
Document Management in Legrand CRM 
 
Documents can be stored in two areas in the Legrand CRM, the documents tab to activity notes.  
‘Documents’ can be any windows supported file type i.e. .doc, .pdf, .xls or .wav files.  
 
Documents Tab 

 
Note. The paperclip at the top of the company information is a visual reference that a document 
is attached.   
 
Documents attached to the Legrand database are stored within the Legrand database folders or 
Legrand common folder for the CORP edition, they are not linked to the original file residing on 
the users C drive.  
 
This allows for all documents to be backed up and provides users with access to the file 
regardless of which client PC is online.  
 
The files attached are stored in the 
‘documents’ folder under the 
database or common folder as 
described above. Each company 
has its own subfolder (this is the 
database unique id character code 
for that record).  

 
 
 
 
 
 
 
 



Activity notes 
An attachment can also be stored against an activity note.  
Note. If importing emails from outlook the .msg file will be saved as an attachment against the 
activity note, allowing you to open the outlook email and see all attachments that were attached 
to the email.  

 
 
As with Documents above, files attached to the Legrand database via activity notes are stored 
within the Legrand database folders or Legrand common folder for the CORP edition, they are 
not linked to the original file residing on the users C drive.  
 
This allows for all documents to be backed up and provides users with access to the file 
regardless of which client PC is online.  
 
The files attached are 
stored in the ‘letters’ folder 
under the database or 
common folder as 
described above. Each 
contact has its own 
subfolder (this is the 
database unique id 
character code for that 
record).  
 
When viewing the activity note list, records with attachments are highlighted with document icon. 

 
 
 
 
 
 
 
 



 
Physical Files 
User wishing to track the folder location of the companies physical file can use the Legrand user 
files to record information such as cabinet and folder numbers.  

  


