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PayDox – next-generation Enterprise Document Management System.

Copyrights 

All rights reserved by PayBot, LLC, Delaware, USA. 

© 2001, 2002 PayBot, LLC.

General Concepts
PayDox is an enterprise document management system of next generation. Its enterprise functionality (balance calculation for payment documents, reporting, and accounting) exceeds that of ordinary document management systems, and its operation and maintenance are much simpler than those of ordinary management systems are.

The system was designed to work with payment documents, namely, to control payment documents; to create reports for contract payment balances; and to create reports for enterprise payment balances, payment control, debt and arrears reports. The system administrators and advanced users can form new types of documents and reports by themselves.

The system is totally web-based; its data protection methods are used by financial institutions to safeguard transactions. It can be accessed both via firewall-protected Intranet and Internet so that PayDox serves as an enterprise document management system unifying several remote parts of organizational framework. You can easily integrate PayDox with MS Office. This makes it possible for users to insert the data from document forms on-the-fly in MS Word or MS Excel documents loaded by the user from a web-server. The system is easy in use. User operates with conventional MS Word and MS Excel files added to the system by him/her (or a system administrator) and changed by him/her if necessary (e.g., according to changed tax report requirements), and the system inserts actual data into the documents during downloading these documents. It has top flexibility and functionality. Documents can be received as conventional MS Word or MS Excel editable files and the data in the documents are in the system database to be used in control and accounting functions. Hyperlinks to documents related to the user go through e-mail notifications, and each user can have a list of e-mails with active hyperlinks to required documents on his/her computer. The user only clicks an e-mail to have a required document ready. The documents hold in the server rather than in user's computers, which significantly increases the security. Documents required for work can be downloaded from the system to a user's computer. There is no need in special software to be installed on a user's computer: users work with the system through an ordinary Internet browser.

System Architecture

Design of the system employs the most-up-to-date approaches to enterprise system development. 

Three-tier arrangement – client (Internet browser) installed on workstations, application server with business logic applications and database server as a subsystem for data storage and processing.

Creation of interconnected cross-company informational environment.

Central enterprise database contains the whole enterprise data (documents and – more important – also their contents). New types of structured documents can be added to the database without major changes to database structure. 

Frequently used operations (including preparation of outgoing printed documents and requests) are executed more efficiently and reliably. 

All reports and MS Word/Excel documents are set up and stored in the system. This allows for a user to prepare a document/report by simply clicking a button or selecting a menu path. One is able to create a typical request by picking a request from a list and then pressing a button. 
As for untypical requests, all you have to do is to fill in a request template and save the template in a list to make it typical. 


Store information regarding both past and forthcoming events.

PayDox allows creating reports, balances of payments and financial/material forecasts based on projected (non-effective yet) documents. At that forecasts let you get an insight of possible changes within enterprise determine by rejection/approval of the documents in question. 

An ideal enterprise informational system should comprehend activities of all employees. Ratio of time periods (work with the system/ with office applications) can be considered a measure of completeness of the system. 

PayDox features integration with MS Office that enables users to learn rapidly without quitting their use of MS Word and MS Excel documents. System prepares these documents required by user in automatic mode. Resulting documents are filled with enterprise database data without drastic changes to their appearance. 

«Data-driven» principle of system design allows users to customize their systems to tailor them for most operations (entry, search and edit functions) they need.

The system was designed as enterprise database with flexible structure. Users and system administrators can create almost every known kind of requests (reports) and documents. System core is ready for work, and additional business-logic applications can be added after system implementation. It was written in ASP so that even clients’ own programmers could take further customizing and setup steps. 

Any Document Types

You can set up the system to process different sorts of documents. Document card creation depends on quantity and types of informational fields the document in question has. 

See also System Administration
Export/ Import of Document Types Settings to/from a File

You can export document/specification type settings to external text files and import them from these files. This makes it possible for several system installations to interchange document/specification type settings. Should some of document types are not used anymore, the corresponding settings can be exported and the types in question deleted from the system. One can import the settings as required. Delivered system version comes with a number of settings relating to often-used document types. 

See also Export/ Import of Document Types Settings to/from a File
Control of Instructions and Contracts Execution

Persons responsible for document execution or those who control the process are sent messages regarding schedule times and non-executed documents.

Payment Control

Balances of payment are maintained for financial and payment documents. It gives you an opportunity to get up-to-date information about current situation with these documents. 

Inventory Control and Goods/Materials Movement Management

You can create reports based on business accounting documents. The reports give you comprehensive picture of goods/material movements through all organizational units of your enterprise, which serves as a basis for materials accounting. You can maintain component specifications of complex composite products. PayDox can prepare them for further generation of accounting documents. Try setting it up so that it would maintain guides to product range with –possibly – hundreds of thousand entries (product names and codes). They might be useful when you need to create a set of accounting documents, since you can enter information conveniently and quickly search for any data you require. Calculation and maintenance of products remaining in warehouses is performed on monthly basis for current and last year. However you may want to do it for any number of years. System architecture supports centralized inventory management and accounting for any number of storage locations. In addition, it supports real-time report generation to monitor goods/materials movement and remaining materials state. 

See also Directory of Inventory Units
Budget Planning and Development of Financial and Payment Documents

Newly created documents have a status «Under Development». It means that you have an option not to group them with valid documents. Instead, you can create individual reports for them to plan future enterprise budget and estimate influence of designed documents upon it. 

Visa and Approval of Documents

Electronic documents can be viewed, vised and approved. If such documents are changed after visa/approval completion users are sent corresponding messages automatically. Once a document is approved, only users with exclusive authorities would be able to change it. However, then the document is liable to re-approval. This measure was taken to ensure control of unauthorized changes made to the documents approved. 

See also Document Visa and Approval
Visa and Approval of Documents: Routing

While creating a list of persons responsible for visa you can set the order of document visa (routing). You can choose between parallel visa routine (several users can access and visa the same document concurrently) and successive one (users access the document to be approved following some predefined sequence). You may combine these options as well.
See also Routing for document visa and reconciliation
Document Version Control

The system is supposed to store virtually any number of document versions including text comments to each version. All user must do to retrieve a specific document version is to click a corresponding hyperlink. Graphic files with document images, MS Word/MS Excel documents or files of any other format (e. g. sound/video files) can serve as document versions.

See also New File Version Upload
Document Archiving

The system has a separate database for archived documents. Procedure for writing-off of needless documents supports batch mode and can be started by system administrator. Archived documents criteria are set during system setup and allow further changes. A document can be retrieved from archive to the central database. 

See also Document Archive
Control of Users' Operations with Documents

The system writes information about users' actions in a system log. In this way you can manage every aspect their work.

See also User Action Log
Control of Instructions and Contracts Execution

The system helps you control execution of documents and instructions (about to become valid).

See also Instructions
Document Access Management

There are several levels of access to documents. Reading, writing and deleting a document imply different authority types. Another important system option: you can divide all corporate documents in two categories. These are official documents and internal (administrative) ones. Employees should have special authorities to access the latter. To provide integrity and security of internal documentation database you can even store it on a dedicate medium (e. g. removable hard drive). Administrator can provide role access for users – some standard access settings provided for group of users.

See also Authority Assignment
Database and Directory Maintenance

The system supports maintenance of internal databases and directories. Directory of users contains information of employees along with access levels assigned to them. Department directory gives you an idea of existing organizational units (departments, administrations, branch offices etc.) within your enterprise. Document card delivers information about what department document in question belongs. Directory of positions contains names of positions used at your enterprise. Document type directory lets one set the system up to process specific set of document types employed. Transaction type directory does the same for types of financial, payment and accounting operations. Inventory units have a structure of a database. You can maintain the whole nomenclature of these units both for internal usage and for goods delivery to partners and retailers. Directory of partners contains information related to business partners of your enterprise. Links with covenanters are described on document cards. Specification directory allows you to tailor the system for processing of specifications used in corporate documents.

System Administration

 See also 
Specification Maintenance and Automatic Calculation of Document Items

One of the system peculiarities is a possibility to set it up for any specification types. The term “specification” stands for a list (table) of any items with a set of items assigned to each item. You can maintain specifications of products in a contract/invoice, or manage lists of employees with a view to document personnel issues and execute payroll accounting. You can add formula to the system to provide automatic calculation of items. For example, if you have an invoice, you can automatically calculate totals for taxes and goods value. 

See also Specification Directory
Easy Report Constructor

PayDox has a built-in report constructor designed for users who want to create required accounts by themselves. Users just choose formal report criteria and provide information to be represented in it. They name it (e. g  “Contract payment balance D-162/2002” or “Sheet of goods/materials movement for the current year”). Then they save their requests to the system. Should they want to create the report afterwards, they just would have to pick their requests from a list and execute them. Entering additional data search term can facilitate complex search. This term is an SQL-expression, and this makes it possible to create reports using almost any kind of search term. 

See also Reports
E-mail Notifications and message postings

You can notify users by e-mail informing them of forthcoming document vise/approval. PayDox can be also used to post messages to all users with an access to read specific document. This function may prove very convenient when you want to post some “must-read” information (company-wide orders, rules etc.).

See also E-mail Notifications
Integration with Corporate Web-site and E-mail service

PayDox can be easily integrated with corporate website and e-mail system. After integration the above can work as a uniform system.

See also Integration with External Applications
MS Office Integration

The system is integrated with MS Office. You can store MS Office documents in the system. This is the case where you can insert data from document cards into MS Word or MS Excel documents downloaded from your website automatically on-the-fly. You can also store the documents in some external storage, use both system documents and ”system-independent” ones. Thus, it is possible to change system settings so that you would always cope with ever-changing formal requirements of state regulating authorities to official accounting documents.

See also Document Template Setup in MS Word
Integration with Existing Corporate Applications

PayDox supports integration with existing corporate applications. System's open architecture lets one tailor it to satisfy almost every client's need. Due to standard database management system interfaces supported and open code of key modules you can easily integrate PayDox with productive accounting applications and other corporate software. 

Moreover, you would like to integrate it with your corporate website and e-mail system. After integration these components can work as a uniform system.

Integration with External Applications

 See also 
Operation and maintenance

Enjoy operation and maintenance simplicity. The system is only installed on a server and should not be installed on user computers. All users need is ordinary web-browsers. It results in drastic simplification of system operation and maintenance, since users are free to use any computer to access PayDox. Remote users and branch-office employees can choose between accessing the system via the Internet and direct modem connection to corporate server. 

Document Categories

Documents are classified by categories in the system. New categories (e. g. bills, invoices, staff lists etc.) are entered in document type directory along with data describing  items required by the category in question. You will also have to specify templates of output Word documents.  

See also Document Category Directory
Topics

Another classification system is based on topics. “Topic” stands for knowledge domain (e. g. “Consulting”, “Software delivery” etc.) serviced by different document types. You enter new topics in document topic directory. 

See also Topic Directory
PayDox Document Specifications

“Specification” is one of the key terms in PayDox. It stands for a list of any items with a set of their  details. It means that every kind of table data (goods and their  details listed in invoices, payrolls etc.) can be treated as specification in a system allowing customizing for a specific document. As a result, all document data are represented by the corresponding document card and stored in central system database. You can base your reports on these data using data grouping and retrieval from any document. For example, you are able to prepare a summary report on specific product movement or employee development, source data being taken from corresponding basic documents (invoices, bills etc.), without programmers' employment. 

The system of specification maintenance lets you maintain and store full information of the documents needed (and their contents) in a central database. This information can be retrieved into reports then. You can enter formula for calculable  items of documents to calculate them in automatic way. For example, if you have an invoice, you can automatically calculate totals for taxes and goods value.

See also Specification Directory
Document Search

There are a number of methods for getting a document list user needs. 

Document Type Search

You can pick a document type from a list and find all documents that satisfy the criterion from among the documentation you may access.
Topic Search

You can pick a document topic from a list and find all documents that satisfy the criterion from among the documentation you may access.
Partner, Document Type (Category), Enterprise/Department, Topic, Period Search 

Select partner, document type (category), enterprise/department, topic or period from a pulldown list (search fields in upper part of the screen) and find all documents that satisfy the criterion from among the documentation you may access. 

! These search fields can be used for report generation. 
Standard Buttons for Report Processing See also 



Fast Context Search

You can enter some context in “Quick search” field and find all documents with the context specified from among the documentation you may access.
Search for Documents to Be Vised/Approved

Press [image: image2.png]


 button to see the list of documents to be vised by the given user.  

Search for Overdue Documents and Documents with Expiring Execution Time
Press [image: image3.png]


 button to see the list of overdue documents and documents with expiring execution time.
Search for Controlled Documents

Press [image: image4.png]


 button to display a list of documents controlled by the specific user (i. e. the documents he/she has to approve/reject). 

Search for New Documents
Press [image: image5.png]


 button to get a list of new documents appeared in the system during last week from among the documentation you may access.

Bulletin Board
Press [image: image6.png]


 button to display bulletin board with ads the user has access to. 

Employee Presence/ Absence marks
Press [image: image7.png]| INOFGE




 or [image: image8.png]


 to mark your absence (and enter its cause) or presence at your workplace. Absent employees are indicated in the employee list by the following symbol:[image: image9.png]


. Place your cursor on the icon and you will see cause text for selected employee.  

Search for Newly Received Ads
Click a button to view bulletin board from among the ads the user has access to.

Creation of Required Document List Based on System E-mail Notifications
In addition, you can create list of processed document based on e-mail notifications of documents. For this you just have to delete needless e-mail notifications. These messages contain links to the documents. Press one of these links to access the corresponding document. 

Search for User-related Documents (My Documents)

Press [image: image10.png]


 to get a list of the documents directly related to a specific user (i. e. the user should be either the person responsible for the document, or he/she is responsible for its visa and approval.

Using Document Cards

Click a hyperlink with document number in a document list. You will see the corresponding document card. Buttons for document processing are in the right part of the screen. Number of these buttons may vary depending on document category and user's authorities. 

Standard Buttons for Document Processing

[image: image11.png]


 - user goes to document list.

[image: image12.png]


 - creates a new document based on the current one. If this new document resembles the old one, you can create a new document based on old data. It can save your time when entering similar data. 

[image: image13.png]


 - changes a document

[image: image14.png]& Daes



 - deletes a document

[image: image15.png]


 - vises a document

[image: image16.png]_ Approve



 - approves a document

[image: image17.png]~ CopySpec



- copies all document specifications in system buffer to paste it later into other document. [image: image18.png] PasteSpec



- pastes into a document all specifications previously copied from some other document. 

[image: image19.png]Paste Components



- pastes into a document all specification components previously copied from the other document. This button appears if a specification contains complex products (goods, complete sets, orders and kits) made out of several components (units, parts, elements). For example, you want to create an invoice for all items in a product package. Then you can base it on some other invoice for the product package as a whole. For this purpose you should maintain components of complex products in the system using special document category “Product components”.

[image: image20.png]


 - if a document has fields supporting automatic calculation, you can press this button to start processing field values according to their formula. 

[image: image21.png]_ Comment



 - press this button to enter a comment to your document. All texts of these comments are among document card information. 

[image: image22.png]


 - press the button to give document-related instructions to other users. All instruction texts along with dates and statuses of execution are present in document cards. 

[image: image23.png]


 - you can send e-mail messages with a hyperlink to all users that must visa or approve a certain document. These users view the message and click the link to the document in question to display it. 

[image: image24.png]Sendall



 - you can send e-mail messages containing links to certain documents to all users with read access for these documents. While viewing their mail, users simply click the link to the document in question to display it.

[image: image25.png]


 - converts the document into an MS Word file (standard for all documents of the category). Resulting file would contain all data from document card. These data is inserted on-the-fly while outputting the file on user's PC. 

[image: image26.png]_ Document file



 - creates document image file (e. g. scanned .jpg image of printed document, archived set of files, sound/video file). 

[image: image27.png]


 - displays log of users' actions with specific document
[image: image28.png]


 - retrieves a document from archive to the main database 

Instructions

The system enables you to control instruction execution and documents about to become valid. After entering a new instruction in the system, the person responsible for its execution receives an e-mail message with a link to instruction card. Those documents that were not executed in time are highlighted by red color in the corresponding document card. They could be also marked by [image: image29.png]


, while executed instructions have the following mark [image: image30.png]


.

Standard Buttons for Document ProcessingSee also 



Comments

Every document can be provided with a comment. All comment texts are doubled in the document card. System administrator can delete them. 

Standard Buttons for Document ProcessingSee also 




E-mail Notifications

You can notify users by e-mail informing them of forthcoming document vise/approval. 

Standard Buttons for Document ProcessingSee also 




E-mail Postings

PayDox can be also used to post messages to all users with an access to read specific document. This function may prove very convenient when you want to post some “must-read” information (company-wide orders, rules etc.) At that, you are allowed to post executed documentation only.

Standard Buttons for Document ProcessingSee also 




Recalculation of values in automatically calculable document fields

There are fields supporting automatic calculation. To start processing field values according to their formula, press the corresponding standard button. 
Standard Buttons for Document ProcessingSee also 




Document Visa and Approval

When you set up a document you can indicate whether it must include a list of vising persons. Once you indicate it, a corresponding field appears. If a user is in the list, then he/she may press “Visa”/”Approve” buttons while viewing the document card.  

Vising/approving persons are sent e-mail notifications informing them of forthcoming duties. If changes are made to the electronic form of the document after visa or approval, the system notifies the corresponding users about it. If you clear a list of vising persons, the list of those who have already vised the document is cleared automatically. Once a document is approved, only users with exclusive authorities would be able to change it. However, then the document is liable to re-approval. This measure was taken to ensure control of unauthorized changes made to the documents approved. 

Standard Buttons for Document ProcessingSee also 



 

Routing for document visa and reconciliation

While creating a list of persons responsible for visa you can set the order of document visa (routing). You can choose between parallel visa routine (several users can access and visa the same document concurrently) and successive one (users access the document to be approved following some predefined sequence). You may combine these options as well.  
Names of users who are allowed to perform parallel visa routine must be placed in one line of vising list.  
Names of users who are allowed to perform successive visa routine must be placed top-down one by one. 

For example, if a vising list looks like this:

”UserName1” <UserID1>;

”UserName2” <UserID2>;
”UserName3” <UserID3>;
then it implies successive visa procedure (User1 ( User2 ( User3). 


If it looks this way:

”UserName1” <UserID1>; ”UserName2” <UserID2>; ”UserName3” <UserID3>;

then User1, User2 and User3 can visa the document independently.

If we have the following list:

”UserName1” <UserID1>;
”UserName2” <UserID2>; ”UserName3” <UserID3>;

then User1 must be the first one, while User2 and User3 can visa it independently afterwards. 

If the list looks like that:

”UserName1” <UserID1>; ”UserName2” <UserID2>; 

”UserName3” <UserID3>;

then User1 and User2 are supposed to visa the document independently before User3 is able to do it.

The system follows predefined routing so that only users with special authorities determined by routing scheme can visa the document. 

See also Standard Buttons for Document ProcessingSee also 



 

Document Structure

PayDox document consists of document card and a number of its possible specifications. Standard requisite set and several additional requisites comprise the document card. In document category settings you can specify whether each of these additional requisites is required. See also Document Card Editing. Specification serves as description (name, value type) of any additional requisites. For example, it can be used to describe a table within a document. Invoice is a typical example of such document. 

If a document has subordinate documents, individual cards are created for every one of these according to document's type. Subordinate document card contains the number of parent document. When parent document card is displayed, the system lists all subordinate documents along with links to their cards. 

A document can have a file of document image (e. g. scanned image of approved document with all necessary stamps and signatures). It can also have MS Word/Excel files and files of any other format (e. g. sound and video files). You can set up a document template file in Word for all documents in a category. It can prove useful when user needs to automatically receive card data in a form of MS Word document. The card data are inserted on-the-fly in MS word document that user calls from server. You can print the resulting document and sign it as usual. If you need to store images of signed printed documents; document image file can be loaded in the system. 

See also Document Specification Editing
Document Card Editing

Allowed document card requisites are listed below:

	 item 
	Value

	Document number
	You enter it for new documents and cannot change after document creation. If, however, the change is desirable, you can simply create a new document based on the existing one and then just assign it a different number. You may want to delete the old document. 

	Sign/receipt date
	Signing date has to do with the documents you create, while receipt date is used with incoming documents

	Execution date
	Date of document execution

	Date of validity period end
	Indicates when validity period expires

	Document type (+, --, ?)
	+ stands for incoming document, -- stands for outgoing document and ? means that document status is indefinite. Payment-related documents require selection of + for incoming payments and – for outgoing payment to ensure correct addition of payment sums in reports.

	Topic
	You should select document topic from a list

	Partner
	You should select document partner from a list, too

	Parent document number
	Parent document number enables document connectivity. You may want to use the feature when creating reports (e. g. payments balance with regard to a contract). In this case, contract number would serve as parent document number for all payment documents of the contract. 

	Enterprise/ Department
	You should select it from a list. If the system is used across several enterprises, a user with proper authorities is able to prepare document for all of these enterprises.

	Document name
	Document name

	Description
	Document description

	Transaction type
	You should select transaction type from a list. One may need it for reports on financial transactions or assets/liabilities.

	Sum
	Sum according to document data

	Quantity
	Quantity in document data

	Inventory unit
	You choose inventory unit from a list. If a certain document has to do with its movement, you can use the field to get reports about movement of such units.

	Design status
	You choose document design status from a list (construction stage, reconciliation stage, approved)

	Operational/Archived
	You can choose between operational and archived document

	Execution status
	Document Execution Status

	Names of additional fields 
	Entries in additional fields, if any.

	Document file name
	Press a hyperlink to download a file of scanned document image. 

	Hard copy location
	Allows users to indicate location of hard copy (e. g. “Counting-house, cabinet 2, box 7”

	Accounting/Administrative document
	Indicates if a document is tax accounting one or if it is meant for administrative accounting.

	Access level
	You can enter different document access levels for different users. There are 4 types of them: public, confidential, strictly confidential and that of system administrator. A user cannot select higher levels than his/her own. 

	Name of approving person
	You select this name from a list. 

	Names of vising persons
	You select their names from a list, too.

	Name of person responsible for the document
	Name of person responsible for the document is picked from a list.


Standard Buttons for Document ProcessingSee also 




Document Specification Editing

If a document has a specification, then you can handle specification items. To process specification item (set of  details), a user should click the corresponding standard buttons. 

Meanings of Standard Specification-Processing Buttons

[image: image31.png]


 - moves the specification item chosen (coinciding with a table line in output format of MS Word document) to the top of item list (to the top line in output format of MS Word document). 

[image: image32.png]


 - moves a specification item up in item list

[image: image33.png]


 - moves a specification item down in item list

[image: image34.png]


 -moves a specification item  (e. g. table line in output MS Word document) in the lowest line of item list

[image: image35.png]


 - add a new specification item based on the current one. If these two should be more or less similar, you can press the button to create a new specification item based on the data from the current one. The tool is likely to save your time, otherwise taken by similar data input. 
[image: image36.png]


 - changes a specification item. See also Specification Item Editing
[image: image37.png]Copy



 - copies a specification item to the system buffer to paste its copy into some other document
[image: image38.png]Recalculate



 - if a specification has automatically calculable fields, you can press this button to recalculate their values according to formula entered for the specification item in question 
[image: image39.png]Delete



 - deletes a specification item

[image: image40.png]AutoFill



 - this button appears, if a specification contains time-sheet data about employee's working hours. It lets you automatically assign values to the working hours according to holiday calendar and standard number of working hours.

See also: TextANSI.txt
[image: image41.png]‘Shift



 - this button also appears, if a specification contains time-sheet data about employee's working hours. It serves for automatic shift of working hours one item (day) down. This function can prove useful, if you have copied data from an existing specification to insert them in a new one. At that, values of working hours may differ, since these 2 specifications may relate to different months. To eliminate the difference you can press the button in question until values of working hours comply with workday calendar for a specific month.

See also: TextANSI.txt
Specification Item Editing
You can edit field values in field change mode in a number of ways: 

· If you have a numerical, financial or date field, you can see field entry format to the left of the field name (е. g. 00000.00 or mm/dd/yy).

· If the field is meant for directory data insertion, you can see a field for data selection from the corresponding directory.  

· If the entry field is meant for data from inventory unit directory, you will see hyperlink Details beside it. Click it to open a window with all information about the unit inserted from there. Click the hyperlink Insert Details to insert details to the corresponding fields.

· In this case, you will also see a button [image: image42.png]


. This button lets you enter contexts in entry fields and create a list for value selection. The latter contains all inventory units from the directory with the context in question. It can simplify your work, when you have to insert data from a directory with numerous values. You can use this function to easily take data from a directory with tens thousand entries, perhaps. 
· If the entry field is meant for data from partner directory, then you will see hyperlink Details beside it.  Click it to open a window with all information about the covenanter inserted from the directory. Click the hyperlink Insert Details to insert details to the corresponding fields.

· If the entry field requires data from partner directory, then you should notice hyperlink Insert Details. Click it to automatically insert data of partner's address, bank account, telephone number and tax ID in the corresponding specification fields. To insert partner directory data in relevant fields, you should first ensure these fields have the corresponding names in a specification (e. g. “Address”, “ID”, “TaxID”, “Telephone”, “Fax”, “Bank details”).
· Fields supporting automatically calculable values are highlighted by light-gray. Calculation formulas are situated right under these fields. PayDox automatically calculates and inserts such data as user enters values in other fields.  

· Field names can contain both texts and field ID. It begins with “#” followed by additional symbols (e. g. Tax rate #txrt). The system requires this ID to be able to recognize and differentiate fields with similar meaning, which belong to different specifications. For example, this is the case when you want to tell the similar meaning for VAT tax rate in an invoice and that of a bill). You can also use it for copying similar data from one document to another. Thus, your time is saved, as you base a new document on the old one without having to enter identical data twice. 

Changing a Specification Item Sequence (Entries of Automatically Generated Output MS Word Document)

Specification items in question follow the order of appearance in the document card. You can change the sequence using relevant navigation buttons.  
See also Standard Buttons for Document ProcessingSee also 




Document Specification Copy

You can copy the whole specification to system buffer. Later on you may want to paste its copy in some other document. The relevant standard button controls this operation. 
Standard Buttons for Document ProcessingSee also 



 

Specification Item Copy

You can also copy just one specification item to paste it in the other document. The relevant standard button can start this operation.

See also Meanings of Standard Specification-Processing Buttons
Copied Specification Pasting 

Copied specifications can be pasted in several documents if supported. You activate specification support when setting up document category. They can also be pasted if the specification supported by the document is compatible with the pasted one. An example: Invoice specifications are compatible with those of a bill (i. e. data entered are similar though not identical). With PayDox users can base new documents on the similar old ones of other categories (e. g. bills based on invoices). At that similar data is automatically transferred from the source document to the target one. This feature is likely to undertake routine work related to entry of the same data for different documents. 

Standard Buttons for Document ProcessingSee also 



 

Specification Item Pasting

You can also paste just one specification item to the other document. This operation can be started by the relevant standard button.Standard Buttons for Document ProcessingSee also  




 

Adding a New Specification Item

You can add a new specification item in a document card. The relevant standard button for the specification item can start this operation.

Meanings of Standard Specification-Processing Buttons

See also 
Specification Item Deletion

You can also delete a specification item from a document card. The standard button for the specification item can control this operation.

Meanings of Standard Specification-Processing Buttons

 See also 
Recalculation of values in automatically calculable document fields

If a specification has fields with a support of automatic calculation, you can start processing field values according to the corresponding formula by pressing the relevant standard button for specification item.

Meanings of Standard Specification-Processing Buttons

 See also 
Specification Item Calculator

If a specification contains numeric/financial fields supporting manual entry (and not automatically calculable), you can see a link [image: image43.png]


 to a calculator situated in the lower part of the screen. Click the link, and the current value is inserted in calculator’s “Initial value” field.

 “Calculation formula” field is meant for entry of an expression for computation of a new value of specification field in question. “Calculation result” field contains the result, computed according to the calculation formula entered. You should enter #X in calculation formula (in place of the current field specification value). The system substitutes it with “Initial value” (being equal to the current specification field value you want to re-calculate). For example, the “Initial value” field contains “25” and the “Calculation formula” field – “#X*3”. You can press “Calculate” button and see “75” in the “Calculation result” field. Then select “Apply result to field” button. The value computed substitutes the initial value in the specification field. You can pick formulas from the corresponding list (above the field for formula entry). This list can help you to define a template set for certain popular calculations. For example, standard function PercentAdd(<expression>,<percent>) is used to add a specific percentage to an existing sum.

If you specify values for the function (e. g. PercentAdd(#X,20)), you can calculate a new specification field value. In our case it is 20% of 25 (current value)=30. Rounding of the calculation result can be performed using the following function: Round(<expression>,<decimals>). For example, Round(PercentAdd(#X,20),2) means that 20% of field initial value are added to it. The result is rounded to 2 decimal digits.

Then select “Apply result to field” button. The value computed (30) substitutes the initial value (25) in the specification field. You can click “Apply result to the whole document specification” to recalculate new values according to the formula entered for all fields of the given document specification.
! This batch calculation formula proves useful, when you want to base a new document on the old one. At that, certain field values may differ and support calculation according to a specific formula. For example, you have to prepare a new bill on a basis of the old one. These 2 bills have the same items. However their product prices slightly differ. You can copy specification of the old bill to the new one (standard button for specification copy). Then use calculator to change prices of all items in the new specification.

Document File Upload

You can upload scanned document image to the system while in edit mode. You can also upload document files of any format. 
See also Using Document Cards
New File Version Upload

When uploading a document file you can select a checkbox to indicate download of a new version. You can also add text comment to the version. All downloaded versions can be viewed on a document card (section “Document version files”). Alternatively, you can select a «Document file» button to access the last uploaded version. Version numbering is automatic with numerical increment equal 1. User can enter any version numbers. For this they should indicate the numbers in new version comment. 
Standard Buttons for Document ProcessingSee also Using Document Cards

, See also 




Download of Document Image File

While viewing a document card, user can display or download preloaded files with scanned document images (or any other versions of this document).

Standard Buttons for Document ProcessingSee also 




Export to MS Word

While viewing a document card, user can display preloaded MS Word documents. These documents contain all document card data. Such data can be inserted on-the-fly in a document user accesses from his/her front-end.

Standard Buttons for Document ProcessingSee also 




System Administration

System administration functionality lets you set up PayDox so that you are able to make use of directories, document categories, topics, covenanters, inventory units, financial transaction types, positions and departments, create users and assign relevant access levels to them. 

Document Category Directory

This directory lets you set the system up to process document categories required by your enterprise. 

Setting up a New Document Category (Type)

The following table contains allowed entries and parameters of document category setup:

	 item name
	Purpose

	Category
	Category name (e. g. “invoice”, “bill”, “payment order”)

	Document file (standard form)
	File name (standard MS Word document). It is the same for all documents of specific category.

	Additional text field 1 (Name)
	Name of additional text field 1 in a document card (as required)

	Additional text field 2 (Name)
	Name of additional text field 2 in a document card (as required)

	Additional text field 3 (Name)
	Name of additional text field 3 in a document card (as required)

	Additional text field 4 (Name)
	Name of additional text field 4 in a document card (as required)

	Additional text field 5 (Name)
	Name of additional text field 5 in a document card (as required)

	Additional text field 6 (Name)
	Name of additional text field 6 in a document card (as required)

	Additional date field 1 (Name)
	Name of additional date field 1 in a document card (as required)

	Additional date field 2 (Name)
	Name of additional date field 2 in a document card (as required)

	Additional numerical field 1 (Name)
	Name of additional numerical field 1 in a document card (as required)

	Additional numerical field 2 (Name)
	Name of additional numerical field 2 in a document card (as required)

	Parent document number
	Check the field, if you need the option

	Description
	Check the field, if you need the option

	Reference to a document
	Reference to a document image file. Check the field, if you need the option.

	Hard copy location
	Check the field, if you need the option

	Convenantor
	Check the field, if you need the option

	Accounting/administrative document
	The field shows if the document selected is meant for tax accounts or it is required for internal administrative accounting purposes.  
Check the field, if you need the option

	Construction status
	The field shows stages of selected document generation (construction stage, reconciliation stage, approved).
Check the field, if you need the option

	Execution status
	The field lets you know if a specific document is executed/non-executed.
Check the field, if you need the option

	Document type (+,--,?)
	Shows, if the document selected is an incoming document (+) or an outgoing one (--). For payment documents the same stands for incoming and outgoing payment types respectively.

Check the field, if you need the option

	Inventory unit
	Lets you specify inventory unit by selecting it from a directory.

Check the field, if you need the option

	Transaction type
	Contains business transaction type for the document selected. User can select transaction value from a directory. 

Check the field, if you need the option

	Documented sum

	Contains the sum of money indicated in the document. Users can enter values and formula for sum calculation.

Check the field, if you need the option

	Quantity
	Contains the quantity indicated in the document. Users can enter values and formula for quantity calculation.

Check the field, if you need the option

	Signing/receipt date
	Shows document signing/receipt date.

Check the field, if you need the option

	Execution date
	Shows document execution date.

Check the field, if you need the option

	Date of validity period end 
	Contains the date of validity period end for a specific document.

Check the field, if you need the option

	Name of approving person
	Shows the name of person responsible for approval of a specific document.

Check the field, if you need the option

	Names of vising persons
	Shows a list of employees/managers responsible for vising a specific document.

Check the field if your document requires visa/reconciliation

	Person responsible for a document
	Shows the name of the person responsible for document preparation.

Check the field, if you need the option

	IDs of allowed specifications
	This field lists IDs of specifications allowed for your document. For example, an invoice document card allows such specifications as “Invoice (Shipping/Billing details)” with details of contract parties and “Invoice (Lines)” with information of invoice product range.

Check the field, if you need the option


See also Export/ Import of Document Types Settings to/from a File
Document Template Setup in MS Word

PayDox can automatically insert values from document cards in your MS Word documents. Thus, you can use necessary templates filled with actual data on your front-end. For this, you have to set the system up to process MS Word documents. Prerequisites for any of these documents include:

· Preparation of document card model, including necessary specifications

· Preparation of file with necessary document type in MS Word

· Insertion of a table for specification data in MS Word document. In this case PayDox automatically inserts specification data and adds a new line to the table for every new specification item.

· Insertion of bookmarks to mark off destinations in MS Word document where document card data should be placed in automatic mode. Bookmark names for specifications are situated on the left from specification elements. They have SnDm syntax, where “n” stands for specification serial number in the document card and “m” – serial number of element. Select the following menu path in MS Word: “Insert” ( “Bookmark”. 

Bookmark names for items from the main document card (and not the specification proper) are listed in a table below:

	Bookmark name
	Inserted value

	CompanyName
	Company name

	CompanyNameCopy
	Company name

	DocID
	Document number

	DocIDParent
	Parent document number

	Department
	Enterprise/Organizational unit

	Name
	Document name

	Description
	Document description

	PartnerName
	Covenanter

	PartnerNameCopy
	Covenanter

	InventoryUnit
	Inventory unit

	PaymentMethod
	Transaction type

	AmountDoc
	Documented sum

	AmountDocWords
	Documented sum (in words)

	QuantityDoc
	Documented quantity

	DateActivation
	Signing/receipt date

	DateActivationParent
	Signing/receipt date for the parent document

	DateCompletion
	Completion (execution) date

	NameAproval
	Name of approving person

	Form2NameAproval
	Name of approving person (in genitive case)

	NameResponsible
	Name of person responsible for the document

	UserFieldText1
	Additional text field 1

	UserFieldText2
	Additional text field 2

	UserFieldMoney1
	Additional numerical field 1

	UserFieldMoney1Words
	Additional numerical field 1 (sum in words)

	UserFieldMoney2
	Additional numerical field 2

	UserFieldMoney2Words
	Additional numerical field 2 (sum in words)

	UserFieldDate1
	Additional date field 1

	UserFieldDate2
	Additional date field 2


Downloaded MS Word Document Templates

You can create one MS Word document template for all documents in a category. Whenever this file is accessed from a user's front-end, document card data are inserted on-the-fly into it. To download one of these predefined templates, select menu item “Document types”, then press the button “Change” and click the link “Upload document file into the system”. A dialogue window appears. Here, enter your password, select a target enterprise (or business entity) for template download (this option requires authority to access documents across several enterprises or business entities united by PayDox) and enter the template name. 

Authority Assignment

You can assign different document access levels to different users. There are 4 types of these levels: public, confidential, strictly confidential and system administrator. Access to document type and directory setup is controllable as well as access to unit-level documentation, enterprise-level documentation and that of other enterprises, since the system can provide centralized servicing of several enterprises (may be owned by a holding company). There are also a few access levels to document/directory read, rewrite and deletion. Another important system option: you can divide all corporate documents in two categories. These are official (accounting) documents and internal (administrative) ones. Employees should have special authorities to access the latter. To provide integrity and security of internal documentation database you can even store it on a dedicate medium (e. g. removable hard drive). Administrator can provide role access for users – some standard access settings provided for group of users.

User Directory
User directory contains information about employees and their access levels. Users have unique IDs that serve as user identifiers both for system logon and for other users. User’s personal data and authorities assigned to them are listed in the following table:

	Item
	Value

	Name
	User name

	User ID
	User identificator

	Password
	User password (hidden, you can only change it)

	E-mail
	User e-mail address

	Telephone
	User telephone number

	Unit
	Organizational unit

	Position
	Position

	Additional information
	Any user-related additional information (address, service record, supervisors’ comments etc.)

	Role
	Set access parameters up to role account chosen from the list
! Role permissions prevails user permissions

	Read access
	Read access level (public, confidential, strictly confidential and system administrator)

	Change access
	Change access level (public, confidential, strictly confidential and system administrator)

	Access to administrative documents
	Shows if a specific user has access to administrative documents

	Access expiry date
	System access is automatically locked after this date

	System access activation
	If the value is “no”, then system access is locked 

	Allow partner administration
	If the value is “yes”, then you can administer partner directory.

	Allow document type administration
	If the value is “yes”, then you can administer document type directory

	Allow administration of inventory units
	If the value is “yes”, then you can administer directory of inventory units

	Allow payment method administration
	If the value is “yes”, then you can administer payment method directory

	Allow specification administration
	If the value is “yes”, then you can administer specifications.

	Allow to create/change departments
	If the value is “yes”, then you can administer department directory.

	Allow to create/change user data
	If the value is “yes”, then you can administer user directory (user personal data only). 
None but system administrator should control access and password list in this case. 

	Topics
	Topics of available documents. If the value is “all”, you can access any topic. Otherwise, you should select topics for accessible documents.

	Access to enterprise documents
	List of enterprise documents/data the given user may access


Department Directory

Department directory contains information about enterprise departments (offices, branch-offices and other units). Document card also presents data about document’s belonging to a specific organizational unit. 

Department names have the following syntax: “<enterprise>/ <department>/ <subordinate department>”. For example, “TradeCo / Accounting department”, separator being “/”.

Position Directory

Position directory contains information about position names accepted at the enterprise.

Topic Directory

This directory has to do with document topics accepted at your enterprise. Use your common sense to define the topics and give them relevant names. In any case the person creating a new document should intuitively select the right topic from a list. You can define them in two ways: basing on document belonging to a certain organizational unit (e. g. “Personnel Management”) or on activity line of your enterprise (e. g. “Settlements with suppliers”).

Payment Method Directory

The directory lets you set the system up to transaction types (financial, payment or accounting transactions) required by your enterprise (e. g. “Cash payments”). 

Directory of Inventory Units

Database of inventory units lets you maintain the whole list of these units both for internal usage and for goods delivery to/from partners and retailers. You can determine any subset of the directory viewed by entering context. After that you can navigate the directory items within the subset. 
Directory of Partners

Directory of partners contains information related to business partners of your enterprise. Links with partners are provided on document cards.

Specification Directory

Specification directory allows you to tailor the system to processing of specifications used in corporate documents.

Document Specification Setup

The table below contains possible specification items and values entered:

	Item 
	Value

	Specification
	Specification name

	Compatible specifications
	You can select compatible specifications IDs from a list. Compatible specification contains a similar field set. Users can base new documents on similar documents of other categories (e. g. creation of a bill on the basis of an invoice). At that, the system automatically transfers alike data from the source document to the target one during the “copy-paste” operation. Thus, users save their time, since they do not have to enter the same data several times. 



	Field number
	Required for field identification in calculation formulas. 

	Field name
	Any text name (possibly identical with the corresponding item in the output document, e. g. “Supplier”). Field names can contain both texts and field ID. It begins with “#” followed by additional symbols (e. g. Tax rate #nds). The system requires this ID to be able to recognize and differentiate fields with similar meaning, which belong to different specifications. For example, this is the case when you want to tell the difference between VAT tax rate field in an invoice and that of a bill). You can also use it for copying similar data from one document to another. Thus, your time is saved, as you base a new document on the old one without having to enter identical data twice.
See also Document Specification Editing

If you enter the keyword “Reserve” as a field name, then the field is saved to specification, though users are not supposed to see it in the document. It can be a useful feature when you want to insert additional fields in specification description. With no reserved fields one can insert no additional fields. 

If you enter a phrase with the keywords “List”, «Description», «Text», «Comment» then the field is displayed in edit mode (supporting multiline data entry). 


If you enter a phrase with the keywords «File», «Image», «Picture» then the field is interpreted as a hyperlink to the inventory unit image file placed in the InventoryImages subdirectory of the system root directory. Click nearly situated hyperlink [image: image44.png]


 to display this image.

	Default value
	Field value by default. Insertion of the value always accompanies new document creation. However, users can change it afterwards. 

	Field calculation formula
	System automatically calculates and inserts field values. You can select allowed standard functions from a list. Refer to section Standard Functions in Calculation Formulas for function descriptions.



	Field type
	Line (string), numerical/financial or date


Specification field quantity

You can manage specification field quantity by setting the corresponding system parameters. 

See also: Information for a System Administrator
Specification ID

Specification ID is a symbol sequence {e. g. 6BDC3D5A-356D-4222-B1B4-07461EC20925}, serving as a unique specification identifier. Document specifications are arranged in ascending order. One ID is considered to be greater than the other one if its last hexadecimal number (07461EC20925 in this case) is greater than that of the other ID. After creating your specification you should check the sequence order. In case of errors it is system administrator who changes the ID according to the proper sequence order. You can change a specification ID, only if they are still unused in database documents.

Calculable Fields and Automatic Calculation Formula

There are fields supporting automatic calculation (i. e. calculation according to predefined formulas). During document field setup you can use standard built-in functions. 

Standard Functions in Calculation Formulas

FSpec(SxSy) – Total of specification values. Totals for values of numerical and financial fields are on the lower part of a document card with the specification in question. You can copy these values to formulas, say, to display specification field sum in the field “Document amount”. 

Round(<expression>) – number rounding to 2 decimal digits

“<expression>” – string expression

FS() – value of the “document amount” field

FQ() – value of the “document quantity” field

FS1() – value of the “additional numerical field 1”

FS2() – value of the “additional numerical field 2”

FS3() –  value of the “additional numerical field 3”

FS4() – value of the “additional numerical field 4”

FS5() – value of the “additional numerical field 5”

FS6() – value of the “additional numerical field 6”

Users – connects to users directory to enter data in a specific field

Partners – connects to partners directory

Departments – connects to department directory 

Positions –connects to positions directory 

DocTypes – connects to document type directory 

InventoryUnits – connects to inventory unit directory

PayMethods – connects to payment methods directory

DateDiff(Date1, Date2) – calculation of date difference in days (Date2 must be greater than Date1)

Fn() – value of a specification field numbered by n, e. g. F2() – value of the field No. 2. You can find field numbers on specification setup page.

Using Directories for Data Entry

You can connect directories to fill document fields with data. For this you use standard built-in function. 

Standard Buttons for Document ProcessingSee also 




Export/ Import of Document Types Settings to/from a File

You can export document type settings (descriptions) to external text files and import them from these files. This makes it possible for several system copies to interchange type/specification settings. Should some of document types are not used anymore, the corresponding settings can be exported and the types in question deleted from the system. One can import the settings as required. Delivered system version comes with a number of settings relating to often-used document types. You can find these settings in “Descriptions” directory. Setting file name has a prefix “TYPE”, if it is meant for file types, and “SPEC”, if it is meant for specification types. To import a setting, click “Upload description” link in a group of administrative functions, enter relevant menu path and name in dialogue window and then press “Upload document file into the system” button. To export a setting, go to display mode for the corresponding type/specification and press “Download” button.

User Action Log

PayDox writes information of user operations with documents to a special system log. In this way you can manage every aspect their work. 

An administrator can view a part of the log describing operations with a specific document from the document card. For this, he/she uses the corresponding standard button. 
Standard Buttons for Document ProcessingSee also 



The system automatically registers the following data:

· Author’s name

· Creation date

· Name of the person who has changed the document last

· Date of the last document change

Deletion of Old Entries from User Action Log

System administrator can delete old log entries. If an entry was created earlier than a specific predefined date, the entry in question is considered old. The date can be determined by setting the corresponding system parameters.

See Information for a System Administrator
Document Archive

The system has a separate database for archived documents. Procedure for writing-off of needless documents is performed batch mode and can be started by system administrator. Archived documents criteria are set during system setup and allow further changes. A document can be retrieved from archive back to the central database 

System administrator can select document groups to be moved to the archive:

· Move ALL documents (including non-executed) whose signing/receipt date is less than the number of years to the current date (defined during system setup);

· Move ALL executed documents whose signing/receipt date is less than the number of years to the current date

· Move ALL executed documents with “archived” status

Press “Move” button and selected document groups are moved to the archive database.

Then you can press “Archive entry” to work with the archive using search and display functions only. 
Here, you can click “Archive exit” button to return to the main database. 

Document edit functionality is unavailable in archive processing mode. A document can be retrieved from archive back to the central database when required. For this, you should press “Retrieve” button (available in document display mode). 

See also TextANSI.txt file
Standard Buttons for Document ProcessingSee also 




Reports

PayDox enjoys built-in report constructor. It is designed for users who want to create required reports by themselves. Users just choose formal report criteria and provide information they’d like to see in the report.  

My Reports

Press [image: image45.png]~ My Reports



 button to get a report list created by a specific user.

All Reports

A user can call a list of all reports he/she may access. Then the user can branch to edit mode by selecting a hyperlink with report’s name.

Standard Buttons for Report Processing

[image: image46.png]. Repot



 - makes an enquiry to create a report. 
! If you enter certain criteria values in the search block at the top of the screen prior to report creation, the report is created according to the criteria selected. This option lets you quickly create several similar reports on a basis of one model report. It is a timesaving function, since you don’t have to change report settings every time you create it. 
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 - go to the report list
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 - creates a new report based on the current one. If the new report is similar to the current one, you can base it on these data. Thus, you can save time, otherwise taken by entering similar data.
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 - changes a report creation query 
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 - deletes a report


Report Setup

Allowed items of report creation query and values entered are listed in the following table:

	Search item name
	Description

	Report name
	The report is saved in the system with the given name.

	Document category
	Document search by document category

	Document number
	Search for documents with numbers containing the context/prefix specified

	Parent document number
	Search for documents with the given parent document number (e. g. all payment documents implied by a specific contract)

	Enterprise/ department
	Search for documents belonging to a specific enterprise/ department

	Document name
	Search for documents with names containing the context/prefix specified

	Topic
Context (part of a word)
	Search for documents with topics containing the context/prefix specified

	Description
Context (part of a word)
	Search for documents with descriptions containing the context/prefix specified

	Accounting/administrative document
	Search among accounting or administrative documents

	Partner
	Document search by the partner specified

	Payment method
	Document search by the payment method specified

	Documented sum
	Search for documents containing the sum specified

	Inventory unit
	Search for documents with the inventory unit specified

	Quantity
	Search for documents that contain specific documented quantity

	Specifications
	Search for documents with a specific field name for specification text value

	Specifications
mm/dd/yy
	Search for documents with a specific name of the specification date field

	Specifications
00000.00
	Search for documents with a specific name of the specification’s numerical field

	Specifications

00000.00
	Search for documents with a specific name of the specification’s numerical field

	Signing/receipt date
	Search for documents with a specific signing/receipt date

	Execution date
	Search for documents with a specific signing/execution date

	Document type (+,--,?)
	Search for specific document types (incoming + or outgoing --)

	Design status
	Search for documents with a specific design status

	Operational/Archived
	Document search among operational or archived documents

	Execution status
	Document search among executed or non-executed documents

	Name of the approving person
	Search for documents with a specific approver’s name

	Name of the person responsible for the document
	Search for documents with a specific name of the person responsible

	Sort by
	Sorts output data and defines a criterion for intermediate sum calculation in a report

	Access level
	Defines user’s level of access to the report

	Show documents in the report (detailed report)
	If you select this option, all documents found during report creation. Then you can click a link to any of these documents to display it. If you deselect this option, resulting summary report is created using intermediate/total sums output.

	Print format
	If you select this option the report is output in a printable form (without interface and system menu). 

	Additional term for SQL
	You can enter an additional search term for the report (SQL-expression).  
For example: 
and AmountDoc>0 and AmountDoc<1000

	! Full SQL-expression used for data search purposes appears below the given entry field. To facilitate creation of an additional SQL-expression you can copy a part of the full expression in this entry and then change it as required. Thus, you can, for example, add additional terms related to item values, if they are already defined in the main query. 


Logout

Click the Logout link to log out. This option makes it impossible for other users to work with your front-end using your login and password, when you are absent.
The system automatically logs out users after they have paused their work with PayDox. It is system administrator who defines logout period (it usually equals 20 minutes).

Information for a System Administrator

Design of the system employs the most-up-to-date approaches to Internet-application development. The system is only installed on a server and should not be installed on user computers.  Thus, it can service thousands of users in a cost-effective way. PayDox is scalable. So, if your enterprise requires higher performance, all you need to do is to upgrade hardware for your server and system database. Standard document set is defined in the setup process. 

System Installation

System Software Requirements

Install PayDox on company’s server used for enterprise document management system. All you have to install on user front-ends is a browser (MS Internet Explorer) and MS Office. Server should contain the following software:

· Windows 2000 Server

Go to Windows Control Panel and then click “Regional Options” icon. Set decimal separator and grouping separator for numbers and currencies (full stop and space, respectively); set date format «MM/dd/yy» (month/day/year) and finally set a separator for dates.

· MS SQL Server 

You should select code table according to your language and accept all other default parameter values during MS SQL Server setup.

· MS Posting Acceptor 

This component is required to upload files to a web-server. You can download it from Microsoft web-site.

· SMTP virtual server 

Windows 2000 Server component

· MS Office 

MS Word is a minimal requirement

Prerequisite Operations for System Installation:

· Create PAYDOX directory on the server with system files extracted from Paydox.zip archive (you can find it on your installation disk). 

· Set the system web-site up using Internet Information Services for work with PAYDOX directory. Enter the default page Home.asp 

· Using SQL Server Enterprise Manager, allocate system database to the server. For this you extract files from PaydoxDB.zip (you can find it on your installation disk).

· Click ODBC icon in the control panel of Windows 2000 Server set system data source to the system database.

· Change settings in Global.asa and TextANSI.txt
· Start the system from any front-end. For this, you should enter PayDox web-site address in browser URL-address field. 

· Log on with login Admin and password Admin. Create user data required for them to log on, too.

· Start DCOMCNFG.EXE system program to provide integration with MS Word.  Go to MS Word settings, click Security tab and allow access to MS Word for the user IUSR_<server_name>. <Server_name> stands for computer name, where the system is installed. Then branch to Identity tab and select “The interactive user” field.

· After you have installed the database in the system, ensure that primary keys and default values correspond to the following table.

	Table
	
	 Primary key field name
	Additional information

	Activities 
	Name
	

	Comments
	DateCreation
	

	Departments
	Name
	

	Docs
	DocID
	

	DocTypes
	Name
	

	InventoryUnits
	Name
	

	Log
	KeyField
	set Identity, Id.seed 1, Id. increment 1

	Partners
	Name
	

	PayMethods
	Name
	

	Positions
	Name
	

	Reports
	NameRequest
	

	SpecItems
	ItemID, ItemNo
	set default value for ItemID as (newid())

	SpecUnits
	SpecID, ItemNo
	set default value for SpecID as (newid())

	Users
	UserID
	


Global.asa

This file contains system setting parameters.

    Application("ConnectString") – the variable contains parameters of connection to the system database;

    Application("IsDebugMode") – logical variable. Setting the value “True“ results in activation of a special mode that implies export of debugging data to a text file;

    Application("PathDebugLog") – indicates a directory containing a text file for debugging data export;

    Application("PathRoot") – defines physical systemroot;

    Application("PathUploads") – defines a directory for imported files;

    Application("PathDownloads") - defines a physical directory for exported files;

    Application("URLDownloads") - defines a virtual directory for exported files;

    Application("PathTemplateFiles") - defines a directory for MS Word document templates;

    Application("EmailON") - logical variable. Setting the value “True“ results in activation of e-mail posting subsystem;

    Application("MSOfficeON") - logical variable. Setting the value “True“ results in activation of automatic value insertion from document cards to MS Word documents.

TextANSI.txt file

This file contains all text values with system setting parameters.


VAR_DateOldAuditing – contains a date for subdividing system log entries (i. e. earlier entries are considered old and can be deleted by system administrator);


VAR_BeginOfTimes - contains an initial system date (i. e. PayDox considers all earlier dates to be non-existing);

VAR_DateNewDocs - contains a date for subdividing documents (i. e. a document created after this date is considered new);

VAR_QnewSpec – defines maximal field number in a specification item (columns in a document table);

VAR_DocsMaxRecords - defines maximal number of database entries user may view at once;

Var_StandardWorkHours – contains standard value for a number of hours in a workday (e. g. 8)

NCDates  - determines a number of holidays in a year

CDays(nCDates) – array of variables with holiday numbers

CMonths(nCDates) - array of variables with holiday month numbers

Var_ArchiveMoveAllOldDocsYears – specifies a number of years for archiving purposes (i. e. all earlier documents independently of their status can be archived by system administrator);

Var_ArchiveMoveAllCompletedDocsYears  - executed documents that were created in the system the given number of years ago can be archived by system administrator.

DOC_ComplexUnits="Product structure". The variable contains a value for document category name (documents with structure data of complex units). These data are used for specification copy purposes. The procedure lets you choose what to insert: initial specification copied to system buffer or components belonging to the structure of products listed in the specification copied.

DOC_StaffTable="Time-sheet" The variable contains a context value for document category with time-sheet data (information about employee’s working hours). Additional buttons “AutoFill” and “Shift” appear in the specification for such documents. These buttons let you perform batch change of time-sheet data. 

See also Meanings of Standard Specification-Processing Buttons
Integration with External Applications

System's open architecture (ASP VB Script) lets one make any changes to interface it with external programs. You can call external applications using standard ASP (VB Script) tools (calls of external programs/objects). You can view the VB Script source code for most system modules. Thus, PayDox as an open system allows painless integration with external applications. Due to standard database management system interfaces supported and open code of key modules you can easily integrate PayDox with productive accounting applications and other enterprise software. Popular accounting/financial management systems support either direct interfacing via ODBC, or via such interface objects as COM/DCOM. Therefore, PayDox functionality lets you integrate it with the above systems in a standard way.

Moreover, you would like to integrate it with your corporate website and e-mail system. After integration these applications can work as a uniform system. Try to create additional functions using Visual Basic Script Edition and integrate them into the system.

Moreover, you can integrate it with your corporate website and e-mail system. After integration these applications can work as a uniform system. For corporate web-site integration, you either have to publish a link to PayDox on your corporate web-site, or make a virtual directory on the server with a reference to the physical directory with the system files. To integrate PayDox with your corporate e-mail system you should define user e-mail addresses. In addition, you have to change system settings (Windows 2000 Server installed on a computer with PayDox) to allow e-mail message routing to the corporate mail-server.

Technical Support

Technical support service of PayBot, LLC: support@paybot.com
Copyright 2001 PayBot, LLC

