Document management system " DocumentL ite"
Manual of the system administrator
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1. Introduction

This Manual of administrator describes the installatiod ennfiguration of the system "DocumentLite" and
is intended for administrators who provide care and supgfticiency electronic document management
system.

1.1.The document management system " DocumentL ite"

The system "DocumentLite” is developed by organizatiomiited liability "Agamaks - Information
Technologies" and designed to automate the process of aatyprocessing to the organization. The system
Is a multi-user, provides a coordinated joint work grouptaffsit depends on the installation of the system
and its setting: the authentication of the system user, midtration of access rights for the workable
information, the supplying of integrity and safety of imeation. The system has a client-server interface and
is on-stream in the local network. This device allows thdesysto ensure the following key features:

o The organization of the optional, easy changeable quanttityorkplaces that is defined by work
volume, the kind of tasks that are solved, and the quantitgeheeded staff;

o The effective protection of the integrity of informationnmulti-mode access;

o Ensuring the confidentiality of information on control afaess rights to it.

1.2. Server of the wor kflow management

For the working in the system "DocumentLite” you have to hp@esonal computer with Windows operating
system or Linux system with software:



1. Apache(version not later than 1.3.33) b6
2. PHP(version 4.x or 5.x, but not below 4.4)
3. MySQL (4.x or 5.x but not bellow 4.1)

To speed up the system "DocumentLite” you can install ApaeitePHP on one server and MySQL on the
other.

1.3. Administrator s of the system " DocumentL ite"

The system that many users work with must have central mamagte This function performs a special
dedicated employee or employees engaged in a single, calpaiecy configuration and management system,
known as system administrators.

The duties of administrator of the system include the foitayv

reflection in the current structure of the organization eeglstration of users;
creation of document types and attributes of documents;

appointment of user rights;

creation of user groups;

creation of the lists of messages.

In addition, the system administrator provides the stgréind installation of the workflow system server,
configuration and maintenance, backup, database andeafisasovery system in case of failures.

1.4. Installation and setting of " DocumentL ite"

1. Unpack the archive of installation package.

2. Copy the files from the www in the home folder of your WEB\&&t
3. Create a MySq| database and user for it with full rights.

4. Run the script script.sgl in the created database.

5. Substitute in the folder user_params.php for yours:

$db_server = "server MySql"; - usually localhost;

$db_login = "the user login db";

$db_pas = "the password of user db";

$db_name = "the name db";

$file root_path = “.ffiles/;- the way to the folder, where files of documemill be kept, it is necessary to
create this folder out of sight of WEB server. The way can b&gth the folder index.php and end with slash;
$file lang = ‘ru.php’; - localization file (stored in the folder lang);

$dateformat = 1; - the date format for display to users (1 = dd-mm-yyyy, 2m idd / yyyy, 3 = yyyy-mm-
dd);

$default_url = *http://demo.upravdoc.ru’; - the address of the systerocliDnentLite™;
$default_email_sender = ‘admin@upravdoc.ru’;- e-mail, from an address which Wwé#lsent out news and
notifications;

$noticeeventsday = ‘(3,1,0,-1)’; - in brackets indicate how many days to waboat the event by e-mail (3 -
for 3 days, O - in the day, -1 - a day).

6. Restart the WEB server.



7. Setting is finished. To check "DocumentLite” you haverntee login root and password 1.

2. Menu " Handbooks"

Only administrators of the system "DocumentLite" have areas in this menu. If in the properties of the
user specified the role of "Administrator”, it acquires alligional menu "Handbooks" that members "User"
can't enter.

HANDBOOKS

Document types

Docurment attributes
Groups of document attributes
connections of groups of
docurment attributes
ser groups

Users

Distributions

Users of distribution
Fights for reports

Types of events

keys

Let's consider each menu item separately.

2.1. Types of documents

This option exists to add the document types.

DOCUMENTS LISTS Add
Inbrox Hame Operation
(GBI, Contract ChangeDelete
Lnder the control
Accepted Cffice merma Change/Telste
Signed Flan Change/Delete

Archive

LISTS OF EVENTS

To add a new document type it is necessary click "Add".

In the form that appears, you have to type the name of the dexsuamd click "Add":



DOCUMENTS LISTS Marne:
|Dﬁ'||: g Memao

Inbox

Created

Under the control —
Accepted

Signed

Archive

The document is added. If necessary, you can change or dddgtelicking on "Change / Delete" in the list
of documents:

dd

Hame Operation
Contract ChanoeDelete
Qffice memao Change/Delste
Flan Change/Delete

2.2. Groupsof document attributes

In the system "DocumentLite” every document has the foligvdata: date of creation, name, type, and files
that can be included in a document of its members.

Each type of document in your organization can have diffegaes of information that have to be kept and
give the possibility to users to browse it. In the system "DuentLite” such information is called attributes

of the document. To enter the attributes of the documengthe references: the attributes of documents, the
group attributes of documents and communication groupibaties of documents.

To create a group of document's attributes it is necessamtey the paragraph "Group of document
attributes”, then to click "Add".

DOCUMENTS LISTS Add
Inboy Hame Operation
Created Date of performance date Change/Delete
Jnder the contral
Accepted For contracts Change/Delete
Sioned Group for all types of documents Change/Delete

Archive

LISTS OF EVEHTS

In the form that appears, you have to type the name of grouglaid'Add™:



DOCUMENTS LISTS Marne:
|F|:|r contracts

Tl]ufs
Created
Lnderthe control A

Accepted
Sinned
Archive

Thus, you will create the necessary attributes of a groumofichents.

2.3. Connections of groups of document attributes

When document types and groups of documents' attributes tyeed, you need every type of document to
associate with any of the existing groups. To do this you haenter the item "Connections of groups of

document attributes".

DOCUMENTS LISTS GEroup:
|F|:|r|:|:|ntra|:t5 j

[k Dacument type:

Created | Contract =
Underthe cantrol

Accepted

Signed

Archive Add

Then it is necessary to select the desired document typepgrowhich he belongs and press the button
"Add". For example, in the picture the type of the documerdritCact” is included in the "For contracts".

2.4.Document attributes

For each of the groups of document attributes you have to atttédutes. To do this you have to enter in the
menu "Document attributes” and click "Add". In the form thaapears you have to type the name of the
attribute, select the group, to which he belongs and thestgpdata:

FACUMENTS LISTS Marme:
|C|:|mment
Inkbosx
Created
Mnder the control Drata type:
Accepted |Date j
Signed
Archive
[ must enter
LISTS OF EVENTS
| A




There are the following types of dates:

Date - date;

String area - a text field with the ability to enter multi-ditext;
String line - a text field where you can enter a text string.

If the field is required you have to tick off "Must enter".

Attribute "Date of execution" is entered in a special waystiwe enter the attribute "Date of execution” of

type Date.

DOCUMENTS LISTS

Inboy

Created

Jnder the control
Accepted
Signed

Archive

dd

Hame Type Group
Comment String area Graup for all types of documents
Diate of execution Date Graup for all types of documents

Then for the attribute «Date of execution» you have to clickdnge".

CUMENTS LISTS

[N
Created

LInder the contral

Accepted
Sinned
Archive

LISTS OF EVENTS

MHame:

IDate of execution

Group:

|Gr|:n_|p for all types of documents j
Crata trpe:

|Date j

¥ must enter
[l Attribute of performance date

Change

Operation
Change/Delete

Change/Delete

In the form that appears you have to tick off "Attribute offoemance date" and click "Change".
Then the column "Date of execution" will appear in the folddénder the control" and in the folder
"Accepted” and you can view a report of delayed documentgi@e'Overdue documents").

2.5.User groups

Users’ groups exist for a more convenient users’ choicehaidgtorage. Thus, each user must belong to a
particular group. To add users™ groups you have to enteeimtbnu item "User Groups" and click "Add".

DOCUMENTS LISTS Add
Inbox Hame
Created Accounts departrnent
Under the cantral
Accepted Staff department
Signed Supply department

Archive

Parent group Operation

root Change/Delete
root Change/Delete
root Chanoe/Delete



In the window that appears you have to select the parent grodpype the name of users group:

DOCUMENTS LISTS Parent group:
|r|:u:|t j
Inbax Marne:

Created [Staff department]
Lnderthe caontral

Accepted

Signed
Archive | Al |

LISTS OF EVENTS

"Parent group" is necessary for the organization of trpe-gystem of group.

Group root is the parent group of upper level.

2.6. Users

To add a user you have to enter the menu "Users" and click "Add"

DOCUMENTS LISTS Add
Inbox Hame Surname Patronymic Login Group Operation
Created MNikalay | Frolov lvanovich frolov Supply department Chance/Delete
Under the control
Accepted Sergey Kuznetsov Petrovich kuznetsoy Supply department Change/Delete
Signed Sergey Skvortsov Viktorovich skvortsoy Supply department Change/Delete
Archive
Adrey Srirnoy lwanovich smirnoy Supply department ChanigeDelete
LISTS OF EVENTS Elena Zaharova Wladirmirovna raharova Staff deparment ChanigeDelete
root root root root root ChangeiDelete
Crafts

In the form that appears you have to select a group, type signaame and patronymic of the user, as well
as the login and password to enter the system "Documentkité€r your email address to which
notifications will be sent and click "Add":



MICUMENTS LISTS

Inbo:x

Created

Under the cantrol
Accepted

Signed

Archive

LISTS OF EVENTS

Expired
Archive

CREATE

Diacurment
Event

Group:

| root :_j

Mame:

Surnarme:

Fatranymic:

Login:

Fasswoard:

E-mail:

Al

Then you have to click reference "Change" for the entered use

CUMENTS LISTS

Inkox
Created

Inder the contral

Accepted
Signed
Archive

LISTS OF EVENTS

Expired
Archive

CREATE

Documernt
Event

MISCELLANY

Search

Group:

| Supply departrment [~

MHame:

[Mik lay
Surnarme:

|Fraloy
Fatranyrmic:

[lvanavich
Login:

ffrolo
Fasswiord:

f1

E-mail:

ffric@rnail_ru

Faole:

|User _:fj

¥ Send news to e-rmail

Change




In the following form you have to choose role: the user or adstiator (by default is "User"). In contrast to
the user, administrator can edit Reference manual. For nexesving (about new documents, adding to the

discussion, etc.) you have to tick off "Send news to e-mail".

2.7. Distributions

If the controller often sends documents to the same useuscgo create groups of users — distributions.
To do this you have to enter the menu item "Distributions” elick "Add".

DOCUMENTS LISTS Add

ko Hame

Created Subscription 1
nder the control

Accepted
Signed
Archive

Subscription 2

Operation
Change/Delete

ChangeDelete

In the following menu you have to enter the name of distritmsiand click "Add".

2.8. Usersof distribution

This menu is designed to add users to the created distriimutihen you click on the item the following

window will appear:

DOCUMENTS LISTS Add

Inbox Distribution User Operation
LCreated Subscription 1 Kuznetsov Sergey Petrovich Change/Delete
Underthe cantral
sccepted Subscription 1 Srmirnov Adrey vanowich Chanpe/Delete
Signed Subscription 2 Frolow Mikalay lvanavich ChanceDelets
Archive

Subscription 2 Zaharova Elena Wladimirowna Chanoe/Delete

To add a user to the distributions you have to click "Add".

In the form that appears you have to select the name of disivifis and the given user. Then you can click

"Add".

DOCUMENTS LISTS Distribution:

| Subscription 1

Inbox Iser

]

Created | Supply department
Underthe control

Accepted

Signed

Archive Change

So you can add any number of users in a subscription..

j | kuznetzov Sergey Petrovich j



2.9. Rightsfor reports

This menu is for adding user's rights to view reports. Whanglack on the item the following window will

appear:

DOCUMENTS LISTS

Inbioy Report Operation
Created Cwerdue documents Change rights

Under the contral

For concession of rights you have to click reference "Chaigjgs":

MICUMENTS LISTS

Inboy

Created
Lnderthe control
Accepted

Signed
Archive

REPORT: OWERDUE DOCUMENTS

& Allusers can see the report
) Defined users can see report
1 Allusers (except defined users) can see report

ik

If the report should be seen only by certain users you needtta point near the field "Defined users can see

report” and click the button "Ok".

MMCUMENTS LISTS

Inkboy

Created
nderthe control
Accepted

Signed

Archive

LISTS OF EVENTS

Expired
Archive

CREATE

REPORT: OVERDUE DOCUMENTS

Al users can see the report
% Defined users can see report
Al users (except defined users) can see report

Cik:

DEFINED USERS

Lser
|Ee|ectgruup j |Userselect j

Aol

Mo users were added.

In the window that appears you have to select the user aridtbkc"Add". Next user is added by analogy.

2.10. Typesof events

This menu is designed to add types of events:



DOCUMENTS LISTS Add

IHbox Hame Operation
Created Meeting Chanoe/[Delete
Under the cantral

Accepted Reminder Change/Delete
Signed

Archive

For adding a new type of event you have to click "Add".

Mame:
[Meeting

DOCUMENTS LISTS

Inkboy

Created

Under the control | —
Accepted
Sighed
Archive

In the field "Name" you have to type the name of new type of ¢l click "Add".

The system administrator can set automatic sending of srtailsers that there is a certain number of days is
left before the event. For doing this, you need to configheedutomatic script execution notice.php (several
times a day).

In the file user_params.php you have to type, in what daysrbehe event any notifications should be sent.
For example:

$noticeeventsday = '(3,1,0,-1)’;

0 - the same day event is.

3 - three days before.

-1 - a day after the event.



