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Getting the Most Out of DMS

Managing Documents with DMS

Accessing Documents

Distributing Documents via E-mail

Streamlining the AP Approval Process 
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Features and Capabilities
• DMS provides management of PDF documents by categorizing and storing 

the documents in a database for easy and efficient retrieval
• PDF files can be created from INTERAC at the time of report generation
• Documents from outside INTERAC can be scanned directly into the DMS 

database as PDF files
• Existing PDF files can be added into the DMS database 
• Complete integration of documents with INTERAC data files associating 

documents to a specific master or detail record within the INTERAC record 
database

• Documents can be scanned or added and associated with a record at the 
time of data entry

• Documents can also be scanned or added at anytime and then associated 
to a specific record at a later date

• The association of the document incorporates all of the distribution coding 
for a transaction record and the record link to a master file record

Managing Documents with DMS
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Managing Documents with DMS

DMS Benefits
• All documents are “filed” automatically
• No manual filing of paper documents or printouts
• Retrieval is fast and efficient
• Documents can be easily printed or e-mailed at any time
• Security is better on the electronic documents than on paper documents
• A lot of documents can be stored in a very small space
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Managing Documents with DMS
Documents to consider

From INTERAC – all printouts
Reports, Edit, Update, CAR, ATB, Financials, etc.
Forms - Checks, W2, 1099, 941, PO, Invoices, etc. 

External to INTERAC
Forms - AP invoices, packing slips, timesheets, checks, tax returns, 

bank statements, etc.
Correspondence – letters, faxes, notices, etc.
Contracts, engagement letters, work papers, bid sheets, etc.
Hand-written notes
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Managing Documents with DMS

Ideas for Storing Documents
• Have the system automatically attached copies of checks, W2s, 

1099s, Billing Invoices, AR Statements and Lien Waivers to master 
file records

• Attach Bank Statements, notices, etc. to the appropriate GL account 
record

• Attach Union Reports, Sales Tax Reports, correspondence, etc. to
the appropriate Vendor record

• Attach all AP, AR, EQ, JC, PR, SC, TC documents into the 
appropriate master record
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Managing Documents with DMS

Use Adobe Acrobat
• Use Adobe Standard or Pro (Foxit, etc.), not a pdf reader for added 

flexibility
• Notes, comments and stamping can be used on documents
• These options can be helpful in “coding” invoices, relaying 

information to other employees, or simply making notes for future 
reference 

• Notes can be altered and removed, stamps are permanent
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Managing Documents with DMS

Stamps can be entered 
with DMS or with Adobe 
and are permanent

Date received can be 
automatically stamped 
when scanned with DMS 
and is permanent

Sticky Notes can be 
added, edited and deleted 
using Adobe
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Accessing Documents in DMS

• Master File Maintenance – documents attached to 
master file records

• Manager Applications - documents attached to master 
file and transaction file records

• Transaction File Inquiry – documents attached to 
transaction file records

• Excel/Access, etc. – using Visual Link ODBC connection -
documents attached to master file and transaction file 
records

• DMS Docs Screen – all documents
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• Documents can be scanned directly in the Master File 
Maintenance programs 

• Checks, AR Statements, W2’s, 1099’s and Lien Waivers are 
automatically attached in the master file

• The document fields can be assigned titles in the user file
• Documents can be scanned and stored in these fields individually

or can be grouped together into a single document forming an 
electronic “folder” of documents

Accessing Documents–MASTER FILES
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• From the Documents screen, documents can be viewed, printed and e-mailed

Accessing Documents
Master File Maintenance
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• The field names for the document fields can be user-defined in the “U1” Titles user files
• Payroll and Accounts Payable have additional fields that designate which document field 

will contain checks/dd statements, W2’s and 1099’s & lien waivers and can be auto-
unattached during year end closing

Accessing Documents
Master File Maintenance
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• Documents can be scanned, added or attached to “A” file records 
during journalizing and the “A” file will be processed as normal

• The interfacing “A” files will contain the same link to the document
• The documents will flow through to the “C-E, I” history files in the 

originating application files (AP, AR, etc.) and any interfacing
application files (GL, JC, EQ, etc.)

• FMR and FSP will merge and split the document links
• Documents can be scanned and attached to history file in the 

Transaction File Inquiry programs 

Accessing Documents–DETAIL RECORDS
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• Access documents in Transaction File Inquiry by highlighting the document 
and selecting the View button

• Documents can also be attached in Transaction File Inquiry

Accessing Documents– Transaction File Inquiry
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• Documents are accessible in all interfacing application history files with 
only one copy of the document being in DMS

Accessing Documents– Transaction File Inquiry
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• The Job, Equipment and HR Manager programs will show master file documents
• The field titles of the documents from the User file will be displayed in a menu
• Select the menu option to display the document

Accessing Documents– Manager Programs
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• Documents attached to transactions can be viewed  in Job and Equipment Manager
• An asterisk in the Doc column denotes an attached document

Accessing Documents– Manager Programs
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• The Visual Link ODBC connection will recognize a record with 
a document link

• When a query is done the link is available to view the 
document

• The query has to be setup to contain DMS fields from the VL 
ODBC dictionary

Accessing Documents–Visual Link ODBC
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• When the records are viewed in Excel, the hyperlink to each 
document will be displayed in each cell

• Click on the link to view the document

Accessing Documents–Visual Link ODBC 
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• All documents can be viewed in the DMS Docs screen 
• Set Display and Set Filter options are available to assist in locating documents

Accessing Documents– DMS Docs Screen
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• The Set Display option can be pre-set in the company setup to display specific 
applications and overridden when searching for documents

• Access to documents will be based on INTERAC Security settings
• Inquiry Only access in INTERAC Security will allow view only of documents

Accessing Documents– DMS Docs Screen
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Accessing Documents– DMS Docs Screen

• Set Filter will prompt for specific selection criteria by application, date, title, 
keywords, notes or any combination



2011 User Meeting
24

Accessing Documents– DMS Docs Screen

• The search will then display only the documents based on the filter options
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Distributing Documents via E-mail

• Documents can be e-mailed as attachments from Master File 
Maintenance, the DMS Docs screen or when created

• DMS documents are e-mailed directly from the mail server, by-
passing the e-mail client

• E-mailing can be done from Terminal Services or a PC without 
an e-mail client installed

• Only users set up in the DMS e-mail server can e-mail
• The sender of the e-mail will be based on the user’s login
• The mail server information and sender addresses are set-up 

under DMS
• The Outlook address book can be linked to DMS in the set-up for 

recipient’s addresses
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Distributing Documents via E-mail

• All documents can be e-mailed
• E-mail reports at the time of creation
• Job Stream can be used to automate e-mailing of reports
• Automatically e-mail AP and PR Direct Deposit Statements by 

setting options in the User & Master files
• Automatically e-mail AR Statements
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• To e-mail from DMS Docs screen, select the document and then click on the e-mail button
• A selection box allows entry or selection of the recipient’s address and a message
• A lookup of the Outlook or Outlook Express address book is available
• The document title will be the e-mail subject line and a message can be entered

Distributing Documents via E-mail
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• From Master File Maintenance, select the document and click on the e-mail button
• The recipient’s address will pre-fill in AP, AR and PR if it has been entered in the master 

file record

Distributing Documents via E-mail
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• All print routines within INTERAC can e-mail as well as print documents
• The title of the report defaults as the e-mail subject line
• The addresses can be entered or selected from the address book
• A message can be entered for the e-mail

Distributing Documents via E-mail
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• In PR, select the Special Direct Dep – DMS Only option
• Enter an e-mail address in the employee master file
• Select E-mail or Both for print option in PRM

E-mailing Direct 
Deposit Statements

Distributing Documents via E-mail
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E-mailing Direct Deposit Statements

• Select the Allow E-mailing option on the check screen
• All the setup is done in the Employee or Vendor record
• No additional e-mailing information has to be entered on the Output selection screen

Distributing Documents via E-mail
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• In AP, enter an e-mail address in the vendor master file
• Select E-mail or Both for print option in APM
• Select the Allow E-mailing option on the check screen

E-mailing Direct 
Deposit Statements

Distributing Documents via E-mail
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Creating a print task in Job Stream

Distributing Documents via E-mail

• To print a report to DMS in JS, enter DM* in the Print File Name
• The Output Selections box will be displayed
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• The Output Selection box will automatically be activated in the Job Stream design
• Enter all desired information including e-mailing information

Distributing Documents via E-mail
Creating a print task in Job Stream
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• The DMS Approval System is an optional component of the Document
Management System, designed to give users more control over how and 
when AP invoices are added to the DMS database

• This option provides the ability to setup “approval” users who want to 
review, code and/or approve invoices before the documents are entered into 
DMS for processing

• User logins are setup to provide different levels of access for users 
- Full DMS, Scan, Approval, Transfer, View and Admin

• Working directory folders are established for each approval user to contain 
only their scanned documents

• Once logged in, the approval user can view, stamp and distribute the 
document and release it to DMS. 

• Once the document is released, it will reside in the DMS database and be 
available for further processing

DMS Approval System
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• The DM Notify option in the DMS Approval System provides an easy
method of notifying Approval System users when new documents have 
been added to their approval folder

• DM Notify will automatically send an e-mail to each user at a specified 
time each day when there are new documents pending for approval

• The DM Notify option must first be configured and then it must be 
actively running on the server at all times

• The SMTP E-mail option in DMS must be configured before the DM 
Notify e-mailing will function

DMS Approval System
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• The Approval system is enabled on the Company Setup screen

DMS Approval System
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• Enter the pre-set password
• The User Data screen will be displayed

DMS Approval System
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User Setup

Full Full DMS access including approval
Approval Only approval functions
Scan Only scanning into approval
Admin View all docs in approval, transfer & release
View View only for all approval docs
Transfer Transfer documents to other approval users, no release 

DMS Approval System
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User Setup

• Full, Approval and Transfer users must have a Working Directory for the 
Approval system to temporarily store the documents until they are released into 
DMS

• Admin, View & Scan user will not have a Working Directory

DMS Approval System
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Stamps

DMS Approval System

• Stamps may be designated for specific Approval system users and are only 
accessible for that user
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Scan User

• Login as a scan user and a list of Approval users will be displayed
• Select the user and a screen will prompt for document information
• A working title can be entered, or if left blank, the default title will be used
• The system’s date can be automatically stamped on the document
• Scanned document are stored in the user’s working directory
• Pdf files can be added by the scan user
• Documents won’t be moved to DMS until they are released by an approval user

DMS Approval System
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Approval 
User

• When an Approval user logs in, a screen displaying all of their unreleased documents is 
displayed

• Documents can be viewed, transferred to another approval user or released into DMS

DMS Approval System
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Approval 
User

Transfer will prompt to select which approval user to transfer the document 
A stamp can be selected from the list or added 

DMS Approval System
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Approval 
User

Release will send the document 
into the active DMS system
It’s suggested, but not required 
to code at least the Vendor & 
Invoice #’s
Distribute allows complete 
coding of the invoice

Any data coded at this point will be electronically written 
into the document and will be retrieved when attaching 
during JRN 

DMS Approval System
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• Documents released into DMS from the Approval system are displayed in purple
• Documents that are coded will display in blue

DMS Approval System
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• In the DMS Approval user setup screen, enter the approval user’s e-mail address

DMS Approval System

DM Notify

The DM Notify will 
automatically send an e-mail 
notification each day when 
new documents are added 
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• Initiate the DM Notify program and select the Now button to configure
• For each Company ID, enter the e-mail sender’s ID from the SMTP setup and the 
time each day to send the notification e-mail
•The DM Notify program must remain running on the server in order for the e-mails 
to be sent

DMS Approval System
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DMS Approval System

• An e-mail will be sent once a day if new documents have been put into the approval 
user’s inbox
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