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Distributing Documents via E-mail

Streamlining the AP Approval Process



Managing Documents with DMS

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
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Managing Documents with DMS

DMS Benefits

e All documents are “filed” automatically

e No manual filing of paper documents or printouts

e Retrieval is fast and efficient

e Documents can be easily printed or e-mailed at any time

e Security is better on the electronic documents than on paper documents
e A lot of documents can be stored in a very small space



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




Managing Documents with DMS

ldeas 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



Managing Documents with DMS

Use Adobe Acrobat

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

e Notes, comments and stamping can be used on documents

e These options can be helpful in “coding” invoices, relaying
information to other employees, or simply making notes for future
reference

e Notes can be altered and removed, stamps are permanent



Managing Documents with DMS

& PAUL2009062315290404.xpdf - Adobe Acrobat Standard =3
File Edit View Document Comments Forms Tools Advanced  Window  Help *
L (ER 0 & © 8 (s - Stamps can be entered
LR INTERSOFT wrorce e ‘| with DMS or with Adobe
I _ — and are permanent
Approved - Bitsy

" R o N 3 s Date received can be
B ) —— automatically stamped

e T MM;;;: = when scanned with DMS

IR B and is permanent

INTERIOR WORK PHASE
MATERIALS

i Sticky Notes can be
| added, edited and deleted
: using Adobe




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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Accessing Documents. waster FiLes

 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
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Accessing Documents

Master File Maintenance

Employee No: 20, GREG JAMES LEOPOLD

Help
General ‘ Tax & Mizc ] Pays & Deps | Deductions | Federal | State ‘ Local ‘ Mates 1 | Maotes 2 | |
Documents
Field Field Mame Diocurment Title File Mame
(+ (251)  Application Application #20 MRACOOD00003S
™ [252) 149 Form -8 #20 MRACOOOO0003S
7 (253)  wid Wid - @20 MRACOO0000090
(™ [254)  Check or DD Statemert Direct Deposit Emp #20 MRACOOD0001 66
(" [(2558) Employee Packet Employee Packet #20 MRACOO0000032
" [256) w2 WiZ Emp #20 MRACOO00001 67
=T
or2s8
" (259)
" 2800 _
o2e1
(22
Wign Aftach Scan Unattach Ermil
Ck | Cancel ‘

From the Documents screen, documents can be viewed, printed and e-mailed



NRACAPU1
Help

Accessing Documents

Master File Maintenance

APh hames |

NRACPRU1

e Help
taster File Field Mames
Cither Pay | Deductions Fed/State VWH | =] SUCther | PRM Mames | PRM Mames
61 |Cortact Information 65 |3upplier Agreement 69
B2 |1 099 EE |Checks 70 |: Master File Field Mames
63 |Sub Cortract Agreement 67 | 7] 90 |Direct Depost Code 1 261 |Documert 11 5263 Emplovee Amourt 5
B4 |Lien waiver 68 |_ 72[] 91 [Barik Mumber 1 262 |Documert 12 5266 |Employes Mote &
73] 92 |Bark Accourt Mumber 1 5251 |Employes hote 1 5267 |Employves Date &

Document [B1-72] in which to store copies of:

(52) 10995

(81) Checks |BE | Auto Unattach at'Year End Close
E2 [ AutoUnattach at Year End Close

(83) Waivers |64 [ Auto Unattach atYear End Close

Pririt

Account Reconcilistion Plan Ceta

(100 File Type ’m
(1013 Account Mo ’_
{102} Remate ID |
(103) Batch ID |

[104) Check Mo Prefix
(105) Date intotal record [~ M

(106) Bank ID

93 |Direct Deposit Code 2

5252 [Employee Date 1

5268 Employes Amourt &

94 |Bark Mumber 2

5253 |Employes Amaurt 1

5269 |Employes Mote 7

95 |Bark Accourt Mumber 2

5254 |Employes MNote 2

5270 |Employes Date 7

96 |Direct Deposit Code 3

5255 [Employee Date 2

5271 [Emplovee Amourt 7

97 |Bark Mumber 3

5256 |Employes Amourt 2

5272 |Employves MNote 5

98 |Bark Accourt Mumber 3

5257 |Employes Mote 3

5273 |Employves Date &

100 [Draw Sccourt

5258 [Employee Date 3

5274 [Employee Amourt &

251 |application

5259 |Employes Amourt 3

5275 |Employves Mote 3

A |w4

5260 |Employes Mote 4

5276 |Employes Date 3

253 ||_g

5261 [Employee Date 4

5277 [Employee Amourt 3

254 |ChecksDD Statements

5262 |Employes Amourt 4

5278 |Employves Mote 10

255 |Correspondance

5263 |Employes Mote 5

5279 |Employes Date 10

256 W2 3 1099

257 |Document 7

5264 [Employes Date 5

5280 Employes Amourt 10

258 |Document 5

259 Documert 9

260 |Document 10

Document [251-262] in which to store copies of:

263 Checks
264 W2/1099

254 ¥ AutoUnattach at Year End Cloze
256 W Auto Unattach at Year End Close

Pririt

Wiicl

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
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Accessing DocumentS oerai recoros

« 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

o 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
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ACC€SS| ng DOcumentS— Transaction File Inquiry

B Transaction File Inquiry - INTERAC CONSTRUCTION C€O. 4=]t3
Fil= Task Help

W First | Prew | bext Print Encd MRACAPC
Vendor: 3000 Intersoft Building & Supply
Type Inw Date Pay Date Check DC Description Amt/Dst/Ret Dse/Pmt/Unt Do P Cd
Wendor 3000 Invoice 1049
Inwv 01-12-08 02-11-08 Exterior materials 480.00
Dist to Jkh 55001 350 2 A 700 460,00 0o
Wendor 3000 Invoice 1050
Iwiwr 01=-12=08 D0D2-11-=08 Landscaping materials 450.00 oo * 1/08
Dist to Jkh 55001 400 2 Ao 7OO 450,00 0o
Vendor 3000 Inwvoice 1051
I 01-16-058 0z2-16-08 Haterials for jobs 205.00 ulu] * 1/08
Dist to Jkh 58001 340 2 A 700 205.00 .oa
Wiew Doc Attack Scah Urattach

» Access documents in Transaction File Inquiry by highlighting the document
and selecting the View button

 Documents can also be attached in Transaction File Inquiry



ACC€SS| ng DOcumentS— Transaction File Inquiry

B Transaction File Inquiry - INTERSOFT M=1(c3

File Task Help
Acct First Presv | Mext Prirt End MEACGLE

A 700 Materials Type: (P 46 415.00 OR

Date Jrn | Ref Ref 2 Dezcription B Per | Dehitz Credis Uit Doc | Per Cd
oriemg |1 Jo |8 Matsrials for jobs | [205.00 1108
0102708 1 0 83001 Electrical Supplies 1,600.00 1103
oi27ms 1 u] 35001 Landscaping materials 4:50.00 10063
01527ms 1 0 5001 Exterior materials 450.00 1005

Wiew Doc | Attach | Scan Unattach |

Documents are accessible in all interfacing application history files with
only one copy of the document being in DMS
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ACC€SS| ng DOCU mentS— Manager Programs

B Job Manager, - INTERSOFT CONSTRUCTION

Help

Job Mo, |as00q
CIMMAROHN DEVEL OPRMENT
10566 Allen Blvd
Tigard, OF 97033

Phone:  (503) 644-3769

El Phase |

Fa: (503) 625-

FBX

MRACICE MRACICH MRACARRM

G793

Criginal Contract Price

CIMMARROM MANAGEMENT GROUP

jﬂl Image Prirt Forecast Enc
Cust Mo, 200
Coritract Date 0310 2005
Started 04/01/2005

250,000.00

Moare

Scheduled Completion 0551 /2006
Actual Completion

Total Cost T4 671 56

Select Document to View

Contract

Subcontract Agreement

Construction Bid

Change Order

Schedule of Values

A& Billing

WEEKLY JOB STATUS

Cortractor Evalustion

Final Materials Cerification Example

Project Manager: GEME HOLMES / Change Orders
Estimator: PALL STEPHENS
Tatsl Estimated Coj
Wiew Attached Documents | Percent Complete
All Phases
Estimated &
Category Urits Amourt Uriits
LABOR 2 625.00 52 500.00 1.340.00
MATERIALS 0.00 £7 500,00 0.00)
SUES 0.00 26,250.00 &.00
EQLIPMENT 585.00 18,750.00 731.00
RENTALS 0.00 7 50000 0.00)
BuRDEN | 0.00 3,750.00 0.00)
ShiL TOOLS 0.00 7 50000 0.00)
OTHER 0.00 375000 0.00)
Total 321000 187 500.00 2.079.00

Cancel

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




ACC€SS| ng DOCU mentS— Manager Programs

Category Information

Help
Category 2: MATERIALS - Actual Amount

FPhase w | Drate | Ref ] Description Units Aot | Mote ] Doz A

340 097232007 200 MATERILLS S00.00

340 012772005 3000 Materials for jobs 205.00 #

350 O6/25/2008 400 SHUTTERS & METAL DiOORS 75000

350 09072008 400 FLOODLIGHTS E00.00

350 09/30/2007 400 HARDWARE FOR GATES 400.00
| 350 [odsereoos | 4000 Electrical Supplies

350 012772005 3000 Exterior materialz 450.00 A

400 017272008 3000 Landzcaping materialz 450.00 ¥

410 09072007 100 SAMD 200.00

410 09072007 100 DECORATIVE ROCH & STORNE 250000 =

410 092352007 100 SAMD & HOT MIX 800.00

420 090752005 1100 SPRIMKLER S STEM 2.500.00

510 09/23/2007 200 CLEAMIMG SOLUTION 200.00

510 0953002007 200 CLEAMIMG MATERIALS 250.00

510 012772005 4000 Electrical Supplies 50.00 & 3
< ?

T 0.00 27 A65.00
Motes Fitter by date
s | e ‘ Last Transaction Date 09/07 /2008 Export | Print | Cloze |

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



Accessing Documents.visua Link obec

 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
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Accessing Documents.visua Link obec

E3 Microsoft Excel - Book3 rg
E_] File Edit Miew Insert  Format  Tools  Data  Window Type a question for help = @ X
HRNEN " REWET I NENE- A W RN R AL, R RN N I AN E ) lofivBicBic Bixfin]
Ad - XJ &

2 B E G | H | [ | i K [
1 JOB PHASE | CATEGORVENDOR JCDATE DESCRIPTION AMOUNT  DMS_KEY DMU_DOC_PATH DU _DOC_PATH\DMS _KEY. pdf
|2 | 88001 340 2 3000 1/27/2008 1051 Materials for jobs 205 NRACOOO000013  CADATANNRACWAP CADATANRACYSPANRACOD000001 3. pdf
|3 | 88001 350 2 4000 1/27/2006 847526 Electrical Supplies 1600 NRACOOOOO0011  CADATANNRACWAP CADATANRACYWAPANRACOO000001 1. pdf
4 | 88001 350 2 3000 1/27/2006 1049 |Exterior materials 460 NRACOOO00000Z  CADATAMNRACWAP CADATANRACWPANRACOO0000002. pdf
5 | 88001 380 3 G000 1/27/2008 1080 Painting materials 450 NRACOOO0000S4  CADATANNRACASC CADATANRACKS CAMRACOD0000054. pdf
B | 85001 400 2 3000 1/27/2006 1050 | Landscaping rmaterials 450 NRACOOO00000S | CADATAMNRACWAP CADATANRACYAPANRACO00000005. pdf
7| 88001 510 2 4000 1/27/2006 847526 Electrical Supplies 50 NRACOOOODOO11 CADATANRACWAP CADATANRACWPANRACOO000001 1. pdf
g
9 |
1 10 |
|11
112 |
113 |
14 |
| 15 |
16 |
17 bt
M 4 » W) Sheetl /Sheet? f Sheet3 / < 3l

 When the records are viewed in Excel, the hyperlink to each
document will be displayed in each cell

e Click on the link to view the document
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ACC€SS| ng DOCU mentS— DMS Docs Screen

Documents
File Help
Open |Preview | Change | Ebdail ‘Stamp Props | Delete DisS;J?;y Mairt | Merge | Archive | Pr List Cancel

File Mame v | sowrce | Date | Time | Title | Mote |s &

MREACOOODDTOSS  APCAR  O0BMOMS 802 AaM  Cash Analysiz Report
MREACOOOD01074  APEDT  OGOG0S  11:50 AM AP Edit

MEACO0DD0MO7E  APPCR OGOG0S  11:44 AM  VENDOR NUMERIC LISTING
MREACOOODD1O72  APCAR  OGOGOS  11:44 AN Cash Analysiz Report

MR ACO00001 074 SCPCR 0BMGMS 10055 A SUBCONTRACT DETAIL BY JOB
MREACOOODDTO7O SCPCR OBOE0S 10055 A SubCortractor Status
MREACOOODDT0ES SCPCR OSOG0S 1053 AM SubCortract Charges & Paymerts
MRACOOODOD106S  SCPSR OGOGOS  10:53 AM SC Status Report
MREACOOODOD106Y  PRCHK  OGOS05  423PM PR Check Register
MREACOOODDMO0EE  PRCHK 060303 422PM PR Check Copies
MREACOOODDTO0ES  PRTAX  OS0305 421 PM Payroll Tax

MRACO00001 064 PREDT 060305 421 PM Payrol Edit

MREACOOODOD0106S  PRCHK  OGOS05  420PM PR Check Register
MREACOOODD1062  PRCHK 060505 420PM PR Check Copies

MR ACO0000 081 PRTAX 0BS5S £15PM Payroll Tax

TR ACO00001 060 PREDT  OG0305  415FPM  Payroll Edit

MREACOODD01029  TCPCR 0GO303 10037 AM AR &WIP TOTALS BY CLIEMT
MREACOOODD10S5  GLPCR ORO205  449FPM  SALES BY DEPARTMENT
MREACOOODD10SE  GLPCR OG0203 447 PM SALES BY DEPARTMENT
MREACOOODDTO0SS  GLPCR 060203 447 PM SALES ACCOUNTS
MREACO00D01052  PRPCR OGO205  420PM GROSS PAY BY UNION & CLASS
MREACOOOD010S0  APPCR OBO205  1:35PM SUMMARY AP AGING

<

Begin | Erd | Al | Clear | Clearan| Bl Set Fiter

* All documents can be viewed in the DMS Docs screen
 Set Display and Set Filter options are available to assist in locating documents



ACC€SS| ng DOCU mentS— DMS Docs Screen

File Help
Cancel

File hiame v | source |Date | Time | Tiie | mate s~
MRACOOOOOTOSS  APCAR  OBADMDS  G:02 &AM Cash Analysis Repart
MRACOOOO01074  APECT (A

et e ol isplay Parameters

NRACOO0OOTO72  APCAR | Help

MRACOODOOMO7Y  SCPCR

Set

L Dizplay

Open | Preview | Change Stamp | Props | Delete Maint | Merge | Archive | PrtList

MFAC000001 070 SCPCR Applications to Display
MFACO00001 069 SCPCR
MRACOOOOO1 068 SCPSR W Show AP W Show GL W Show PC W Showe TC

MREACOOOOOMOEY  PRCHK

W Show AR W Show IN W Showe PO W Showe OT
NEACOO00DM06E  PRCHK o o o o

MRACODODMMOGS  PRTAX v Show CK v Show JC W Show PR
MRACODOOMOS4  PREDT
MRACODOOMOGS | PRCHK v ShowDP W ShowlLs W Show SB
MRACODOD0MOG2  PRCHK v ShowEQ v Show OP W Show SC
MRACOOOOOMOEY  PRTAX
MRACOOOOOMOG0 — PREDT St Al [ Set Mons

NRACO0000MDS9  TCPCR
MRACO00001058  GLPCR
MRACO00001056  GLPCR
MRACO00001055  GLPCR
NRACO000O1052  PRPCR
MRACODOOOMOS0  APPCR — UBIIZIIE . Too P oOER T n BTG b

< >
Select GoTo

Begn | Erd | Al | Clar | Clearsi| e | Set Fiter

Display Most Recent Months

Ok ] Cancel |

 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
e Inquiry Only access in INTERAC Security will allow view only of documents



ACC€SS| ng DOCU mentS— DMS Docs Screen
Docmens |

File Help

| Document Filtering Cancel

. | [s =
HRLCO0f| — Fittering Criteria -
MRACO0

MR:ACOD Creating Application ||
MR:ACO0

NRACOD Date Range |
MR:ACO0

MR:ACO0 Title |PE 05 f* Title String

HRAC00 .
MR.ACO0 " Title Vords - any

MRACO0 " Title YWiords - all
HRACOD
MRACOD Keywords | (™ Keywords - any

MRACO0 (* Keywords - al
MRACO0

MRLCOD o .
TR Maotes Azzociation type: | pra -
MRLCO0

MRACO0
MRACO0
MRACO0
MRACO0

_NE{\'??? Clear Ok | Cancel | w

<

Select GoTo

Begn | Erd | Al | Clar | Clearsi| e | Set Fiter

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



ACC€SS| ng DOCU mentS— DMS Docs Screen

File Help

Set

il Display

Open | Previewy| Change Stamp | Props | Delete Maint | Merge | Archive | Prt List

File Mame ] Source ] Date | Time ] Title ] Mate | 5 |

MRACOO0001 046 PREDT 0322003 11:34 AW Payroll Edit-PE 0341605
MRACOO0001044 PREDT  03/20M03 552 AW Payroll Edit-PE 054185035
MRACOO0001043 PREDT 0302003 550 &AM Payroll Edit-PE 0341803
MRACOO000101 4 PRCHK 030803 920 A PR Check Register-PE 050805
MRACO00001013 PRCHK 030805  9:20 &M PR Check Copies-PE 03/08/05
MRACOO0001012 PRTAX 030503 219 AM Payroll Tax-PE 0200103
MRACOO0001011 PREDT 030803 513 AW Payroll Edit-PE 05/01./03

Select GoTo

Begin | Erd | a1 | Clear | Clearaun|| | . [ Cha Fiter |Fiter on_ Cir Fiter

 The search will then display only the documents based on the filter options



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

e All documents can be e-mailed
e E-mail reports at the time of creation
e Job Stream can be used to automate e-mailing of reports

e Automatically e-mail AP and PR Direct Deposit Statements by
setting options in the User & Master files

e Automatically e-mail AR Statements
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Distributing Documents via E-mail

Documents

File Help
Open | Preview | Change | Ebdail Stamp | Props | Delete Dissp.liy Mairt | Merge | Archive| PriList Cancel
Maote
Empl 20, LEoroLD; GRea | Email Document
Help
Email Ta - |
Meszage
8,3 Cancel
Select GoTao
Begn | End | &0 | Clear | Clearail . Chy Fiter |Fiter On_ Cir Fiter |

 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
* Alookup 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
27



Distributing Documents via E-mail

Employee No: 20, GREG JAMES LEOPOLD

Help
General | Tax & Misc ‘ Pays & Deps| Deductions | Federal | State | Local | Motes 1 ] Motes 2 | |
Documents
Field Field Mame Document Title File Mame
7 (251)  Plan ¥TD 401k A pplication MRACOD0000055
7 (252) |8 Form -5 MRACO00000059
(2531 wwa Wi NRACO00000030
" (254)  Check or DD Statement PR Check Copies E#20 C#9546 c
Email Document
7 (235)  Employes Packet Employvee Packet
v (258) w2 W2 Emp #20 HElFI
C2sn
O (2e8) Email To greqi@yahoo .com =
£ (259) _
(280 _
" (261)
Messad2  [attached is the copy of your W2 you requested
~ (262) _
View Attach Sioan unattach |[E"Erai
Cancel ‘
OK Cancel |I

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
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Distributing Documents via E-mail

Output Selection

Prirt To Prirter

Pririter
Doc Manager

Buoth Document Manager

Title Payroll Edit-PE 061503

[ Landzcape Keywords  [2a 2008

[ Leoal i
Pas=ward Eryys COnTitm |aaes
Ehdail Ta dancg@irtersoftsystems com j
Fetention
Indefinitely
Mezsage Fleaze check thiz week's PR before | proceed.
Change

ik, Cancel |

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
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Distributing Documents via E-mail

NRACPRUO
Help

(571 Rate on Stub v
(58] Check Formst
" BLP ¢~ gLPl

f+ Exp Lazer Stub
" Laser Mailer
To-Date
(59) Field 1 [203
(60) Desc 1 [oROSS
(81) Field 2 [225
(62) Desc 2 ’FWH—
(63) Field 3 lﬁ
(64) Desc 3 W
(65) Field 4 [333
(6E)Desc 4 fswH
(67) Field 5 [243
(68) Desc 5 [vacaTl
(69) Field 6 [224
(FDescBlpra

Genersl | Pay 1-60 | Psy B1-99 | Ded1- 60 | Ded B1-99 | Accums

(711 Print Stubs Only

{" No { Yes
' Special Direct Dep - DMS Only

Dists

" Special Direct Dep

w2 | Repors | SUiST | Lacer Chk‘ Paid Prep|

eqinning Ct
(73) Stub Alpha

(74 Print Optional Info
(751 Print Co Mame

(761 Print Co Addr

(773 Print Empl Addr
(73] Print Alpha Amourt
[79) Signature Alpha
(307 Prirt Ermgl Mo

(81 Print Salary Hours
(271 Print YaciSick Pay
(28) Print S5M on Stuk
(29) Print Dept on Check
(82) Lazer Format Mame
(83 Beginning Check Mo
(841 Laser Copies

(82 Lazer Font

(43541 HR Img Directory
(4351 HR Hicle Sensitive

¥ Dept | Clazs [ Union

f ves { Mo  Hours only

fisiore
ez
[

[E:DEVIDATAINRAC
& Mo 7 Yes

(56 Debit Bank Mo
(87) Laser Format " Mo

e

" PrePrint
" AcuPrint % Complete

E-mailing Direct
Deposit Statements

(85) Bank A

[y Employee No: 20, LEOPOLD; GREG JAMES

1a0) Adjust | Help

Rl A Tax & Misc | Pavs & Deps | Deductions Eederal Local Miotes 1 MNotes 2 ‘ Documents |

£92) Print By

(o2 Berk | PLA R R G EERIEHE [LEcROLD; GREG JamES (21) JOB CLASSIFICATION fz

e | B R EE e e [P0 Box 150 (22) CLASS CODE B o

(35) Bank | (400 EMPLOYEE ADDRESS 2 [ (23) DEPARTMENT CODE h |

(@) Banknf T [pE2vERTON (251 ETHNIC CODE o

(97) Direct el Jor. s Bl & Male  Female
@8 Banknyf 0 TP COPE [raos {273 LOCATION CODE =

(83 Bank 1] (8) TELEPHOME NUMBER ,m (28) PENSION PLAR  Mone  Gusl
o — (9) SOCIAL SECURITY NUMBER [a02.51 paaa S e e
anyrpe (1% BATEOF BIRTH 10281956 (31) HOURLY RATE ferzss

@y rrpd 1) DATEHRED [morzoo0 (32) OVERTIME RATE T
— (12) DATE TERMINATED [ ] (33) SALARY [ |

[14) LAST CHECK DATE
(158 LAST CHECK MUMBER
(163 |-9 TERM DATE

(173 1-9 CODE

[18) EIN NUMBER

(19) Email

(207 URNICHN CODE

(24 E-mail Direct Deposit

oz
=T
R
—
—

(34) PREVIOUS RATE

(35) PREVIOUS RATE 2

(37 MEXT PAY RATE INCREASE
(38) PAY REVIEW DATE 2

(39) RE-HIRE DATE

|greg@yahnn com

720
Ermnail d
(Err i

T
TETS

Gemineas
Beminees

1

(o9 Cancel

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
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Distributing Documents via E-mail

E-mailing Direct Deposit Statements

Help

Check Writing

Transaction File Name: |NFMCF'F|B ﬂ

Master File Name: |MRACPRM |

Local Tax File Name: |NRACPRH ~|

Check Print File Name: [ ﬂ [~ Preview?

Check Register Print File Name: |

Direct Deposit File Name: |NH.£\CF'F|P ﬂ [v Eutend?
Starting period date: W S
Check date: [CREE-. E

Starting check number: IW

Ok, | Cancel

» 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
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Distributing Documents via E-mail
E-mailing Direct

Accums Documerts | Mates |

ersaon oA Deposit Statements
(3) Address (1) [111 SWHALL BLVD
(4] Address (2) |aTE #10
& BEAVERTON INTERAC Accounts Payable
(E) State lor e
(7)  Zip Code ’W P
(91 Phone Number W .
(49) Contact Name |GREG JACKSON Check Writin g
(300 E-mil |oreg0nasphan@aol.com
(51) E-mil Direct Depost N ra— Invoice File Name: |NRACARI |
(8) Payment Terms W ?iugll_ (19 Preference Ci
(10) Set-Up Date [ ] (20) Class Cade Master File Name: |NH.‘1‘-.E.~'-\F'M ﬂ
(11} Float Days l_ [21) Misc Code 1 (]
Ubelstei oo L (222 Mse cace 2 Check Print File Name: | ﬂ [ Preview?
(13) Payment Day [ ¥ MestMonth (23) Misc Code 3 (
(14) Distribution Code 0 (43) Wisc Code 4 : % =
e e ,’_07 e Check Register Print File Name: |
(16) Standard Discount 02000 (45) Mizc Date 1
(171 Invaice Detail | j [46) Mizc Date 2 Direct DEPOS“ File Name: |NH."-‘\.D’3\.PP j | Extend?
(18) Company Code ,1_ v Allow E g?

k. ‘ Cancel

* 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
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Distributing Documents via E-mail

Creating a print task in Job Stream

INTERAC Accounts Payable
Help

Cash Analysis Report

Open Invoice File Name:  |NRACAPI |
Master File Name: INRACAPM ]
Print File Name: DM* j

Cancel |

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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Distributing Documents via E-mail

Creating a print task in Job Stream

Output Selection

Print Ta Printer

Printer
Doc Manager

Both Document Manager

Title AP CASH ANALYSIS

[ Landscape Keywords |

[ Legal
Paz=sward EETTY Canfirm |tt**
Etail To bettymiE@inter softsystems com danci@inter softsystems .com j

paulc@intersoftsystems com timl@inter softsystems com
Retention
Indefinitely

Message | atest &P

Change

..............................

Ik, Cancel |

 The Output Selection box will automatically be activated in the Job Stream design
» Enter all desired information including e-mailing information
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DMS Approval System

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
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DMS Approval System

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

36



DMS Approval System

M [nterac Document Manager - Intersoft Construction
Task Help

S[(=1e9

See Space L.lsed Approval System s At A CINRACTMM Exi
Access archives Stamps
Eat Retention Document Manager Setup
Import Outlook Addresses
SMTP Email Config Help
Create Index Files
Comparty Mame [Intersoft Construction
Last Document Mo. A App Stare in Directone Shiowy Default Title
&P o
Added this session |CDATANRACIAR ¥ &P NvOICES
AR |ciDATANRACER W |aRINvOICES
Deleted this seszion CK |C:\DATA\NRAC\.CK v |
DF  |c:DaTANRACDR Vo
EQ  |cpaTanRACES |
GL |cipaTamRACIGL |
N |cDaTANRACN |
JC - ICDATANRACYC |
LA |CiDATANRACLA |
OF  [crDATANRACIOP |
PC |copaTanRACPC |
PO |CiDATANRACIPO |
PR |copaTanRacieR W
SB  |cpaTanRACSE |
SC  |copaTanRACISC |
TC |cipaTanRACTC V|
Other |cDATANRACIOTHER |
~
Dizplay Cut-off Moriths ™ Prohibit Pazswords v Enable Appraval System Ok Cancel

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

M Interac Document Manager - Intersoft Construction
IZEN Task Help

Corpany

See Space Used Approval System | i atalR ACUR ACDMM Exit
Access archives Stamps =
Exit Retention

Import Outlook Addresses
SMTP Email Config
Create Index Files

Approval System Password

Plesse Erter Password

|
Ok Cancel

Ad

Cef

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

User Setup

U=zer |
Password

Privileges f* Full DMS System
" Approval Only
" Zcan Only

" Admin Uzer
[ “iew user
" Tranzfer Cnly

Wiorking Directory

Ok

-

‘ Cancel |

Full Full DMS access including approval

DMS Approval System

Approval System Users

U=zer | Type | Directary |
DI Acdmin
BITSY Full DS CADATADOCUMENTSBITSY

D Approval CODATADOCUMENTSDAN

MANCY  Scan

TinA Approval CADATADOCUMEMTSTIM

TRAMS Transfer ChData'DocumentsiTrans

WIE ey

Addd

‘ Change | Delete

Cancel

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
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DMS Approval System

User Data
Lser PaLL
Pazswaord
Privileges " Full DMS System " Admin User
{o" Approval Only {7 Wiewy user
(" Scan Only " Transfer Only
Wiorking Directory |oapa TADoCUMENTSPALL ﬂ
_________________ S| conea |

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

Text |Appl0ved-F‘AU L

Fort  |courier -

{* First Page Only

" All Pages
coior | EEEHEN ~

Orange

Yellow:

Green
Cyan &

Size l.-_;a— poirts

Position W
W inches from left

Ratated lD— degrees

Transparency |0 W

Approval User FALL

inches fromtop

Stamps

L A Y S

. AR ECCCO

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

e Stamps may be designated for specific Approval system users and are only
accessible for that user

Stamp Text
Approved - Bitsy
Approved - DAk
Approved - TiW
APPROYVED-MATERIALS
Approved-PALIL
APPROYVED-SUBS
Audited
Compilation
Completed
Confidertial

Draft

Final

Mat Approvedd

User
BITEY
DA
Tin

PALIL

B
Add ] Change | Delete ] Done |

)
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DMS Approval System

Scan User

Pleaze Log In

Pazssword Help

Zcan To

il Cancel |

Save Document Information

U=zer

Help

Diocument Working Title |

Ok | Cancel |

Stamp Date RBeceived v
[&ll Pages] [

Cancel

 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
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DMS Approval System

M [nterac Document Manager - Intersoft Construction

Ap p roval Help Tooks
U S e r Date v [ Time v [ warking Title

Select Document to Release

071642007 11:16:2883 AP INVOICES-7/16
07/16/2007  11:17:.04.87 AP INVOICES-7A1B
06/17/2008  8:36:58.31 AP INVOICES

06/23/2008  5:35:58.42 AP INVOICES
06/23/2008  S:43:48.47 AP INVOICES
07/21/2008 16040323 AP INVOICES

06/23/2000  14:41:5314 AP INVOICES
Pleasze Log In 06/23/2009  14:42:34.48 AP INVOICES
/2342009 423676 AP INWOICES

zer Do)

Pazzword

Cancel |

Wien Belease | Transjer| Cancel |

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
43



DMS Approval System

M Interac Document Manager - Intersoft Construction
Help  Tools

Select Document to Release

Date v | Tirne v | whorking Title

0FAME/2007  11:16:28.88 AP INVOICES-7HE
07A6/2007  11:17:04.87 AP INVOICES-7/16
0EA7/2008 2:36:58.31 AP INVOICES
0B/23/2008 2256842 APINVOICES
06/23/2008 3434847  APINVOICES
07/21/2008  16:04:0329 AP INVOICES
05/23/2003  14:41:5314 AP INVOICES
B/23/2003 4:4.2:34.48 AP INVOICES

Wie

Approval
User

HReleasze | Tranzfer | Canc Transfer To

Help

Transfer To

Uzer:

With Stamp:

BITSY -

| Approved - DARN

ﬂ Options

Cancel |

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

Approval

Help
Document to Release U S e r
Working Title AP INVOICES
Pended &t 14:42:34 48 Pended On 08/23/2003
Document Title |AP MYOICES Help
Keywords: |
) . “endar 3000 Intersoft Building & Supply
PSRRI | Onti: | Irvoice 1050 Irew Diate: |05_1 a.onng  Pay Date |07_1 2.2009 Q\;iew Do
Assacistion Type: Wendor: {3000 ﬂ Description [lyaTERIALS I At ’W Discount ’7 ’_j
Irtersoft Building & Supply
: PO Mumkber Lin Job Phaze Cat Ecjuip 2 5] Account Amaount Units
Imvoice: [ps0 [ Irreertary fem
1 [ = = [eaoor ~|[ 30 -] | = [ em = [ 20500 [
Stamp: | Approved - DAN j Options j
2 [ = A i A = [
Retertion: (* Indef " For I_Years 7 Until endl of j
: A0 =l =l A A = [
Mext Document Mo is MRACOO0000703 Ok | Cancel | j
: BN SN =l A A = [
: —
Release will send the document T 1 B — | — N |
. . B
I nto th e actlve D M S Syste m Prev Pg Mext Pg J Proot 0.00 Ok Cancel
y .
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
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DMS Approval System

M Interac Document Manager - Intersoft Construction
File Help

Open  |Preview| Change | Ebdsil Stamp | Props | Delete Displa-y Maint | Merge | Archive | Prt List | Refresh Cancel
File Marme v Source Drate: Time Title: Mote S
MRACO00000703 APapy  OB/2309 247 PM AP INWOICES Wnd 3000, Inv 1050, Intersoft Building &

MRACO00000700 APapy OBM0I09  10:23 AM AP INVOICES Wnd 4000, Iny 5954122, Interzoft Electri =
MRACO00000699 APapy OBM00S  10:21 AWM AP INWOICES Wnd 4000, Inv 6321, Intersoft Electrical

MRACO00000695 APapy OBM00S  10:21 AM AP INWCICES Wndd 3000, Inv 45120, Intersoft Building

MRACOO0000697 APUPD  0G0SM05  445PM AP Update
MRACOO0000696 APEDT  OG0SMO5  445PM AP Edit
MRACOOOOO0E17  APCAR  12M6M05 1026 AM  Cash Analysis Report
MRACOOOOO0E16  APCAR  12M605 10017 AM  Cash Analysis Repaort
MRACOOOOOOE1S  APCAR  12ME05 10017 AM  Cash Analysis Report
MREACOOODODE14  APCAR  12A605 1016 AWM Cash Analysis Report
MRACOO0000E11 APCAR 1003108 1:32PM Cash Analysis Repott

MRACOODOO0SG4  HMRUM - 0703103 11:14 AWM HR Manager Summary - 20
MRACOODOOOSES — APPCR O7/25M08 922 AM WENDOR MUMERIC LISTING
MRACOODOO0SSS — APUPD 042303 906 AM AP Update

MRACOOOOOOS4E  APCAR 030405 301 PM Cash Analysis Report-02/28/08 o

Select GoTo

Begn | End | Al | Clear | Clearsul| e Set Fiter

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



DMS Approval System

DM Notify

Liser Data
The DM Notify will o Brisy
automatically send an e-mail | r.ccworg —
notification each day when Privileges {* Full DMS System O Admin User
new documents are added  approval Only  View user
" Scan Only " Transfer Only
wiorking Directory |c:ipa T A DOCUMENTSBITSY j
Motificstion ehtai |bitsyl@irrtersnﬂsystems.mm
................. 6k Y cancel |

* In the DMS Approval user setup screen, enter the approval user's e-mail address



DMS Approval System

Il DM Motify

| Waiting until 3:00 PM

DM Notify Configuration

Company [0's-
NRAC |& Sender |bitsyl
J Time 300 P
M
Add | Delete | TR ] Cancel

* 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
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DMS Approval System

4

I.-"' ‘é“ = 3 & ¥ | 7 Youhave new documents to approve -

B

Adohe PDF

x L3 Move to Faolder ~
@Create Rule

Message

— N £ Block Sender =
-

&, safe Lists = L

W

Message (Plain Text) e e S

7]
a7

Reply Reply Forward Delete Categorize Mark as Find Send to
tao All ] Other Actions = -| Mot Junk - Unread - Cnellote
Respand Actions Junk E-mail e Crptions ] Onehote
Fram: bitsyl @intersoftsystems.com Sent: Mon 12/7/2009 3:31 PM
Toz biteyl @intersoftsystems. com
Ce
Subject: You have new documents to approve

Hello BITSY,
There is 1 new, unreleased document awaiting your approval.

Thank you.

| b1

« An e-mail will be sent once a day if new documents have been put into the approval

user’s inbox

49



INTERSOFT

Intersoft Systems, Inc.

10700 SW Beaverton-Hillsdale Hwy.
Suite 315

Beaverton, OR 97005

P.O. Box 1050
Beaverton, OR 97075

Phone: (800) 547-6429

Fax: (503) 626-7435

E-mail: sales@intersoftsystems.com
Web: www.intersoftsystems.com



