Salesforce data merged in.

e After inserting your merge fields, click the "Continue to Preview" button in the Add-In sidebar.
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The Add-In fetches sample data from Salesforce and generates a preview of the document with merge
tokens replaced by real field values.

Review the previewed document to check formatting, spacing, and data placement.

If adjustments are needed, go back to the CREATE tab in the Add-In sidebar, make your changes, and
preview again.

Once satisfied, click the "Continue to Publish" to save the template in Salesforce.
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N Account: {Account Name} Owner Email: {Account.Quner.Email}
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R Type: {Type} Opp Acct Mgr; {Aceount QunerManagsLName}
" John doe
- . 006MO000OLIJFQAZ
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B Edge Emergency Generator
i {#Oppartunit ${UnitRrice. ${TotalPrice.| i i i
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Word Add-In preview step showing the document being prepared for preview with Salesforce data.
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Pipeline Summary
B CREATE PREVIEW
- Unique Id: 006dMO0000KIZoPQAV | Opportunity: Green Farms Deal | Stage: Prospecting
ex
- OPPORTUNITY DETAILS TEAM HIERARCHY
Name: Green Farms Deal Account Owner: Admin 360 Preview Record
- Account: Green Farms Ltd Owner Email: admin@360degreecloud.com
- Stage: Prospecting Owner Manager: Select Record
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Document preview result showing the template rendered with actual Salesforce data, with merge tokens replaced by field values.
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Tip: Always preview your template before saving to Salesforce. This ensures that merge fields resolve correctly and
the final document layout matches your expectations.

4.5 Saving Templates Back to Salesforce

After designing your template in Word, click the "Continue to Publish™ button in the Add-In sidebar.
Fill out all the details related to the template.

Once ready, click "Publish Template" button.

The file is uploaded to Salesforce as a new ContentVersion linked to the template record.

Return to Salesforce and open the template record to verify the new version appears in the Preview
Attached Files component.

If needed, click "Activate Template" to make this new version the active one.
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Word Add-In "Save to Salesforce" panel with template selector, version information, and Save button.
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5. Single Document Generation

Single document generation creates a document from one Salesforce record using a selected template. There are
two ways to trigger it: via a Quick Action or via a URL Button.

When to Use Single Document Generation:

» Generating a proposal or SOW for a specific Opportunity during a sales meeting
» Creating a contract or agreement for a single Account that is ready for signing

* Producing an invoice or quote for one customer order

» Generating a personalized welcome letter for a new Contact

5.1 Generating via Quick Action

° Navigate to a Salesforce record page (e.g., an Opportunity record) that has the SmartDocs Quick Action
configured.

In the record's highlight panel (the actions area at the top of the record), look for the "Create
Document" action button.

e Click the action button. The Document Generation Wizard opens as a modal dialog.
° Follow the wizard steps (described in Section 5.3 below).

SMARTDOCS WIZARD
Document Management Wizard

Select a Template

Choose the SmartDocs template and output type before moving into recipients, confirmation, or email

delivery.
* Available Templates * Select Document Type
Opportunity Pipeline v | Pdf v :I

Send email with this document? F()

( Back ) @ Preview Document Generate Document

Salesforce record page showing the "Create Document” Quick Action button in the record's actions area.
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5.2 Generating via URL Button

e Navigate to a Salesforce record page that has a SmartDocs URL Button configured (e.g., "Generate
SOW (PDF)").

e Click the URL button on the record detail page.

e The browser navigates to the SmartDocs component page. If Execution Mode=auto: generation starts
immediately. If Execution Mode=view: the wizard opens for user interaction.

5.3 The Document Generation Wizard

The Document Generation Wizard guides you through the document creation process with a visual progress path
showing each step.

SMARTDOQCS WIZARD
Document Management Wizard

Send Email

Document Generation Wizard progress indicator showing two steps: Select Template, and Send Email.

5.3.1 Step 1: Select Template

e The "Available Templates" dropdown shows all active templates mapped to the current object. Select a
template from the dropdown.

Once a template is selected, its description appears below the dropdown for reference.
Choose the "Document Type": Doc (generates a .docx file) or Pdf (generates a PDF file).

If triggered via Quick Action, you will see a toggle: "Send email with generated document". Enable this
to email the document after generation.

Click "Next" to proceed to the next step.
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SMARTDOCS WIZARD
Document Management Wizard

Select a Template

Choose the SmartDocs template and output type before moving into recipients, confirmation, or email delivery.

* Available Templates *Select Document Type
Opportunity Pipeline v ((Doc v)
’ N
[ @vorganzer |

Salesforce record page showing a SmartDocs URL button on the record detail page.
SMARTDOCS WIZARD
Document Management Wizard

Send Email

Select a Template

Choose the SmartDocs template and output type before moving into recipients, confirmation, or email

delivery.
* Available Templates *Select Document Type
Opportunity Pipeline v ( pdf v/'\

~/  Opportunity Pipeline

Opportunity Summary

( Back ) @ Preview Document @

Wizard Step 1: "SOW - Standard Implementation” selected, Document Type set to "Pdf", and email toggle enabled.

Note — Field Access Validation: After template selection, the system checks whether you have read access to all
fields used in the template. If any fields are inaccessible, a Field Access Warning screen is displayed. See Section
6.8 — Field Access Validation for full details.

5.3.2 Step 2: Send Email (Optional)

If email sending was enabled, the Email Composer appears after document creation. The Email Composer allows
you to configure From, To, CC, BCC, Subject, Body, and email templates before sending the generated document as
an attachment.
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SMARTDOCS WIZARD

Document Management Wizard

FROM [ Current User Email (salesagent@360degreecloud.com) L 4 J
TO [’tss‘e or select from record fields. ]
cc + Add CC

BCC + Add BCC

TEMPLATE [ -- None -- v J
SUBJECT [Ema\l subject... ]
BODY ‘ [Salesfor(e Sans v][ 13 v](B ‘ I ‘ u ‘ %)(E 12| 9= ¢|E><§ | = | E) ‘

Back Generate Document

Wizard Email step with the Email Composer showing From, To, Subject, Body, and the generated document autorﬁatically attached.

5.4 Processing and Status Tracking
After clicking "Generate Document", the wizard transitions to a processing screen:

¢ An animated progress indicator shows that document generation is in progress

¢ A status message updates as the process moves through stages

« Once complete, it will redirect you to the record detail page with a success message.

* The generated document will be attached to the record under the related files section.

« If the generation fails, an error message is displayed with details about what went wrong

N

Generating Document

Generating your document, please wait...

Please wait while we process your document...

Document processing screen showing a spinner and progress bar with the "Generating document..." status message.

Contact - US: +1 323 641 4417 | UK: +44 740 327 9473 | AUS: +61 48885 3632 | IN: +91 852 710 0131

Page 22



360 SmartDocs Feature & User Guide ¢ Version 1.25.2

360 SmartDocs

6. Bulk Document Generation

Bulk Document Generation allows you to create documents for multiple records at once, using data from a
Salesforce Report or a List View.

When to Use Bulk Document Generation:

» Monthly invoicing — Generate invoices for all customers with outstanding balances at month-end

 Batch contract generation — Create renewal contracts for all Opportunities closing this quarter

» Mail merge campaigns — Produce personalized letters or proposals for a targeted list of Accounts or Contacts

» Compliance documents — Generate standardized compliance or audit documents for all records matching specific
criteria

6.1 Accessing Bulk Document Generation

° In the 360 SmartDocs app, click the "Bulk Document Generation" tab in the navigation bar.

e The Bulk Document Generation wizard opens with a progress path showing the steps you will follow.

6.2 Step 1. Select Data Source
Choose where the records for bulk generation will come from:

* Report — Use records from a Salesforce report
* List View — Use records from a specific object's list view

If you selected "List View": Select the Object from the object dropdown (e.g., Opportunity), then select a List View for
that object.

If you selected "Report": A Search Reports field appears. Type to search for a report by name, then select a report
from the dropdown.

Note: Report Requirements

* Report should be tabular.

* First column of report should be Id.

« If you want to generate documents from report, you must follow these basic steps:

1. Create a custom field — Data Type: Auto Number | Field Label: Filter Number | Display Format: {000000} |
Starting Number: 1 | Generate Auto Number for existing records: True | Field Name: Filter_Number

2. Use this field as a filter criteria: Filter Number greater than O.

3. Add this field to the report column and sort it by Ascending.

e Click "Next" to proceed to record selection.
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SMARTDOCS WIZARD
Bulk Document Generation

Select Data Source Select Records Select Template Review and Generate

Choose where your records should come from

Start with either a Salesforce list view or a report, then narrow the source before moving on to rec

Source Type
List View
O Report

Note:
- Report should be tabular.
- First column of report should be Id

- If you want to generate documents from report, you must follow these basic steps:

1. Create a custom field on the object whose records are used in the report. Configure it as follows:
« Data Type: Auto Number

- Field Label: Filter Number

- Display Format: (000000}

- Starting Number: 1

- Generate Auto Number for existing records: True

« Field Name: Filter_Number

2. Use this field as a filter criteria: ‘Filter Number' greater than ‘0°
3. Add this field to the report column and sort it by Ascending.

Bulk wizard Step 1 with "Report" source type selected, showing report requirements and setup steps.

6.3 Step 2: Select Records

Review the loaded records and select which ones should have documents generated:

A data table displays all records from your selected data source, with checkboxes on each row.
Use the Select All / Deselect All buttons above the table to quickly select or deselect all records.
Individually check or uncheck records as needed.

The record count summary above the table shows "Total: X | Selected: Y".

If there are many records, scroll down and use "Load More" to load additional pages.

Click "Next" when your selection is ready.

SMARTDOCS WIZARD
Bulk Document Generation

Review and choose the records to include

nfirm the dataset and control exactly which records are part of this bulk run.

Use the table bel

jotabiiiSalectec:t Select All Deselect All
(J opportunity Na...  Account Name Stage Close Date Amount Opportunity Ow... Opportunity ID Created Date Last Modified D... ~ System Modsta. Account ID Account ID User ID Owner ID
AutoDrive Parts  AutoDrive Ltd Qualification 2026-07-01 60000 squpt 0060800000KA...  2026-03-06T123... 2026-03-06T1ZS5.. 2026-03-06T125.. 0010800003MA..  0010800003MA.. 0050800000YSy.. ~00SO800000Y.
D Blue Tech Upgra. Blue Tech Corp Qualification 2026-04-15 45000 sgupt (0060800000iKAL. 2026-03-06T12:3...  2026-03-06T12:5. 2026-03-19T13:0. 0010800003MA. 0010800003MA. 0050800000Y5y 0050800000V.
Buildwell Tools Buildwell Ca proposal 2026-07-15 85000 sgupt (060B00000IKAL..  2026-03-06T123... 2026-03-06T1ZS5... 2026-03-06T12:5.. 0010800003MA..  0010800003MA.. 0050800000¥Sy.. 00SOS00000Y.
EduSmart LMS EduSmart Org Prospecting 2026-06-20 45000 sgupt (0060800000iKAL. 2026-03-06T12:3...  2026-03-06T12:5. 2026-03-06T12:5. 0010800003MA. 0010800003MA. 0050800000Y5y 0050800000Y.
() Finserve CRM FinServe LLC Negotiation 2026-08-01 95000 squpt 060B00000IKAL..  2026-03-06T123... 2026-03-06T1ZS5... 2026-03-06T12:5.. 0010800003MA.. 0010800003MA.. ~0050800000¥Sy.. 00SOS00000Y. [
Foodies POS Foodies Hub Closed Won 2026-09-01 110000 sgupt (0060800000IKAL. 2026-03-06T12:3...  2026-03-06T12:5. 2026-03-06T12:5. 0010800003MA. 0010800003MA. 0050800000¥5y. 0050800000V.
(0 GreenfarmsDeal ~ GreenFarmstd  Prospecting 2026-03-31 50000 squpt 060B00000IKAL..  2026-03-06T123... 2026-03-06T1ZS5... 2026-03-06T12:5.. 0010800003MA.. 0010800003MA.. ~0050800000¥Sy.. 00SOS00000Y.
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Bulk wizard Step 2 showing a data table with checkboxes for record selection. The count summary shows 45 of 150 records selected. 360 Smartbocs

6.4 Step 3: Select Template
Choose the template and document type for bulk generation:

* Left panel (Template Settings): Template dropdown and document type selector
* Right panel (Template Preview): Live preview of the selected template in an iframe

Select a template from the "Available Templates" dropdown. Only templates mapped to the selected
object and marked as active will appear.

Select the Document Type: Doc (DOCX) or Pdf (PDF).
The right panel updates to show a preview of the selected template.

Review the template preview to confirm it is the correct one.

Click "Next" to proceed to review.

SMARTDOCS WIZARD
Bulk Document Generation

TEMPLATE SETTINGS © TEMPLATE PREVIEW

“Template

Opportunity Pipeline v
Pipeline Summary | (tame)

“DM : - OPPORTUNITY PIPELINE SUMMARY

Unique Id: {id} | Opportunity: {Name} | Stage: {StageName}

v Template: Opportunity Pipeline OPPORTUNITY DETAILS TEAM HIERARCHY

Name: {Name)
v Type: Dac Account: {Account Name)

Stage: {Siag:
Close Dae:

| formatDateMMWDDIYYYY}
Probability: (Probabity)%
Type: (Type)

Opportunity Products

Bulk wizard Step 3 with split layout: "Invoice - Monthly" template selected on the left, template preview on the right.

Note — Field Access Validation: After template selection, the system checks whether you have read access to all
fields used in the template. If any fields are inaccessible, a Field Access Warning screen is displayed. See Section
6.8 — Field Access Validation for full details.

6.5 Step 4: Review & Generate
Confirm your selections before starting bulk generation:

» Source Type: Report or List View
» Source: The name of the report or list view selected
* Template: The template name
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* Document Type: Doc or Pdf

» Records: Total number of records selected for generation
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e If everything looks correct, click the "Generate" button to start bulk document generation.

e If you need to make changes, use the "Back" button to return to previous steps.

SMARTDOCS WIZARD
Bulk Document Generation

Review the setup and start generation

Double-check the source, selected records, and template settings before launching the bulk job.

Source Type:
Source:
Template:
Document Type:

Records:

List View

Al Opportunity
Opportunity Pipeline
Doc

4

Bulk wizard Step 4 showing the generation summary: List View source, SOW template, Pdf type, 45 records selected.

6.6 Status Tracking and Progress

After clicking "Generate", the wizard transitions to a status tracking view:

» A progress bar shows the overall completion percentage

* A status table shows each record's individual status: Completed, Processing, Pending, or Failed
» Message — Success confirmation or error details

» Actions — Links to view the parent record or the Document Manager record

SMARTDOCS WIZARD
Bulk Document Generation

Review the
Double-check the

d start generation

Template:

Document Type:

Record Status

AutoDrive Parts

BuildWel Toois

Edusmart LMS

Foodies POS

 records, and template settings before launching the bulk job.

st view
AlOpportunty
Opportuniy Pipefine
Do

4

Message

Waiting to process..

Wating to process..

Waiting to process...

Wating to process..

0/40%)

Actions

Bulk generation status tracking with progress bar and per-record status table showing Completed, Processing, and Pending statuses.

Note: For large batches (100+ records), generation runs as a background batch job in Salesforce. You can safely
navigate away from the page — the generation will continue in the background and you will receive an email when it

completes.
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Note: The Status Tracking progress view is not visible in the case of Report source type or when using List View with
"Select All" option. In these cases, generation runs entirely in the background and you will be notified by email upon
completion.

6.7 Using List View Buttons

If your administrator has set up a List View Button for an object, you can also trigger bulk generation directly from
the object's list view:

° Navigate to the object's list view (e.g., Opportunities — All Opportunities).
e Select records using the checkboxes in the leftmost column of the list view.
e Click the Bulk Generate Documents button (or equivalent name) in the list view toolbar.

° 1-199 records: Generation starts immediately. 200 records: You are given a choice: "Process selected
200 records only" or "Process all records in this list view".

= ¢ ST J IV EE AR Y J

222 360 SmartDocs Home  Getting Started 360 SmartDocs Setup ~ Templates v Bulk Document Generation 360 Documents Manager \+  Opportunities v  leads “  Accounts \/ K

Opportunities

Op portu nities ~ [g] ( New | Printable View ‘ Assign Label | Generate Proposals in Bulk >

[q Search this list... ] w/‘;\l (/;\w w/é\l w/T;\w w/,;‘\w ‘/‘IY\'

7 items « Sorted by Opportunity Name = Filtered by Opportunity Name » Updated a few seconds ago Nl NP N s N 2

(J opportunity Name v | Account Name v Stage v | Close Date v | Amount v | Opportu... v

1 (3 3605SMs App- 360 SMS App Qualification 6/30/2026 $5,000.00 Skhan ®
2 (J ApexApex Fleet Logistics- Apex Apex Fleet Logistics Qualification 6/30/2026 $5,495.00 SKhan @
3 [ ApexLogistics Solutions- Apex Logistics Solutions Closed Won 5/29/2026 $8,515.00 Skhan ©
4 [ Horizon Renewable Energy- Horizon Renewable Energy Qualification 6/30/2026 $75,830.00 Skhan ®
5 [ Kross & Associates Cybersecurity- Kross & Associates Cybersecurity Qualification 6/30/2026 $14,045.00 & Skhan ®
6 (J NovaCloud Systems- Nova Cloud Systems Closed Won 5/29/2026 $14,000.00 Skhan O]
7 [ Zenith Health Systems- Zenith Health Systems Qualification 6/30/2026 $15,000.00 Skhan ©)

Salesforce Opportunities list view with records selected and the "Generate Proposals in Bulk" button in the toolbar.

6.8 Field Access Validation

Whenever a template is selected for document generation, the system automatically performs a Field-Level Security
(FLS) check. It inspects all fields referenced in the template's queries and verifies that the current user has read
permission on each field.

If one or more fields are not accessible, a Field Access Warning screen is displayed. The warning screen includes:

» A warning banner explaining that the selected template references fields the user does not have permission to

read
* A table listing every inaccessible field with: Query Type, Object, and Field APl name
» "Cancel" — Stops the generation process and returns the user to the previous step
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* "Continue Anyway" — Proceeds with document generation. Inaccessible fields will appear blank in the 360Smariocs
generated documents

Field Access Warning

The selected template references fields you do not have permission to read. If you continue, these fields will appear blank in the generated documents.

Object Field

Account NoAccessField__c

g Cancel ) Continue Anyway
4

Field Access Warning screen displaying inaccessible fields detected in the selected template, with options to Cancel or Continue Anyway.

Warning: If you choose "Continue Anyway", any inaccessible fields will render as blank values in the generated
documents. To ensure all fields populate correctly, ask your Salesforce administrator to grant read access to the
required fields via Permission Sets or Profiles.
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7. Custom Related List Component

The Custom Related List component displays document generation history (or any related records) directly on a
Salesforce record page. It provides a rich data table with sorting, infinite scrolling, and navigation capabilities.

7.1 Adding to Record Pages

Navigate to the record page where you want to add the related list (e.g., an Opportunity record page).
Click the gear icon - "Edit Page" to open the Lightning App Builder.

In the Components panel on the left, search for "customRelatedListComponent" (it appears under
Custom components).

Drag the component into the desired position on the page layout (typically in the Related section or a
sidebar).

Configure the component properties in the right-side panel (see Section 7.2).

Click "Save" and then "Activate" the page.

= " F il Y
C’ Related Documents (14) [
N
14 iterns « Sorted by 360 Document Manager Name
360 Document Manag... ~ | Status w | Document Type el
DocGen-D1675 Complated Pd{
DocGen-01674 Completed Pdf

DocGen-01673 Compleied

DacGen- 01672
DacGen-016T1 Completed
DacGen-{1460 Completed
DocGen- 0444 Completed
- DocGen-01433 Completed
g DocGen-01426 Completed Dot

DocGen-01240 Completed

DocGen-01229 Completed Do

DacGen- 0150 Lompleted

Daclen-00182 Complated
DocGen-00177 Drafe

Custom Related List component showing "Related Documents" with 14 generated document records, Status and Document Type columns.

Contact - US: +1 323 641 4417 | UK: +44 740 327 9473 | AUS: +61 48885 3632 | IN: +91 852 710 0131

Page 29



360 SmartDocs

Feature & User Guide ¢ Version 1.25.2

7.2 Configuration Properties

After placing the component on the page, configure the following properties:

iconName

pNoteObjectApiName

pRelatedListTitle

pLookupField

pLinkField

pNotesFields

showNewButton
pDefaultSortedBy
pDefaultSortDirection

pPageSize

SLDS icon for the component header

API name of the child object to display

Display title for the related list header

The lookup/reference field on the child object that
points to the parent record

The field to make clickable for navigation
Comma-separated list of field APl names to
display as columns

Whether to show a "New" button

Default sort field

Default sort direction

Records per page (1-200)

standard:document

x360SmartDocs__ X360 _Document_
Manager__c

Generated Documents

x360SmartDocs__ Parent_Record_|Id
_@®

Name

Name,x360SmartDocs__Document_
Type__c,x360SmartDocs__ Status___
©

false
CreatedDate
desc

50
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8. End-to-End Example: Generating a Document from an
Opportunity

This section walks through the complete workflow from start to finish, using an Opportunity record as an example.

Prerequisites: Before starting, ensure that 360 SmartDocs is installed and configured (see the Installation Guide),
and that your user account has the appropriate permission set assigned.

Step 1: Design the Template in Microsoft Word

Open Microsoft Word and launch the 360 SmartDocs Add-In from the ribbon.

Log in to your Salesforce org and click the New button.
Design your document layout — add headers, company logo, tables, and formatting as needed.

Use the Add-In's field browser to insert merge fields (e.g., {Name}, {Account.Name}, {Amount},

{CloseDate}).
Switch to the Preview tab in the Add-In to verify the document renders correctly with real Salesforce data.

When satisfied, go to the Live tab, fill all the required fields and click "Publish Template" to upload the
template in Salesforce.

Step 2: Generate a Document from an Opportunity Record

Navigate to an Opportunity record in Salesforce.

Click the "Create Document" Quick Action button (or the URL button your admin configured).

In the Document Generation Wizard: Select the template you created; Confirm the Document Type (e.qg.,
Pdf); Optionally enable "Send email with generated document".

Click "Next" and follow through to generate the document.

Step 3: Review the Generated Document

After generation completes, you will be redirected back to the Opportunity record.
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e The generated document will appear in the Files related list on the record.

e You can also find the document in the 360 Document Manager tab, where it will show a "Completed"
status.

Tip: Use this same workflow for any object (Account, Quote, Case, custom objects, etc.). The only differences are
the template's SObject Name and the merge fields you insert in the Word template.
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9. 360 Document Manager Records

9.1 Understanding Document Manager Records

Every document generation — whether single, bulk, or automated — creates an X360_Document_Manager__c
record. This record tracks the generation process, stores references to the template and generated file, and provides
a complete audit trail.

The record name follows an auto-number pattern: DocGen-00001, DocGen-00002, etc.

9.2 Key Fields Reference

Name

Template

Template Version Id
Document Type

Status

Auto-generated record name (e.g., DocGen-00042)

Lookup reference to the Template record used for generation
The specific template file version used at the time of generation
The output format: Doc (DOCX) or Pdf (PDF)

Draft / In Progress / Merging / Finalizing / Completed / Failed

Parent Record Id The Salesforce record ID of the parent record (e.g., the Opportunity this document was

generated from)
Parent Object Name The APl name of the parent object (e.g., Opportunity, Account)
Document Version Id The ContentVersion ID of the generated output file
Created From "Detail Page Button", "List View", "Report", "Flow/Apex"

Batch Job Id For bulk generations, the Salesforce batch job ID (useful for tracking and
troubleshooting)

Transaction Id Unique request identifier for tracing through logs

9.3 Viewing Generated Documents

e Open a Document Manager record (from the 360 Document Manager tab, a related list, or a notification
link).

e The record detail page shows all fields described above.

e The generated document file is attached to the record via Files. Look for the file in the Files related list or
Notes & Attachments section.

° Click on the file name to preview it in Salesforce's built-in file viewer.

Contact - US: +1 323 641 4417 | UK: +44 740 327 9473 | AUS: +61 48885 3632 | IN: +91 852 710 0131

Page 33



360 SmartDocs

Feature & User Guide ¢ Version 1.25.2

360 SmartDocs

e Click "Download" to save the file to your computer.
e The file is also linked to the parent record (e.g., the Opportunity).

355 360 SMAnDOCs  GemgSewd  SmatDoo Senp Tempabs o Bul Dosment Gentiwion 360 Doosments Manages

Fa
© DocGen-01679 S | Oekin | Clane |
B Cocument Versions (2) o Details Relaicd
odies 360 Doogmen Manager Name Cwmer
h Opp-Foodies POS Doc m SRS S e Doxien 21628 ) tiser i @
e Ry Pare it Ot Mame Parent 160 Donument Murager
I - i ‘ <
Templyte @ Baent Record 1a @
& T21 Opperiunity_Pipeline Opnarminity Fpein: # A2 BRI N 4
N Ara, S Pipaline Summary | roseros 000 I Docwmen Type @0 Tosmgaase Wersion M
i OPPORTUNITY PIPELINE SUMMARY £ ORI g
watm @
Urpegen bt OORCRBIOORCANTAY | Cppmenssity Fooes BOS. | Stage: Chassd Weon Compieied &
P——
o = Craaod By Lant Macifiod By
i AT Uiner timer, 4006 232 AW ) Lizer Lo, 4273006, 133 A0
[ | W Pravec am by 2 i Frica _ (Dic® Tt
Document Manager record detail showing DocGen-01679 with Completed status, template reference, parent record link, and the generated
document file.
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10. Error Logs

10.1 Accessing Error Logs

Error logs provide detailed information about any failures that occur during document generation, template
processing, or system operations.

° In the 360 SmartDocs app, you may find an Error Logs tab (if configured by your admin) or navigate to
the Error Log object via the App Launcher.

The list view shows all error records, sorted by most recent first.

Click on an error record to see full details.

I 360 SmanDocs  GewngSeted  SmenDosSeip  Rewplales DUl Document Generstion 160 Documents Manags #
o Emoriog

¥ ERR-00176 bt | Doee | cone | ¥
Ralatod Details

e stiardateh #

bsthod Bame @

dprmates Pracess, 317/3008, 530 AM ) funcroted Paocesr, 3/17/H036, 5308

Error Log record detail (ERR-00176) showing error message, error type, class name, method name, severity, and user information.

10.2 Understanding Error Log Fields

Error Type The category of error (e.g., DmIException, HttpException, ValidationException)
Error Message A human-readable description of what went wrong

Severity How critical the error is: Low, Medium, High, or Critical

Class Name The Apex class where the error originated

Method Name The specific method that encountered the error

Stack Trace The full technical stack trace (useful for developer troubleshooting)

Record Id The Salesforce record associated with the error (if applicable)

Object Name The Salesforce object involved
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User The user whose action triggered the error

Transaction Id Unique identifier for correlating errors across batch operations

Batch Job Id The batch job ID if the error occurred during bulk generation

10.3 Common Errors and Resolutions

"Insufficient privileges" or
CRUD/FLS error

"Package is not active" error

HTTP callout error / Server
unreachable

"Template not found" or "No
active version"

No templates visible in
wizard (empty template list)

Batch job failure with partial
completion

Merge field not resolved
(shows raw token in output)

User lacks required permissions
on an object or field

The SmartDocs license is
inactive or expired

The document generation server
cannot be reached

The template record is missing,
inactive, or has no active file
version

End user does not have visibility
to Template__c records —
Sharing Rules not configured

A batch chunk encountered an
error

The merge field references a
field that doesn't exist or the user
lacks access

Verify the user has the correct permission set
(X360_SmartDocs_Admin or
X360_SmartDocs_User) assigned. Check field-level
security for any custom fields.

Navigate to SmartDocs Setup — License Details
and click "Sync" to refresh the license status.

Check the Remote Site Setting for x360SmartDocs
in Salesforce Setup. Verify your network allows
outbound connections.

Open the template record and ensure: (1) IsActive is
checked, (2) A file version is uploaded, (3) The file
version is activated via the Preview component.

Create Sharing Rules on Template__c in Salesforce
Setup — Sharing Settings to grant read access to
end users.

Check the Document Manager records for "Failed"
status. Review the Error Log for the batch job ID.
Re-generate only the failed records.

Verify the merge field syntax matches the object and
field APl names. Ensure the user has read access
to the referenced fields.
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11. Creating Buttons on Any Object

This section provides complete instructions for creating SmartDocs buttons on any Salesforce object. Three types of
buttons are supported, each suited for different use cases.

11.1 URL Button Setup

Go to 360 SmartDocs App - 360 SmartDocs Setup Tab — SmartDocs Setup.
Click "Step 2: Manage Buttons" in the left sidebar.
Click "New Button".

Enter the required button details, including: Button Label, Object Name, and additional configuration
fields.

From the Button Type dropdown, select URL Button (Detail Page).

Click Deploy to deploy the button immediately. Alternatively, click Save Draft.

Sub-step: Add to Layout

Go to Setup — Object Manager - select your object.

Open the page layout editor.

Click "Buttons" in the palette.

Drag your new action into the "Custom Buttons" section.

Click "Save".

11.2 Quick Action Setup

e Go to 360 SmartDocs App - 360 SmartDocs Setup Tab — SmartDocs Setup.

e Click "Step 2: Manage Buttons" in the left sidebar.
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Click "New Button".

Enter the required button details, including: Button Label and Object Name.

From the Button Type dropdown, select Quick Action (Detail Page).

Click Deploy to deploy the button immediately. Alternatively, click Save Draft.

Sub-step: Add to Layout

Go to Setup — Object Manager - select your object.

Open the page layout editor.

Click "Mobile & Lightning Actions" in the palette.

Drag your new action into the "Salesforce Mobile and Lightning Experience Actions" section.

Click "Save".

11.3 List View Button Setup

Go to 360 SmartDocs App - 360 SmartDocs Setup Tab — SmartDocs Setup.
Click "Step 2: Manage Buttons" in the left sidebar.

Click "New Button".

Enter the required button details, including: Button Label and Object Name.

From the Button Type dropdown, select List View Button (Bulk).

Click Deploy to deploy the button immediately. Alternatively, click Save Draft.

Sub-step: Add to Search Layouts

e Go to Setup - Object Manager — select your object.
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e In the object's Object Manager page, click "Search Layouts for Salesforce Classic" or "List View
Button Layout".

e Edit the List View layout and add your button to the "Selected Buttons" list.

Q Click "Save".
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12. Flow and Apex Integration

360 SmartDocs provides an Invocable Action that can be called from Salesforce Flows, Process Builder, or Apex
code. This enables automated document generation as part of your business processes.

When to Use Flow/Apex Integration:

 Auto-generate welcome letters when new Accounts or Contacts are created

» Trigger contract generation automatically when an Opportunity stage changes to "Closed Won"
» Generate approval documents as part of an approval process flow

» Schedule recurring document generation via scheduled flows (e.g., weekly status reports)

12.1 Using the Invocable Action in Flow

Open Salesforce Flow Builder (Setup — Flows - New Flow).

Add an Action element to your flow.

Search for "Create Document Manager" (or "createDocumentManagers") in the action search.
Select the 360 SmartDocs - Create Document Managers invocable action.

Configure the input parameters (see Section 12.2 below).

Optionally, capture the output parameters to track the result.

Connect the action element to the rest of your flow logic.

Save and activate the flow.

12.2 Input / Output Parameters

Input Parameters

templateld Id (Text) The record ID of the Template__c record to use for document
generation
parentRecordld Yes Id (Text) The record ID of the parent Salesforce record
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parentObjectName Yes Text The API name of the parent object (e.g., "Opportunity”,
"Account”, "Custom_Object__c")

documentType Yes Text The output format: "Doc" (DOCX) or "Pdf" (PDF).

Output Parameters

documentManagerld Id (Text) The record ID of the created X360_Document_Manager__c record

isSuccess Boolean true if the document generation was initiated successfully, false
otherwise

errorMessage Text Error details if isSuccess is false. Empty string if successful.

Tip: The invocable action supports bulk input — you can pass multiple records in a single flow loop. Each input
creates a separate Document Manager record and triggers generation independently.

Note: When triggered from Flow, the Created_From field on the Document Manager record is set to "Flow/Apex",
making it easy to distinguish automated generations from user-initiated ones in reports and list views.
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13. Introduction to 360 File Sync

The Complete Solution — 360 FileSync integrates SharePoint, AWS S3, Google Drive, OneDrive and SFTP into
Salesforce with centralized file and document management. Enabling seamless file access, reducing storage costs,
and enhancing team collaboration.

360 File Sync was built to solve the exact challenges organizations face with Salesforce storage. It's more than a
storage tool — it's a comprehensive file management ecosystem that helps you regain control of your documents
without compromising on cost, speed, or structure.

14. Setting Up Drive Sync

Follow these steps to sync your Drive with Salesforce:

° Open the 360 SmartDocs App — Navigate to the App Launcher in Salesforce. Search for and open
“360 SmartDocs”.

Connect Your Cloud Drive — Choose your drive provider (e.g., Google Drive, OneDrive). Authenticate
e by logging into your drive account. Grant necessary permissions when prompted. Once you click on
continue, you will be navigated back to your Salesforce org. The Drive is now connected and it will reflect

in your org.
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15. Setting Up an Object for Sync

Follow these steps to configure a Salesforce object for file synchronization with your cloud drive:
° Open Object Setup — Within the File Sync Setup, navigate to “Object Setup”.

e Add New Object — Click “New”. Select the Salesforce Object you want to sync files with (e.g., Account,
Opportunity, Lead). Click on “Next.”

@ vicense Manager @) smarDocssetup | () File sync Setup

€ Storage Setup

£ Object Setup

%x Configuration Setup

€ Object Setup

Object @
(e )
a
--None-- |
Account
Account Contact Role - ~
( Cancel |
\ J

Asset

Case

Object Setup — Select the Salesforce Object you want to sync files with.

e Map Object Fields — Map key fields: Primary Key Field (e.g., Record ID or Name), Folder Naming
Convention (optional but recommended), and select your Sync Preferences. Click on “Next.”

@ License Manager @ SmartDocs Setup 6 File Sync Setup

£ storage Setup X
£ Object Setup

%t Configuration Setup

& Object Setup

Sync Setup Summary

-r

AccountID

Account Name
Account Number

Account Phone v

Sync Preferences @

Notes and Attachments (Files) v

Object Setup — Map Object Fields and configure Folder Naming Convention.

Sync Setup — Configure your syncing preferences: Sync Records — Toggle to initiate the syncing
process for existing records. Custom Range — Sync All Records or select a specific date range. Delete
Synced Files — If enabled, the following file types will automatically be deleted from Salesforce once
synced: Attachments (classic Salesforce Attachments), Notes and Attachments, and Files (Salesforce
Files / ContentDocument). Only the records synced in the current operation will be deleted.
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@ ticense Manager (@) smartoocs setwp | (D) File Sync Setup 360 SmartDocs

£ storage Setup ~ .
< Object Setup
1t Configuration Setup

£ Object Setup

Unsynced Files Count: 227 Synced Files Count: 0 Unsynced Files Size: 11 MB Synced Files Size: 0

sy recors= @ @) e ) auto-eee yreeaies © ()

(" cancel ) ("Back ) m

Sync Setup — Configure sync records, custom date range, and delete options.

Caution: Deleting files that are synced to your cloud storage from Salesforce may disrupt other Salesforce features
or functions that rely on these files. Proceed with caution and ensure you understand the impact.

Save Configuration — Check to see if the created object setup details are as per your preference. Click
Save once the object and mapping are configured. The system will automatically create folders in your
drive based on this setup.

@ ucensemnsger (@) smarocssewp | (5) il synesewp

£ storage Setup ~ .
< Object Setup
iy Configuration Setup

£ Object Setup

Object Name: Account
Syncing@: on
Folder Name®: Backup ({Account.Namel)

u d Fil
nsynced Fle @ Your 227 Records of this abject will be Synced
Count

Synced File Count@:  Your 0 Recards of this object have been Synced

Auto-Delete

synced Files 3| off

A Before you finalize, please review the information for accuracy, as this setup is a one-time process. Making sure everything is correct now will prevent future problems. If you need to make changes later, just
for assistance. Your ion is greatly i

Object Setup — Synced files are now visible in the related section of the Salesforce record.

Tip: After completing the setup, you will be able to see your synced files in your Salesforce org in the related section
of the record.
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16. Salesforce and Its Storage Challenges

Salesforce is a leading CRM platform utilized globally by businesses to manage customer relationships, streamline

sales processes, and enhance productivity. Despite its powerful capabilities, Salesforce faces significant limitations in

file storage management. Businesses often struggle with limited and costly storage, inefficient synchronization of
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files, and complex file management procedures. These limitations frequently result in scattered document storage, 360Smariocs
increased costs, reduced productivity, and diminished collaboration capabilities.

16.1 Understanding Salesforce Storage Challenges

Salesforce categorizes storage into Data Storage, File Storage, and Big Objects, each serving distinct purposes.
However, organizations quickly encounter storage constraints as their data and file requirements grow:

» Limited and Expensive File Storage: Salesforce provides limited file storage space, and exceeding these
limits incurs substantial additional monthly fees, impacting operational budgets significantly.

* Inefficient File Management: Without a centralized approach, files scattered across multiple external drives
complicate accessibility and document retrieval.

* Complex and Time-consuming Syncing: Manual file synchronization processes lead to data inconsistencies
and increased workloads, reducing overall productivity.

» Performance Issues: Excessive files stored within Salesforce slow down the CRM, negatively affecting
performance and user experience.
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