Document management system " DocumentL ite’
User Manual

Content

Introduction

1. Login

2. Menu " DocumentsLists"

2.1. Folder " Inbox"

2.2. Folder " Created"

2.3. Folder " Under thecontrol”

2.4. Folder " Accepted"

2.5. Folder " Signed"

2.6. Folder " Archive"

3. Menu " Lists of Events'"

3.1.Drafts

3.2. Actual

3.3. Expired

3.4.Archive

4. Menu " Create"

4.1. Document

4.2. Event

5. Menu " Miscellany"

5.1. Search

5.2. News

5.3. Reports

5.4 Exit

6. Menu " My settings”

6.1. Face

6.2. Templates of fulfilment

7. Work with documentsin the system " DocumentL ite"
7.1. Document creation

7.2. Work with documentsin thefolder " Under the control
7.3. Work with documentsin thefolder " Inbox"
7.4. Work with documentsin thefolder " Accepted"
7.5. Work with documentsin thefolder " Signed"
7.6. Work with documentsin thefolder " Archive"
8. Operation order in thepart " Discussions'

9. Operation order inthepart " Events'

10. Tree of document implementation. Execution templates.

11. Example how to wor k with the documentsin the system " DocumentL ite"

| ntr oduction

The document management system "DocumentLite" is intenthéprocess automation of the document circulation in tigarzation and
gives users the following possibilities:

o documents registration
e documents moving among the staff

o documents coordination

o control of the document moving and other tasks during thedination process
o search of the documents in the system

The user can execute one or more functions during operattbrttre documents in the system "DocumentLite™:

- the document creator - the person who "Created" the document in the system. Heimgploe document controller.The creator or other
person will be the document controller.

- The document controller - is the person who controls operation process with the dontsnkle can appoirthe documents users, "Change”
the terms of execution, remove documents from the conetlyn the document for improvement, "Create" subordinataichents, and attach
files and so on.

- The document user - is the person who takes part in the document operation odgwion. Only the controller can adlde document users.
The user can "Create" new documents on the basis of the ar@cument. He decides to approve or dispose of documeimgddiocument
coordination.



1. Login

For login "DocumentLite”, you have to enter your login, pased and click "Enter":

Laogin:

Password:

Enter

2. Menu " DocumentsLists"

If login and password are correct it will be the following \simw:
DOCUMEHNTS LISTS

Ik {13

Created

Under the cantral {13
Accepted

Signed

Archive

LISTS OF EVENTS

Expired
Archive

CREATE

Dacument
Event

MISCELLANY

Search
Mews

Eeports
Eit

MY SETTINGS

Face

Templates of fulfilment

There are references to the folders "Inbox", "Created" ,d&irthe control”, "Accepted", "Signed", "Archive" in the me"Documents Lists".
There are quantities of unread documents in brackets nedolders "Inbox" and "Under the control” .
Have a look at the structure and functions of these folders.

2.1. Folder " Inbox"

To enter this folder it is necessary to click its name in themtocuments Lists".



DOCUMENTS LISTS ~Hame .. Date. ~Type. ~Creator. ~Controller .
N=12T7 2009-12-15 Cantract Srmirnov Adrey lvanavich Smirnow Adrey lvanovich

Inbox (1) 1

Created

Under the cantral {13
Accepted

Signed

Archive

The folder is for keeping users' "Inbox" documents. Acaagdhese documents the user has to make decision to accepothe refuse to work
with these documents.

The content of the folder is displayed tabular with list dfieders’ "Inbox". There is a name of document in the first sgoluAscending and

descending sort is possible in each column. It is made bkioticup or down in the name of column. The document can be apané sawn by
clicking the name of document. New documents and unopengghaients are bold.

2.2. Folder " Created"

There are "Created" documents in this folder (except theimsents which were sent to "Archive™). If you click the namdalfler it will appear
its content on the screen.

DOCUMENTS LISTS ~Hame. Date . ~Typea. ~Creator .. ~Controller .
Mz 465 2009-12-14 Office mema kuznetsov Sergey Petravich Kuznetsoy Sergey Petravich

Inbox (1% 1

Created

Under the contral (13
Accepted

Signed

Archive

The content of the folder is displayed tabular with the sgrttolumns. The document opening is carried like the foltlgsdx". New documents
or unopened documents are bold.

2.3. Folder "Under the control”

By clicking the name of folder in the menu "Documents Liststigan enter the folder.

DOCUMENTS LISTS ~Hame.. Date . ~Type. ~Creator .. ~Controller .. ~Execution date. ~Boin..
Office Kuznetzov Sergey Kuznetsow Sergey Mo
He 465 2009-12-14 2009-1217
Ik {13 mermo Fetravich Petravich users
Created
- Buying of Office Smirnoy Adre: kuznetsow Serge Mo
Under the control (1) : 2009-12-15 AR _ 9 200812417
equipment memo vanovich Petrovich users
Accepted
Sigred L
Archive

The folder is for keeping documents where the system usaeisdantroller.

The content of the folder is displayed tabular form with theting columns. New documents or unopened documents ade bol
The document can be opened and sawn by clicking its name.

2.4. Folder " Accepted”

By clicking the name of folder in the menu "Documents Liststixan enter the folder.

DOCUMENTS LISTS ~Hame. Date. +~Type. ~Creator. ~Controller.. ~Execution date..

N2 27 2009-12-158 Contract | Smirnov Adrey lvanavich Srmirnov Adrey lvanavich
Ik ox 1
Created
Underthe contral {13
Accepted
Signed
Archive

There are documents which user works with in this folder.



Operation with them was completed or "Signed" documentsdfichent was passed for coordination. The content of fokidisiplayed tabular
with sorting columns. The document opening is carried byagyahe folder "Under the control".

2.5. Folder " Signed”
By clicking the name of folder in the menu "Documents Liststizan enter the folder.

DOCUMENTS LISTS ~Hame. Date . ~Type. ~Creator.. ~Controller.

He2127 2009-12-14 Contract Smirnay Adrey lvanovich Smirnoy Adrey lvanavich
Inbox 1
Created
Under the contral (13
Accepted
Signed
Archive

There are users' documents in this folder. Operation weémttvas completed or "Signed" documents if document was gdsseoordination.
The content of folder is displayed tabular with sorting cohs. The document opening is carried by analogy the foldedddthe control”.

2.6. Folder " Archive"

By clicking the name of folder in the menu "Documents Listetigan enter the folder.

DOCUMENTS LISTS ~Hame.. Date . +~Type. ~Creator. ~Controller.

Mz 465 2009-12-15 Office mermo Kuznetsov Sergey Petrovich Kuznetsov Sergey Petrovich

[Ialaleys 1
Created

Under the cantral {13

Accepted

Signed

Archive

The documents from the folder "Under the control" are passed and the document controller decided that operatidnthvitm was

completed.
The content of folder is displayed tabular with sorting eohs. The document opening is carried by analogy the folded&d the control”.

The user can return document from the "Archive" if it is nesagg. You need to open document and select "Change" thes sifiiue
document", then "Back from the archive" and click "Change".

CHANGE THE STATUS OF THE DOCUMENT

Operation:
Backfrorm the archive j
Comment:

Change

3. Menu " Lists of events'

LISTS OF EVEHNTS

3.1. Drafts

In this folder you can see events which are created by useéhbytire not been actual events yet.



~Hame. ~Type. Date of creation ..

DOCUMENTS LISTS

Fepart Feminder | 20098-12-145
[Ialaleys

Created

Under the cantrol

Accepted

Signed

Archive

LISTS OF EVENTS

Drafts
Actual

Expired
Archive

~Date of event. ~Creator. ~Controller..

2009-12-17 Srmirnov Adrey lvanavich Srmirnov Adrey lvanavich

You can see the rules of events creation in the section 9.r&fipa order in the part "Events".

3.2. Actual

You can see here events which are actual events for usesahtment.

~Hame. ~Type. ~Date of creation.

DOCUMENTS LISTS

Report | Reminder | 2008-12-14

Inbax (1%
Created

Under the contral
Accepted

Signed

Archive

LISTS OF EVEHNTS

Drafts
Actual (1)

Expired
Archive

In the column "Days before" is displayed how many "Days beffavent.
order in the part "Events".

3.3. Expired
In this folder you can see events with delayed date of ogmrati

DOCUMENTS LISTS ~Type.

Reminder | 2009-12-14

Inbox (1%
Created

Under the contral
Accepted

Signed

Archive

LISTS OF EVEHTS

Expired
Archive

~Date of creation. ~Date of event. ~Creator.

~Date of event. ~Creator. ~Controller . ~Days before

2008-12-17 Smirnvadrey Smirn_DvAdrE\,r 3
lwanowich vanovich

You can see the rules of events creation in theose@tiOperation

~Controller . ~Days before

kuznetsow Sergey | Kuznetzov Sergey
Fetrawvich Fetravich

2009-12-14 ]

In the column "Days before" with minus sign you can see howyntiys are left before event. You can see the rules of eveadion in the

section 9.9 Operation order in the part"Events".

3.4. Archive



In this folder you can se events which were sent to the "Arehby the controller.

DOCUMENTS LISTS ~Hame. ~Type. Date of creation. ~Date of event. ~Creator. ~Controller .

. Kuznetsov Sergey kuznetzov Sergey
Send report | R d 2009-12-14 2009-12-14
Inbox (1% SHE R FrTIMEET Fetravich Fetravich

Created 1
Under the contral

Accepted

Signed

Archive

LISTS OF EVEHTS

Expired
Archive

The events from folders "Drafts”, "Actual”, "Expired"areowed in this folder, the controller decided that operatigtinthese documents was
completed.

The content of the folder is displayed tabular with sortioumns. If you have a necessary you can return event fromAhghfve". You have
to open it, select "Back from the archive" in the categoryd@fe status of event" and click "Change".

4. Menu " Create"

CREATE

Dacument
Event

4.1. Document

The folder "Document” is used for creation of new documeniffice memo, orders, instruction and so on. You can see tles nof document
creation in the section 7.1. "Document creation".

4.2. Event

The folder "Event"is used for creation of new events: megtiaminder and so on. You can see the rules of event creatitie isection 9.
"Operation order in the part "Events".

5. Menu " Miscellany"

MISCELLANY

Search
Mews

Reporis
Exit

5.1. Search

Search is carried out by clicking reference "Search" anaiient of the folder of the system user. After clicking yon sae the following
window:



DOCUMENTS LISTS Date of docurment froml 3 tol 3

Document type:
Inbox (13 |"'\n‘f j
Created Narme:
Under the control |
Accepted
Signed _
i Documents list:
Archive
[ Inbox
LISTS OF EVENTS [ Created
[ Under the cantral
Drafis [T Accepted
Actual [T Signed
Expired [ Archive
Archive
Ta zearch
CREATE
Document
Event
MISCELLANY
Search

The search can be carried out in any column.
It is obligatory to point the folder (section) where the stawill be carried out. You can point several folders.

The name of document can be pointed incompletely. For ex@rtgpsearch document "E-mail setting” you can enter "Sgttisfter that there
will be the list of all documents with this word.

It is important the word is typed with capital letter or smatter. If the word "selling"is typed in the field "Name"tldwcument "Selling"will
not be found.

5.2. News

In the given section the actions are displayed which wereamdth documents in any folder of "DocumentLite” system.

DOCUMENTS LISTS Date Hews Additional data

2009-12-1503:30:03 | You were added to the event. Ewvent: Report
Inbax (1%

Created 2009-12-158 02:46:15 | Youwere appointed User of document. Diocument: Buying of equipment
Underthe control 2009-12-15 01:39:56 | You were appointed Controller of document. Document; Buying of equipment
Accepted

) 8] t Hel 27
Signed 2009-12-18 01:38:20 | You were appainted User of document. Dcumen.
Archive Comment: For fulfillment

1
LISTS OF EVENTS

Expired
Archive

CREATE

Document
Ewent

MISCELLANY

Search
News

In the column "Date" you can see date when the action was nratdl@xample, when the document was signed or when the systenvas
added in "Discussions”. To enter the document you need itfickame in the column "Additional data”.
The news can be sent to e-mail if the administrator of "Doautixite” makes some user settings.



For example, the controller Kuznetsov S.P. has appoineddser of document Smirnov S.V. Smirnov S.V. receives by gthmletter with
subject "You were appointed the user of document". Therletilébe so:

Hello, Smirnov Andrei lvanovich,

you were appointed the user of document.

Documentequipment

Comment: for coordination

By clicking the name of document in the letter you can enterdbcument in the system "DocumentLite”.

5.3. Reports

In the given section you can see list of reports which can e&ed by this user.

LISTS OF EVENTS

DOCUMENTS LISTS REPORTS

Inboe (17 ) Overdue documents
Created

nder the control

Accepted —
Signed

Archive

For ardering design of ather reports you harve to link.

Crafts
Actual
Expired

Archive

CREATE

Document
Event

MISCELLANY
Search

Iews
Reports

For looking through necessary report you have to mark itstgaoid click "Select”. There is report "Overdue documenttie system
"DocumentLite" at the moment. For the order of other repgotshave to click necessary reference on page "Reportgt, thfat your order will

be sent to systems project team.

After you have selected the report about delayed documentsan see the following window:

DOCUMENTS LISTS

Inhaox
Created

Under the contral

Accepted
Signed
Archive

LISTS OF EVEHNTS

Drafts

DOCUMENTS UNDER YOUR CONTROL(THEIR DATE OF PERFORMANCE WAS EXPIRED OR WILL BE EXPIRE IN 3 DAYS)

Hame Date of document Execution date Days of delay
Hzd 2009-12-15 2009-1217 -2

RECEIVED DOCUMENTS{THEIR DATE OF PERFORMANCE WAS EXPIRED OR WILL BE EXPIRE IN 3 DAYS)

Hame Date of document Execution date Days of delay
Buying of equipment 2009-12-15 2009-12-14 1

The listis presented in the form of two tables. One of themduasiments from the folder "Under the control”; another hazudhents from the

folder "Accepted".

In the column "Days of delay" you can see delayed days (if remgpositive) or "Days before" date of execution (if numizemegative).

5.4 Exit



You can log out the system "DocumentLite” by clicking thismae
6. Menu " My settings"

MY SETTINGS

Face

Templates of fulfilment

6.1. Face

The user can change the color of face of the system "Docuritetitin PC.

Here you can change color gamut of interface.

DOCUMENTS LISTS
I " hlue
Created 0 brown
Under the cantrol & green
Accepted £ wellow
Signed  red
Archive o rey

LISTS OF EVENTS

In=tall
Drafts
Actual
Expired
Archive

It is enough to put a point near the necessary color and clictdll".

6.2. Templates of fulfilment

Every controller can save a chain of document execution bysuand add it in the execution templates.



DOCUMENTS LISTS Hame Operation

Far cantracts Change/Delete

Inbox

Created

Under the contral
Accepted

Signed

Archive

LISTS OF EVEHTS

Expired
Archive

CREATE

Document
Ewent

MISCELLANY
Search
Mews
Reporis
Exit

MY SETTINGS

Face
Templates of fulfilment

In this section you can see all execution templates of doatsrend change or delete any template by clicking refereindes table. You can
see the rules of templates creation in the section 10. "Trdeaument implementation. Execution templates".

7.Work with documentsin the system " DocumentL ite"

7.1. Document creation

For document creation it is necessary to click "Documenth@menu "Create™:

DOCUMENTS LISTS Docurnent frpe:

Inbio Marme:

Created |

Under the control Contraller

A—FJ—_CCE L0 select graup Bl |vserselect [~ |
Signed

Archive

| Further

LISTS OF EVENTS
Crafts
Actual
Expired
Archive

CREATE
Document

It is necessary to fill fields in the form:

- "Document type"

Select type of document: office memo, order, instructiot smon;



- "Name"

The name of document has to display the sense of documentithtwe words. You should not type the name "Office memo'td&D'and so
on, because it is displayed in the field "Document type". \W&mmend to give the intelligent name that allows mark owgrgdocument
among incoming documents. For example, the name "Aboupemrit purchase" is more informative than "Office memo inghechase
department".

- "Controller"

In this field you select department and employee that wifitoa the process of document execution. The choice of obletris carried out by
the purpose of document.

When all fields are filled it is necessary click "Further".

The given form will appear for filling other fields of documie

DOCUMENTS LISTS Comment:

Inhaox
Created =
Under the contral _I

Accepted
Signed Date of execution:

Archive | H

LISTS OF EVENTS File:
Oaszop...

Actual comrment:

Expired
Archive

CREATE

Document Add another file
Ewent

Al
MISCELLANY

The fields can be different for different types of documelttsan be comments for the controller of document and for akdocument, date of
execution and so on.

The text of document can be typed in the field of documentmigtszn or can be added in the file form. There is field "Fit this purpose”. To
add afile it is necessary click "Browse" and select docurfmaddition. If you have some files you have to click "Add #mer file". One more
field will appear for document addition.

When all fields are filled you have to click "Add". Then docent will appear in the folder "Created" in the creator anchimfolder "Under the
control" in the controller. If the creator and the controiethe same person the user will get document in the botlefolfithe creator of
document appoints the controller another person the dartwill receive reminder by e-mail about new document ia thider "Under the
control”.

7.2. Work with documentsin thefolder " Under the control"

In order to appoint the user of document you have to open dentim the folder "Under the control”. The following windowillappear:



DOCUMENTS LISTS

Inkox Mame: operation on December
Created Date: 2009-12-15
Under the cantrol Type: Flan
Accepted Creatar: Smirnoyv Adrey vanovich
Signed Controller: Smirnoy Adrey lvanowich
Archive Change Create subordinate document Discussions
LISTS OF EVENTS FILES
Drafis Hame Size Date User Comment Operation
A““_a' Smirnay
Es IrEd info.cloc 46KB 2009-12-15 Adrey Faor coordination Delete
Archive Iranavich
Add another file
CREATE
Document USERS
Event
Add to ternplate of fulfiliment
DESCELLANY Add document user
Search
User Read Status
Iews
Feports
Exit CHANGE THE STATUS OF THE DOCUMENT
MY SETTINGS Qperation:

|Sendtn archive j

In the opened documents you can add new files or delete added f

The person to whom document will send for approval is appdiin the section "Users".

In order to appoint the user you have to click "Add documest'UsThen you have to choose group, user, if necessary tatgoenment and
click "Add":

USERS

Add to termplate of fulfilment

Add document user

Lser:
Select group j |Userse|ect j
Comment:

Aclcd

If all users of documents are added you have to send documeperation process. You have to click "To begin documefitriugnt”:



USERS

Add to ternplate of fulfiliment

To bedin document fulfilrment

Add document user

none

User Read Status
Frolow Mikolay lvanovich Show Inkbox
Kuznetzov Sergey Petrovich Show Inkbox

The document will be send to users. They will receive remityee-mail about that they are appointed users of document.
The document can be sent by direct mail (it is made by admatéstof the system "DocumentLite”).

Distribution:
|Subscriptiun1 j
Comment:
-
[
A

For this purpose it is necessary in the column "Distribdtimnchoose necessary distribution, to type comment and tAdd".
The controller can look over the needed documents and dah&rstage of operation in the folder "Under the control” uM@an see status of
document in the list of user.

none
User Read Status

Fralov Mikalay vanavich Show

[ate: 2009-12-15 07 09:56
User: Frolow Mikolay hranowich
Status: Inbos

Comment:

[ate: 2009-12-15 07 :20:08
User: Frolow Mikolay hranowich
Status: Accepted

Comment:

2008-12-15 07:20:02 | Accepted

Add comment:

[ Return in the inkos

A
Kuznetsov Sergey Petrovich Show 2009-12-1507:20:23 | Inbox

In this table you can see the names of users, date when thepeseed the document first time and status (inbox, accemeahdent, signed
document, refusal document). Near the names you can se&Slimdw". After clicking it you can see changes of status androents to them.
The controller can see the history of status changes and eatsrof any document user. The user can see only his statas/his

The controller can add a document to the user in the "Inbog€&@uyain. He has to point the field "Return in the inbox" amckclAdd".



The controller can send fulfilled or non-topical documentArchive" (he can add comment). The document will disappean the folder
"Created" of the document creator and from the folder "Atedpof the document user when the controller sends docutnéArchive”

7.3. Work with documentsin thefolder " I nbox"

The document is sent for fulfillment and it appears in ther'sfelder "Inbox". Besides, the user receives reminder-bned.
Then the user opens the document.

DOCUMENTS LISTS
Inhaox Marme: operation an December
Created Date: 200%-12-14
Under the contral Type: Plan
Accepted Creatar: Smirnow Adrey vanavich
Signed Cantraller: Smirnov Adrey lranavich
Archive Create subordinate docurment Discussions
LISTS OF EVEHNTS FILES
Dirafts Hame Size Date User Comment Operation
ACtL!aI Smirnoy
M info.doc 4RKA 2009-12-14 Adrey For coordination
Archive lwanowich
Add another file
CREATE
Docurment USERS
Ewent
none
MISCELLANY User Read Status
Fralov Mikalay vanavich 2008-12-15 07:20:02 | Accepted
Search
M kuznetsow Sergey Petrovich Show 2008-12-15 07:20:23 | Inbox
Eepaorts
Eut CHAHGE THE STATUS OF THE DOCUMENT
MY SETTINGS Operatign:

|Adnptdocument j

M

In the window the user can see short document content, opsohat! files by clicking the file name. The user can clickd®8hnear his name
and see comments for him from the controller in the sectioselg".

USERS
noneg
User Read Status
Frolow Mikalay wanowich 2008-12-1507:20:02 | Accepted

kuznetzov Sergey Petravich Show

[rate: 20089-12-18 07:08:45
User: Kuznetsow Sergey Petrowich
Status: Inbosx

Comment:

Aad comment 2009-12-15 07:2023 | Inbox

[ Returnin the inkbox

A



After looking necessary information the user decides teptdocument (choose status "Adopt document” and if it i€sgary to type the
comment for the controller) or refuse document (choos@sta#tbandon document” and if it is necessary to type commentitzreason of
refuse) and click "Change".

After the document was "Accepted"” by user it is sent to "Ac¢edp.

7.4. Work with documentsin thefolder " Accepted"

The document is opened and the user can see the followingwind

DOCUMENTS LISTS
Inkox Mame: operation on December
Created Date: 2009-12-15
Under the cantrol Type: Flan
Accepted Creatar: Smirnoyv Adrey vanovich
Signed Contraller: Smirnoy Adrey Ivanaovich
Archive Create subordinate document Discussions
LISTS OF EVENTS FILES
Drafis Hame Size Date User Comment Operation
A““_a' Smirnay
Expired info doc 45KB 2009-12-15 Adrey | Far coordination
Archive Iranavich
Add another file
CREATE
Document USERS
Event
none
MISCELLANY User Read Status
Frolow Mikolay lvanowich 2009-12-15 07:20002 | Accepted
Search
Mews Kuznetzov Sergey Petrovich Show 2009-12-15807:20:23 | Accepted
Feports
(e CHANGE THE STATUS OF THE DOCUMENT
MY SETTINGS Operatinn:
|Sign |

The user can inform about document performance (choose™ 8 if it is necessary to type comment for the controlleent click "Change")
or refuse document (choose "Abandon document"and type emnatout reason, then click "Change") depending of thdtrebwork with
document.

CHANGE THE STATUS OF THE DOCUMENT

Qperation:
Sign j
Comment: ]
-
[
Change

If the document is "Signed" it moves from the folder "Accejitéo the folder "Signed".

7.5. Work with documentsin thefolder " Signed"

After opening the document there will be the following windo



DOCUMENTS LISTS ~Hame.

Date . ~Type. ~Creator .

~Controller..

2127 2009-12-14 Contract Smirnow Adrey lvanovich Srmirnov Adrey lvanavich

[a]<]eES

Created

Under the contral
Accepted

Signed

Archive

You can see the document in this folder if you enter it.

DOCUMENTS LISTS

Inboy Mame: M2127

Created Date: 2009-12-15

Under the control Type: Contract

Accepted Creatar: Smirnoyv Adrey vanovich

Signed Contraller: Smirnoy Adrey Ivanaovich

Archive Create subordinate document Discussions
LISTS OF EVENTS FILES

Drafis Hame Size Date

Actual

Explred info.doc 46KE 2000-12-15

Archive

Add another file

CREATE

Document USERS

Event

none
MISCELLANY User
Kuznetzov Sergey Petrovich Show
Search
Iews

7.6. Work with documentsin thefolder " Archive'

The fulfilled documents are sent to "Archive" by the corlgnl

1

User Comment Operation
Smirnay
Adrey Far fulfillment
Iranavich
Read Status

2009-12-15 02:14:40 | Signed

The document can be returned for operation, it is necessatick "Back from the "Archive".



LISTS OF EVENTS

FILES
Drafts
Actual Hame Size Date User Comment Operation
Expired Add anather file
Archive
USERS
CREATE
Add to termplate of fulfilment
Docurment
Ewent Add document user
MISCELLANY User Read Status
Search
e CHANGE THE STATUS OF THE DOCUMENT
Reports .
Exit Cperation:
Back from the archive j
MY SETTINGS Comment:
Face
Templates of fulfilment _|

Change

The document will appear in the creator's folder "Creatédthe controller's folder "Under the control”, in the usdogder "Inbox" or
"Accepted". The operation with document is carried as usual

8. Operation order in the part " Discussions'

DOCUMENTS LISTS

Inboy Mame: M2 455
Created Date: 2009-12-15
Under the control Type: Office mermo
Accepted Creator: Kuznetsow Sergey Petrovich
Signed Controller: Kuznetzov Sergey Petrovich
Archive Date of execution: 2009-12-17
Change Create subordinate document Discussions
LISTS OF EVENTS
FILES
Drafts
Actual Hame Size Date User Comment Operation
Epiied Add anather file
Archive

The part "Discussions" is created for dialogue betweeresystsers, which work with given document. The dialogue islaoted between any
participants of the given document: between the contralhetthe users, between the users, between the creator amsktise

You can organize the dialogue in the document in any foldénb@x", "Under the control”, "Created" and so on).

After clicking "Discussion” you can see the following wingo



DOCUMENTS LISTS

Inbo Document: Buying of eguipment
Created
Lnder the cantral SUBJECTS

Accepted
Signed Hame Creator
Archive

LISTS OF EVENTS

ADD SUBJECT
. Subject:
Actual |
Expired
i Users:
Archive
[ kuznetsov Sergey Petrovich
CREATE [1 Srirnow Adrey lvanovich
Dacument
Event Al

If you want to organize dialogue with any participant of domnt or participants group you have to write subject in te&lfi Subject”, then
point the system users for discussion and click "Add".

ADD SUBJECT

Subject:

[Date

Usears:

[ Kuznetsov Sergey Petrovich
[T Smirnoy Adrey lvanovich

| cld

You can create several subjects. We recommend to use sldouhderstandable subjects -"Change of plan” or "Questidmetparagraph 2 of

the contract", it is for better knowing of discussion.
The subject is created and all participants of discussidir@geive the letter with subject "You were added to the aision"by e-mail, the

letter is contained the subject of discussion and referéaragiscussion.
You can enter the discussion by clicking the subject in théetaSubjects".

SUBJECTS
Hame Creator
Dste kuznetzov Sergey Petravich

In the field "Add message"you type the question for the dismn between the systems users included in the discussyom type suggestions
on the matter that is question for discussion. After typing fiave to click "Add".



DOCUMENTS LISTS

Inbox Document: Buying of equipment
Created Subject: Date
Under the contral Creator: Kuznetsoy Sergey Petravich
Accepted Users: Kuznetsov Sergey Petravich, Smirnov Adrey vanavich
Signed
Archive MESSAGING
LISTS OF EVENTS Date User Message
Drafts Add message:
Actual [ ;[
Expired |
Archive |
CREATE
Docurment
Ewent aid
MISCELLANY
ADMINISTRATIOHN
Search
[ews Remove user from Add user to the
Repors the discussion discussion
Exlt [ Srnirnoy Adrey leanovich
MY SETTINGS All uzsers are added to the discussion.

Beels
Face
On this page the participants of discussion can be addedmved from the discussion.

After clicking "Add" all members of the discussion receite tietter with subject "New message in the discussion”. @ esubject of
discussion and reference to enter the discussion in thex.lett

The participant who received this letter enters the refezemd types comments in the field "Add message". After itligkAdd" all users
receive the reminder about new message in the given subjgtthen they enter the reference and read comments.

The created subject can not be removed; it can be only renfovetthe user's discussion and only creator can see thisaibj

9. Operation order in the part " Events'

The types of events can be different. For example, these eeéimys, conferences and so on. In order to create the epefiayve to choose
"Event" in the menu "Create".

CREATE

Docurment
Ewent

The following window will appear:



DOCUMENTS LISTS Type of event:

|Meeting ﬂ
Inf o3 Marme:
Created I
Under the control Contrallar
A-CCE ted |A'3'3'3'U”T5 department =] IKuznetsov Sergey Petrovich =]
Signed
Archive Date of event:
LISTS OF EVENTS Comment: _I
Crafts
Actual LI
Expired
Archive
CREATE e
Document
Event

You have to choose the type of event, type the name of eveheifigld "Name", choose controller, then choose date of eaed type comment

if you need it. Then click "Add".
Note: you can choose only date of event. The time of event gowpoint in the field "Comment".

For example, you have to create event "Meeting" about wgrkésults of department for a month, this event will be on Dawer 27. Then you
have to send this information to employee of department.

DOCUMENTS LISTS Type of event:
|Meeting j
Inbos Marne:
Crealzd I»'-‘sbnut working results of department for a
Underthe control contraller
AI-:CE ted IACCUU”TS department j |Kuznetsuv Sergey Petrovich ﬂ
Signed
Archive Date of event:
EDDB—12—2? 3
LISTS OF EVENTS ComemERt
Far information ;I
Drafts
Actual LI
Expired
Archive
CREATE "
Dacument
Event

After clicking "Add" the following window will appear:



DOCUMENTS LISTS

Inboy

Created

nder the control
Accepted

Signed

Archive

LISTS OF EVENTS
Crafts
Actual
Expired
Archive

CREATE

Document
Event

MISCELLANY

Search
Iews

The created event will put in the folder "Drafts".

Mame: About working results of department for a month
Date of creation: 2009-12-15
Date of event: 2009-12-27
Type: Meeting
Creator: Kuznetsow Sergey Petrovich
Controller: Kuznetsov Sergey Petravich
Comment: Faor information
Change
USERS

Delete event frarn drafts

Add user of event

Users:

CHANGE STATUS OF EVENT

Cperation:
Send to archive j

Change

You have to send the information about event to employee mdidment. You have to click the reference "Add user of evarttbose the
necessary user in the following window and click "Add":

USERS

Celete event frorm drafts

Add user of event

lJser:

|Suppl\,r department

| el

Distribution:

Simirnov Adrey lranavich

Subscription 1

Al

You need bring up to date the event for sending it to the u¥emg have to click "Delete event from drafts". The event wilitjn the folder

"Actual"of the creator, the controller and the users.

DOCUMENTS LISTS ~Hame ..
Report
Ik Bepan
Created About working
Under the contral
Accepted results of
SFCE dE departmert for g
: n.e mionth
Archive -
LISTS OF EVENTS
Drafts
Actual
Expired
Archive

~Type. ~Date of creation. ~Date of event. ~Creator. ~Controller . ~Days before
Reminder | 2008-12-15 20001217 | DrimevAdiey ) Smimav Adrey |
lwanowich vanovich
Kuznetsow Kuznetsoy
Meeting 2008-12-15 2009-12-27 Sergey Sergey 12
Fetrawvich Fetravich

The events can be sorted by "Days before" event (the fielgshafore").



The creator of event and his users can exchange commentstabgiven event. For that you have to type comment in the fiatld message

in the part "Discussion" and click "Add". For example:

DISCUSSION

Date

2009-12-1510:32:53
2009-12-1510:32:02
2009-12-1510:30:40

Add message:

A

User
kuznetzov Sergey Petravich
Srmirnow Adrey lvanavich

kuznetzov Sergey Petravich

Message
A minutes
Time of report?

Everybady has to make report about work executed.

All actions from the event are displayed in the folder "Neagpointment of user, addition of messages) and send byile-ma
The controller of event can send it to "Archive".

CHANGE STATUS OF EVENT

Operation:

Send to archive

Change

After that the event will put in the folder "Archive" in meniists of events".

DOCUMENTS LISTS

~Hame..

Ahout warking resufts of

[Ialaleys

Created

Under the cantrol
Accepted

Signed

Archive

LISTS OF EVENTS

department for s month

~Type. Date of creation. ~Date of event. ~Creator.

Meeting | 2008-12-15

~Controller..

Kuznetsow Sergey
Petrovich

Kuznetsow Sergey

20081227 Petrovich

1

It is possible to return the event from "Archive", you havepen it and choose "Back from the archive".

CHANGE STATUS OF EVENT

Cperation:
Back from the archive j

Change

If the event date has already passed it moves automatioalydider "Expired".



~Hame. ~Type. ~Date of creation.

DOCUMENTS LISTS
Send
Inkbo repart
Created 1
nder the control
Accepted
Signed
Archive

Reminder | 2009-12-14 2008-12-14

LISTS OF EVENTS

Crafts
Actual

Expired
Archive

The event from this folder can be moved by the controller éftider "Archive".

~Date of event. ~Creator.

~Controller.« ~Days before

kuznetzov Sergey
Fetravich

kuznetsow Sergey
Fetrawvich

-1

10. Tree of document implementation. Execution templates.

Every user who was added in the document has to belong tdiggestiage of its performance. On default the user is addsthge "none" :

USERS

Add to termplate of fulfilment

To beqgin docurment fulfilment

Add document user

none

User Read
Fralov Mikalay vanavich Show

kuznetsow Sergey Petrovich Show

Status
Inhax

Inhax

When the controller has sent the document for performaneesets received document at the same time. But it is possilitake so that the
document passed from the one user to another by defined vilaglefined conditions. That is you can set stages for doctipenfiormance

beforehand. You have to click "Show" near the user. Theollg window will appear:

USERS
Add to termplate of fulfilment
Tio beqgin docurment fulfiltment

Add daocument user

none

User Read
Frolov Mikolay vanovich Show

Kuznetsov Sergey Petrovich Show

Date: 2009-12-15 112415

Uszer: Kuznetsow Sergey Petrovich

Status: Inbos

Comment:

Delete

Change stade

Then you have to click "Change stage”, type the name of nege stad click "Change".

Status

Inbox

Inhax



Change stage

Mame of new stage:

Change

The following window will appear:

USERS

Add to termplate of fulfilment

To beqgin docurment fulfilment

Add document user

2

User

kuznetsow Sergey Petrovich Show

none

User

Fralov Mikalay vanavich Show

Read

Read

Status

Inhaox

Status

Inhaox

If you click the name of stage you can change its name andealefifer of stages and conditions, which define the orderagiest (step to the

next stage will occur if all users signed document or refudgzliment).

USERS

Add to ternplate of fulfilment

To heqin docurment fulfilment

Add document user

2
User

kuzrnetsow Sergey Petrovich Showe

= |

iChange

I
% &)l have signed
{71 All have refused

Then go

-
i go|D0 not rmove _j
| Inistl |
User

Fraloy Mikalay lanavich Show

When you click "Install" the section "Users" will be the folling:

Read

Read

Status

Inbos

Status

Inhbaox



USERS

Add to ternplate of fulfiliment

To bedin document fulfilrment

Add document user

1

User Read Status
Frolow Mikalay wanovich Show Inbax
W

2

User Read Status
kuznetzov Sergey Petravich Show Inbax

Sequence of stages is indicated by arrows. Step with falifit of step condition is indicated by yellow arrows. Theas are blue in the other
cases.

After the order of stages is specified the controller clitks begin document fulfilment". The names of active stagékshe black; the other
stages will be grey.

USERS

Add to termplate of fulfilment

W1

User Read Status
Fralov Mikalay vanavich Show Inbox
-

z

User Read Status
kuznetsow Sergey Petrovich Show Inbox

After the document passed in work you can not edit chain dbpeance.

It often happens that document of the same type passes tleeckaim of users. The system has opportunity to save the segoé stages which
is created by user in the process of document performanazeTis reference "Add to template of fulfilment".

USERS

Add to termplate of fulfilment

W q
User Read Status
Fralov Mikalay vanavich Show Inbox

You have to click it and type the name of template, then cliddd".

USERS

Add to template of fulfilment

HazeaHwe:

Al

The template created by the user is accessible only for ad@r users can not see it. That is the template is creatgdamprivate use.

After the template is created you can use it in the process@iment creation. For this purpose you have to click "Addudeent user" in the
created document. In the following window you have to chdbseexecution template and click "Add":



Template of fulfilment:
For contracts j

Comment:

Ao

The chain of fulfillment will be added in the document.
You can see the templates created by users in the sectiorplats of fulfilment" from menu "My settings". Here you camangeor delete the

templates created by users.

DOCUMENTS LISTS Hame Operation
Far cantracts ChangeDelete
Inbox
Created
Under the contral
Accepted
Signed
Archive

LISTS OF EVEHTS

Dirafts
Actual (1%

Expired
Archive

CREATE

Document
Ewent

MISCELLANY
Search
Mews
Reporis
Exit

MY SETTINGS

Face
Templates of fulfilment

11. Example how to work with the documentsin the system
" DocumentLite"

Let's consider the example.

The staff department has to place the order to the supplyrthegat for buying air-conditioners. The head of departnzaitarova E.V. writes
office memo to the head of supply department Frolov N.I.&rdl.I. sends this document to his worker Skvortsov S.V. dfilfment. This

situation will be shown in the system "DocumentLite”.
The forming process and fulfillment of request has the feiig stages.

1. The head of department Zaharova E.V. sends office menmetbead of supply department Frolov N.I. She enters the destimanagement
system "DocumentLite” and clicks "Document” in the menuéate"”.



DOCUMENTS LISTS Document type:
|Ofﬂ|:e Mermo j
Inbax Marne:
Lreated Irequest for air-conditioners
Underthe contral e

m |Staﬁdepar‘[ment j |Zaharmra Elena Vladirmirovna j
Signed
Archive

Further
LISTS OF EVENTS

Expired
Archive

CREATE
Document
She chooses "Office memo" in the field "Document type".
She writes "Request for air-conditioners” in the field "N&m
In the field "Controller" she chooses "Staff departmentahZrova E.V." that is she became the controller for confrotguest fulfilment.

She clicks "Further"and gets the following form for fillinig data.

DOCUMENTS LISTS Comment:
in the attached file [=]
Inhaox
Created -
Under the contral _I
Accepted
Signed Date of execution:
archive foog-12:-17 B
LISTS OF EVENTS File:
CoiDacsirequest.doc Oazop...
Drafts
Actual comrment:
Expired compliance with terms is Ubligaturﬂ ﬂ
Archive
CREATE
Documerit Add another file
Ewent
Al
MISCELLANY

The list of fields can be different; it depends on fields tthegt admin of the system "DocumentLite” has entered in yoorgamy. In this
example the following fields are filled:

Date of execution. The document has to be executed by user before this date.
Comment:. There is short description of document in this field.

File. The request for buying air-conditioners was put in shaddeobn a form with quantity of air-conditioners, the branadsso on. Zaharova
E.V. adds this file to the created document by clicking "BseWwand choosing the needed file. All fields are filled and slicks "Add".

The document was created in the system "DocumentLite”.



DOCUMENTS LISTS

Inbo Mame: request far air-conditioners
Created Date: 2009-12-15

Under the cantral Type: Office memo

Accepted Creatar; Zaharova Elena Viadimirawna
Signed Contraller: Zaharova Elena Vladimiravna
Archive Comment: in the attached file

Date of execution: 2009-12-17
Change Create subardinate document Discussions

LISTS OF EVENTS
Dratts FILES
Actual
Expired Hame Size Date User Comment  Operation
Archive compliance
Zaharowa )
with terms
CREATE recuest doc 29KA 2009-12-15 Elena . Delete
o 5
Wladimiravna :
ohligatory
Document Add anather file
Event
USERS
MISCELLANY
Add to termplate of fulfilment
Search
Mews

Add document user

S o

Zaharova has this document in the folder "Created" and "Utaecontrol”. She has to send this document to head of sulggsrtment Frolov
N.l. She opens the folde r"*Under the control”, finds "Redqdiesair-conditioners" in the list of document by clicking iname in the table. In the
document she finds reference "Add document user" and chesese'Supply department” 'Frolov N.1.". Then she clicks 8Ad

USERS

Add to ternplate of fulfilment

Add docurment user

User:
Supply department j |Fr0|0\t Mikolay Ivanaovich j
Comment:
Add
After that she clicks "To begin document fulfilment" and demlocument in use.
USERS
Add to ternplate of fulfiliment
To bedin document fulfilrment
Add document user
none
User Read Status
Frolow Mikolay lvanovich Show Inkbox

The document will appear in the folder "Inbox" of Frolov N.I.

2. Frolov N.I. receives e-mail reminder that he became tlee osdocument. He opens the document by clicking referendesaes its content.



DOCUMENTS LISTS

Inbos (13 Marme: request for air-conditioners
Created Date: 2009-12-14
Under the contral Type: Office merno
Accepted Creator: Zaharaova Elena Viadimirovna
Signed Cantroller: Zaharowa Elena Yladimirovna
Archive Camment: in the attached file
Date of execution: 2009-12-17
LISTS OF EVENTS Create subordinate document Discussions
Drafts FILES
Actual
Expired Hame Size Date User Comment  Operation
fichive compliance
Zaharava with terms
=t il 13-
CREATE recuest doc 28KB 2008-12-15 Elen.a . i
Yladimirovna )
abligatory
Document Add anather file
Ewent
USERS
MISCELLANY
Search REE
Mews User Read Status
Reparts Fralov Mikalay lvanovich Show Inbox
Exit
He opens attached file by clicking its name in the sectiote®¥Fi
FILES
Hame Size Date User Comment  Operation
campliance
Zaharoya with ferms
reguest.doc 29kB 2009-12-14 Elena is
Wladimirovna !
ohligatarny

Add another file

Frolov N.I. has read this document and decided to send theeaffemo to his worker Skvortsov S.V. for fulfilment. Skvant S.V. also uses
the system "DocumentLite"

Frolov N.I. selects "Change the status of the document"grstatus of document and clicks "Change". After that the ah@ou will move in the
folder "Adopt document" and Zaharova E.V. will receive elmaminder that Frolov N.I. has "Accepted" the document.

CHANGE THE STATUS OF THE DOCUMENT

Operation:
Adopt dacurment j
Comment:

Change

To send the document to Skvortsov S.V. Frolov N.I. opens teaidhent in the folder "Accepted” and clicks reference" @ eabordinate
document".



DOCUMENTS LISTS

Inbox (1% MHarme: request for air-conditioners
Created Date: 2009-12-14
Under the control Type: Office memo
Accepted Creator: Zaharova Elena Wadimirovna
Sioned Controller: Zaharowa Elena Wadimirowna
Archive Comment: in the attached file
Date of execution: 2009-12-17
LISTS OF EVEHTS Create subordinate document Discussions
Drafts FILES
Actual
Expired Hame Size Date User Comment  Operation
Arehe campliance
Zaharova with terms
ouest .o -1 2-
CREATE reuest doc 29KH 2009-12-158 Elen_a _ is
Yladimirovna )
ahligatary

Document

Add another file

In the following window he chooses the type of document "€ffinemo” and makes himself the controller.

DOCUMENTS LISTS OHN THE BASIS OF DOCUMENT: REQUEST FOR AIR-CONDITIONERS
Inbox (1% Dacument type:
Created |Ofﬂce fremo =]
Under the contral Mame:
AS_L?CEELEU |buying of air-conditioners
Archive Controller:
I | Supply department j Fraloy Mik
LISTS OF EVENTS
| Further
Drafts

He clicks "Further" and gets a new form with additional felaf document.

DOCUMENTS LISTS corment
in the attached file _._._]

Inbox (13

Created

nder the control

Accepted

Signed Diate of execution:

Archive 009-12-17 |

LISTS OF EVENTS [wl Copy files of the parent docurment

Cratts File:
Actual

Expired
Archive Comment:

CREATE

Document
Event
Add anather file
MISCELLAHY

Aclcd

Search

He completes the necessary fields and ticks off "Copy fifah@ parent document”. Then he clicks "Add".
He appoints the user of document Skvortsov S.V. in the cdeddeument.



Drafis SUBORDINATE DOCUMENTS

Actual
Esxpired regquest for air-conditioners
Archive buying of air-conditioners
CREATE FILES
Dlocument Hame Size Date User Comment  Operation
Event -
= compliance
Zaharowa ) .
with terms
MISCELLANY reguest.doc 29KB 2009-12-14 Elena ) Delete
Wladimiravna :
ohligatory
Search Add another file
Iews
Feports
Exit USERS
Add to termplate of fulfilment
MY SETTIHGS
Add document user
Face
Templates of fulfilment U
Supply department j |Sk\rnrtsov Sergey Wiktarovich j
Comment:

Acdcd

Then he clicks "Add" and clicks reference "To begin docunfalitment” in the following window.

3. Skvortsov S.V. receives e-mail reminder that he is afgpdithe user of document. He opens it, reads and selects datitopt document”
and clicks "Change".

USERS
noneg
User Read Status
Skwortsov Sergey viktorovich Show Inbax

CHANGE THE STATUS OF THE DOCUMENT

Operation:
Adopt dacument j
Comment:

Change

After that he works on buying air-conditioners.

When all work is done, air-conditioners are bought SkvartSd/. opens the document in the folder "Accepted” and selgeatus "Sign". Then
he clicks "Change" and the document passes in the folden&sliy



CHANGE THE STATUS OF THE DOCUMENT

Operation:
Sign j
Comment:
-
[ -
Change

4. Frolov N.I. receives e-mail reminder that the user of doeent has changed status. He enters the system "Documérghieopens the
document in the folder "Accepted", then selects actionriSand clicks "Change".

CHANGE THE STATUS OF THE DOCUMENT

Qperation:
Sign j
Comment:
Change
Then he enters the folder "Under the control" and sends diraie document to "Archive".
CHAHGE THE STATUS OF THE DOCUMENT
Cperation:
Send to archive j
Comment:
Change

5. The head of staff department Zaharova E.V. receives eremainder that the user of document has changed status.@f&ms the document
and sends it to "Archive".



