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| ntroduction

The system of the electronic workflow "DocumentLite” isend for the process automation of the document
passing to the organizations and gives the users followasgipilities:

registration of documents

electronic document moving among the staff

document coordination

control of the document passing and other tasks and codialisa
search of documents in the system

In the operation with documents in the system "Documerniltiite user can execute one or some functions:

- the document creatorthe person, who creates a document in the system. He appaiotaiment
controller. The creator or another person can lmaument controller .



- the document controller the person, who controls the working process with the dociinkée can
appoint the document user, change the period of execugntpve the document from the control, return the
document for rework, create a sub-document, add files tddlwement and so on.

- the document user the person, who takes part in the document execution andic@ion. Only the
controller can adthe document users. The document usarscreate new documents on the basis of the
original document. By the document coordination he dedidegpprove or to dispose the document.

1. Enter the system

To enter the system "DocumentLite” it is necessary to enkegia, a password and to click "Enter".

Lagin:
|

Pasgsword:

| Enter

2. Menu " Lists of documents"

If the login and password are right, there will the window:



LISTS OF DOCUMENTS

Entering documents
Created documents
Documents an contral
Accepted documents
Signed documents
Archive

CREATE

Documert

DIFFERENT

Search
Ews
Delayed documents

Looking
Ezit

"UpravDoc!

In the menu "Lists of documents" there are references todigers "Entering documents”, "Created
documents”, "Documents on control”, "Accepted documeh®&fned documents”, "Archive”.
Near the folders "Entering documents” and "Documents otraBirthe quantity of unread documents are

specified parenthetically.
Let's consider the structure and functions of these folders

2.1. Folder " Entering documents"

To enter this folder it is necessary to click its name in thexmé.ists of documents”.



LISTS OF DOCUMENTS ~Hame .. Date. ~Type. Creater. ~Controller .

Ha?6758 0y-08-2004 Contract Sergeev Cleg Petrovich Sergeey Oleg Petrovich

Entering documents (1)
Created documents
Docurnents an cantral
Accepted documents
Sighed documents
Archive

CREATE
Docurment
DIFFERENT

Search

MNews

Delayed documents
Looking

Exit

This folder is for keeping of entering documents of the u€ar these documents the user can decide: to
accept them, to sign (if the document was sent to the codidimjaor to refuse.

The content of the folder is displayed in tabular form with tists of all entering documents of the user. In
the first column there is the name of document. In each colimarsorting is carried out. It is made by
clicking down or up in the name of document. The document eangened and sawn, clicking the name of
document. The new or unopened documents are bold.

2.2. Folder " Created documents"

In this folder the created documents are kept (except thardents that were sent to the "Archive"). After
clicking the name of the folder, on the screen will be its eomt

LISTS OF DOCUMENTS ~Hame. Date. »Type.. ~Creater. ~Controller .
M22EYSE 07-068-2009 Contract Sergeey Oleq Petravich Sergeeyv QOleg Petrovich
Entering docurments ) .
N MH247s 04-06-2009 Letter Sergeey Oleq Petravich Sergeeyv QOleg Petrovich
Created documents
Documents on control Equipmerit 04-06-2009 Letter Sergeey Oleg Petravich Sergeev Oleg Petrovich
o . .
Accepted documents #2ET ST 04-06-2009 Cantract Sergeay Qleg Petravich Sergeev QOleg Petrovich

Signed documents
Archive

CREATE

Document

DIFFEREHT

Search

Blews

Delaved documents
Loaking

E:it

The content of the folder is displayed in tabular with thetaole columns. The document opening is carried
out in the folder "Entering documents”. The new or unopermmichents are bold.



2.3. Folder " Documents on control"

To enter this folder it is necessary to click its name in thexm#.ists of documents”.

LISTS OF DOCUMENTS ~Name. Date. ~Type. ~Creaters ~Controller . ~Performance date.

Ne2B758 | OY-06-2008 | Contract | Sergeey Oleg Petrovich | Sergeev Oleg Petrovich
Entering documents
Created documents
Documents on control Equipment | 04-06-2008 | Letter Sergesv Oleg Petrovich | Sergeev Oleg Petravich
Accepted documents $IETEE
Signed daocuments
Archive

Hz475 04-06-2009 | Letter Sergeev Oleg Petrovich | Sergeev Oleg Petravich

04-06-2009 | Caontract | Sergeey QOleg Petravich | Sergeey Oleg Petravich

CREATE
Docurnent
DIFFERENT

Search

Mews

Delayed documents
Looking

E:it

The folder is for keeping of documents, where the systemigseecontroller. The content of the folder is
displayed in tabular with the sortable columns. The docuroan be opened and sawn, clicking its name.

2.4. Folder " Accepted documents"
To enter this folder it is necessary to click its name in themm#.ists of documents”

LISTS OF DOCUMENTS ~Hame. Date. ~Type. ~Creater. ~Controller .. ~Performance date.
Equipment | 04-06-2009 | Letter Sergeev Oleg Petrovich | Sergeey Oleg Petrovich

Entering daocuments {13
Created documents
Documents on control
Accepted documents
Signed documents
Archive

CREATE
Document
DIFFERENT

Search
Mews
Delayed docurments

Looking
Exit

In this folder there are documents that the user works witle. ontent of the folder is displayed in tabular
with the sortable columns. The document can be opened and sheking its name.



2.5. Folder " Signed documents"

To enter this folder it is necessary to click its name in thexm#.ists of documents”.

LISTS OF DOCUMENTS ~Hame.. Date .. ~Type. ~Creater. ~Controller .
Equipment 04-06-2009 Letter Sergeey Oleg Petravich Sergeey Oleg Petravich

Entering dacurments {13

Created documents
Docurnents on cantral
Accepted documents

Signed documents
Archive

CREATE
Docurment
DIFFERENT

Search

Mews

Delayed dacuments
Looking

Exit

In the folder there are documents of the user, work with thanided, or the signed documents, if the
document was in the coordination.

2.6. Folder " Archive"

To enter this folder it is necessary to click its name in thexm#é.ists of documents”.

LISTS OF DOCUMENTS ~Hame .. Date. ~Type. ~Creater. ~Controller.

43562 04-06-2009 Zontract Sergeey Oleg Petrovich Sergeey Oleg Petrovich
Entering documents
Created documents .
Docurments on control
Accepted docurments
Sighed docurments
Archive

CREATE
Docurment
DIFFERENT

Search

Mews

Delayved documents
Looking

Exit

In this folder there are documents from the folder "Docura@mt control”, that helped the user to decide, that
the work with them was made. The content of the folder is diggdl in tabular with the sortable columns.
The document can be opened and sawn, clicking its nameslhiécessary, the user can return a document



from "Archive". For that it is necessary to open it, to chomséhange document status” the action "Return
from archive" and to click "Change".

CHANGE MOCUMENT STATUS

Action:
Feturn fram archive j

Camment:

Change

3. Menu " Creatée"

CREATE

Diocurment

3.1. Document

The folder "Document” is used for the creation of new docutsieervice notes, orders, instruction etc.
About the rules of document creation - the paragraph 5.J&dtn of document”.

4. Menu " Different”

DIFFERENT

Search
[ E's:
Delayved docurments

Looking
Ezit

4.1. Search

The search is carried out by clicking "Search” und in contéihe folder of the system user. After clicking
the following window appears:



LISTS OF DOCUMENTS Document's date fram | & o] |

Diocument type:
Entering documents (13 |J'IH:|E|:|F| j
Created docurments R

Documents on control I
Accepted documents
Signed documents

The list of documents:

Archive )
[T Entering documents
i [ Created docurments
[ Cocuments on control
BRI [ Accepted docurments
[ Signed documents
DIFFERENT [ Archive
Search Zearch
MHews
Delayed documents
Looking
Exit

‘UprayDoc"

The search can be carried out in any box.

It is obligatory to point the folder, where the search willderied out. The user can point some folders.
The name of document can be pointed incompletely. For ex@rtpfind the document "E-mail settings™” it is
necessary to type "Setting". After that there will be a listlocuments that have this word.

In the search it is important, if the word is typed with capgasmall letters. If the word "selling" is typed in
the field "Name", the document with the word "Selling" wik Imot found.

4.2. News

In this paragraph the actions are displayed, that were matelacuments last time.



LISTS OF DOCUMENTS Additional
Date Hews g g
information

Entering documents (1) 04-06-2009 12:29:44 | Docurment is sent in archive Document #2675
Created documents

Cocuments on control
Accepted documents 04-0B-2009 07:07:06 | ¥ou have heen appointed document's user Document #26758

Signed documents
Archive 1

04-06-2009 07:14:17 | vou have been appointed document's user Diocument: Equipment

CREATE

Document

DIFFERENT

Search
Hewis

Delaved dacuments
Looking
Exit

In the column "Date" there is the date, when the action wasemiaor example, when the document was
signed, or when the system user was added in "DiscussionTetenter the document it is necessary to click
its name in the column "Additional information™.

The news can be sent to e-mail, if the admin of the system "Decilite” makes some settings of the user.

For example, the controller Kuznetsov Sergej Petrovicloaped the user of document Smirnov Andrej
Ivanovich. Smirnov Andrej Ivanovich gets an e-mail lettépli were appointed a user of document”.
The letter will be so:

Good morning, Smirnov Andrej lvanovich
You were appointed a user of document.
Documentequipment

Comment: to coordination.

Clicking the name of document in the letter, it is necessagnter the document in the system
"DocumentLite”.

4.3. Delayed documents

In this paragraph there is a list of documents, due date thidtevdelayed in 3 days.



LISTS OF DOCUMENTS YOU HAVE DOCUMENTS ON CONTROL (THE DATE OF WHICH PERFORMAMNCE IS DELAYED OR WILL BE DELAYED IN 3

) DAYS)
Entering dacuments
Created docurments :
T 3 Hame Document's date Performance date Days of delay
Accepted documents 43562 04-06-2009 06-06-2009 -2
Signed documents ;
- Equipmerit 04-06-2009 04-06-2009 ]
Archive
CREATE THE DOCUMENTS ACCEPTED BY YOU {THE DATE OF WHICH PERFORMARMNCE IS DELAYED OR WILL BE DELAYED IH 3
DAYS)
Document
Hame Document's date Performance date Days of delay
DIFFERENT
MeG243 04-06-2009 06-06-2009 =
Search
Mews
Delayed documents
Loaking
E:it

The list consists from 2 tabulations. In the first one thegedcuments that are in the folder "Documents on
control”, in the second one - in the folder "Accepted docutsien

In the column "Days of delay" is the quantity of overdue dafyg {s a positive number) or the quantity of
days until due date (if it is a negative number).

4.4. 1. ooking

The user can change the color of looking of the system "Doctinite” in PC:

LISTS OF DOCUMENTS Here it is possible to change color scale of looking
Entering docurments (1) O Dark blue
Created docurnents " Brown
Documents on control (% Grean
Accepted documents £ ellow
Signed docurnents © Red
Archive O Grey

CREATE

et
Docurrent

DIFFERENT
Search
[lews
Delayed documents
Looking
Ezit

Itis enough to put a point near the needed color and to cliek"'S



4.5 Exit

Clicking this paragraph the user exits from the system "DoentLite".

5. Work with documentsin the system
" DocumentLite"

5.1. Creation of document

To create a document it is necessary to click "Document”emtienu "Create".

LISTS OF DOCUMENTS Docurmnert type:

[ Contract ]

Entering documents Marne:
Created documents I
Documents on contral
Accepted documents
Sighed dacuments
Archive

Contrallar:
| Sales j |Sergeev Qleq Petrovich j

Iext
CREATE

Document

DIFFERENT

Search
Mevws
Delayed dacuments

Looking
Exit

In the form that appeared it is necessary to fill fields:

- "Document type"

The type of document is chosen: service note, order etc.
- "Name"

The name of document can display in 2 - 3 words the meaningafrdent. You shouldn't type there
"Service note" or "Order", because they are in "Documenrg tyfyYou have to type a meaningful name that
allows to mark this document in the entering messages. Fonpbe, the name "About the equipment
buying" is more informative than the name "Service note engquipment buying".

-"Controller"

In this field it is necessary to choose a department or an@yeplthat will control the process of document
executing. The choice of the controller is carried out byapiment of document.



When all windows are filled, it is necessary to click "Next".

The following form will appear for filling of other fields alocument.

LISTS OF DOCUMENTS IF'E”'Z'”"”E'”EE date:
i
Entering documents Teut:
Created documents ;I
Documents on control
Accepted documents
Signed documents
Archive

CREATE File:

Ofzaop...

Document
Comment:

DIFFERENT

Search LI
[Menws

Delayed dacuments

Looking Add one more file

Exit

Al

"UprayDoc”

The fields can be different for different types of documetlitsan be comments for the controller of
document or for the user, due dates etc. The text of docuraeypeéd in the field of document description or
can be added in the file form. For that there is the field "File add a file it is necessary to click "Browse"
and to choose a file for addition. If there are a lot of filesyyhave to click "Add one more file". There will be

a new field for document addition. When all fields are filléds necessary to click "Add". After that the
document will appear in the folder "Created documents" leydteator and in the folder "Documents on
control”" by the controller. If the creator and the controliee the same, the user will get the document in both
folders.

5.2. Work with documentsin " Documents on control"

To appoint a document user it is necessary to open the documigre folder "Documents on control”. The
following window will appear:



LISTS OF DOCUMENTS

Entering docurnents Mame: M2d 75
Created documents Date: 04-06-2004
Documents on control Type: Letter
Accepted documents Creater Sergeev Cleg Petrovich
Signed dacuments Contraller: Sergeey Oleg Petrovich
Archive Performance date: 12-06-20049
Change Create the subordinated document Discussions
CREATE
FILES
Dacurment
Hame Size Date User Comment Action
DIFFERENT
Add ane mare file
Search
Hews USERS
Delaved documents
Loaking
Evit Add document's user

User Read Status

CHANGE DOCUMENT STATUS

Action:
|Send in archive j

In the opened window you can add new files or remove the eatided files.

The person, that the document will be sent to, is appointéaeiparagraph "Users".

To appoint the user it is necessary to click "Add documers#s'u Then to choose the group, the user, if
needed, to type a comment and to click "Add".

USERS

Add document's user

ser:
Choose a group j |Chnnse auser j
Comment:

Al

After that the document will be sent to the document user. Hleget an e-mail message, that he was
appointed the document user.



Dispatch:
Fosting - 1 j
comment:

Aol

For that it is necessary in the "Message" to click the needessage and to type a comment and to click
IIAddII.

In the folder "Documents on control” the controller can adasthe needed documents, controlling the stage
of due. In the list of user you can see the document status.

USERS

Add document's user

Uzer Read Status

Alekseev Aleksey Alekseevich Showe

[ ate: O4-05-2009 07 :06:01
Uszer: Alekseew Alekzay Alekseevich
Status: Entering documents

Comment:

Add comment: Entering documents

Aol

FPetrov Ivan vanovich Show 04-06-2009 07:19:46 | Refusal

In this tabulation there are the names of users, dates, viteenser opened the document first time, and status
(entering, accepted, signed). Near the names there is "SAfter clicking it you can see the history of

status changes and the comments. The controller can sastafltof status changes and comments of any
document user. The user can see only his own history of status

The controller can add a document to the user in the list ofic@nts "Entering” once again. For that he has
to add the user once again.

The controller can send a developed or non-topical docutoerchive” (if needed he can add a comment).



After sending to "Archive" the document disappears in tHddp"Created documents” of the document
creator, and in the folders "Entering documents” and "Atagdocuments” of the document user.

5.3 Work with documentsin the folder " Entering document”

After appointing a document user, the document appearsifolder "Entering documents”. Besides the user
gets an e-mail message about it. The user opens the document:

LISTS OF DOCUMENTS
Entering docurments Marne: MeR243
Created documents Date: 04-06-2009
Docurments an cantral Type: Special note
Accepted documents Creater: Petrov lvan lvanavich
Signed dacuments Contraller; Petroy lvan lvanawich
Archive Performance date: 0B-06-2004
Create the subordinated document Discussions
CREATE
FILES
Docurment
Hame Size Date User Comment Action
DIFFERENT
Add one mare file
Search
bews USERS
Delayved dacuments
Looking
Exit User Read Status
Sergeev Cleg Petrovich Show 04-06-2008 12:44:35 | Entering documents

CHANGE DOCUMENT STATUS

Action:
|Acceptdncument j

In the window the user can consider the content of documeet) the subordinated files. Clicking "Show"
near the name the user can see comments of controller for him.



USERS

User Read Status

Fetrov van lvanovich Show

Crate; O7-0G-2009 005353
User: Petrow lvan lvanawvich
Status: Entering documents

Camment:

Add comrment; Entering documents

Al

After considering the needed information the user decitesccept the document to the work (choose the
status "Accept document”, if needed type the comment) a@ftese it (choose the status "Refuse”, if needed
type the comment with argumentation), und click the butt@hange".

After accepting of document the user goes to the folder "Ataddocuments”.

LISTS OF DOCUMENTS ~Hame. Date. ~Type. ~Creater. ~Controller . ~Performance date.
NezE¥ss | O7-06-2009 | Contract | Sergeey Qleg Petrovich | Sergeey Oleg Petrovich

Entering documents
Created documents
Docurnents an control
Accepted documents
Signed documents
Archive

CREATE

Document
DIFFERENT

Search

Mewes

Delayved documents

Looking
Exit

5.4. Work with documentsin the folder " Accepted documents"

After opening of the document there will be a window:



LISTS OF DOCUMENTS ~Name. Date. ~Type. ~Creaters. ~Controller . ~Performance date..

Nz67aE | O7-06-2009 | Cantract | Sergeev Oleg Petravich | Sergeew Oleg Petravich
Entating dacuments
Created documents
Documents on control
Accepted documents
Signed documents
Archive

1

CREATE
Docurnent
DIFFERENT

Search
Mews
Delaved documents

Looking
Ezit

Depending on the results of work with documents the usermanm of its performance (choosing the action
"Sign", writing the comment for the controller and clickitige button "Change") or withdraw from the
document (choosing the action "Withdraw from the documenmtiting the comment with the argumentation
and clicking the button "Change").

CHANGE DOCUMENT STATUS

Action:
Comment:

Change

If the document is signed, it goes from the folder "Accepteduinents” to the folder "Signed documents".

5.5. Work with documentsin the folder " Signed documents"

After opening of the document there will be a window:



LISTS OF DOCUMENTS ~Hame.. Date . ~Type. ~Creater. ~Controller .

Equipmert 04-06-2009 Letter Sergeey Oleg Petrovich Sergeev Oleq Petravich
Enteting documents
Created documents
Daocuments on cantrol
Accepted documents
Signed documents
Archive

CREATE
Dacument
DIFFERENT

Search

blews

Delayed dacuments
Looking

Exit

The document from this folder can be returned to the worknoygit and choosing the action "Return for
signing".

CREATE Create the subordinated document LIscUssions
Document FILES
DIFFERENT NHame Size Date User Comment Action
Sergeey Oleq
14 jpgy 57.3KB 04-06-2009
Search Fetravich
Hews
Delaved documents
Lonking Add ane mare file
Exit
USERS
User Read Status
Fetrov van lvanovich Show 04-06-200914.06:16 | Signed

CHANGE DOCUMENT STATUS

Action:
Return for signing j

Comment:

Change

5.6. Work with documentsin the folder " Archive"

The controller sends the developed documents to the archive
If it is necessary, the document can be returned to the wéteds, @hoosing of the action "Return from

archive".



FILES

Docurnent

Hame Size Date User Comment Action
DIFFERENT

Add one maore file

Search

News USERS

Delaved documents

Looking

: Add document's user

Exit
User Read Status
Alekseev Aleksey Alekseevich Show Entering documents
Yasiliew Vasiliy vasiljevich Show Entering documents

CHANGE DOCUMENT STATUS

Action:
Return from archive j
Comrnent:

Change

The document will appear in the folder "Created documerftdiedocument creator, in the folder
"Documents on control" of the document controller, in thieléos "Entering documents” and "Accepted
documents” of the document user. The next work with the decuns carried out in the usual way.

6. Operation order in the paragraph " Discussions

LISTS OF DOCUMENTS
Entering dacuments Mame: #26758
Created docurments Date: 04-06-2009
Docurments on cantrol Type: Cantract
Accepted documents Creater Sergeev Oleg Petravich
Signed documents Caontroller: Sergeey Oleg Petrovich
Archive Ferformance date: 25-06-2009
Text: plan W25
CREATE Change Create the subordinated document Discussions (13
Docurment FILES
DIFFERENT Hame Size Date User Comment Action
Sergeey
Search .
134pg 46.6KB 04-06-2009 Oleg Remove
Mews .
Petrovich
Delayed documents
Looking
Exit Add one more file

The paragraph "Discussions" is to conduct a dialogue betweesystem users that take part in this
document. The dialogue can be conducted between any meuwftibis document: between the user and



controller, between the users, or between the creator undsér etc.

You can organize a dialogue in the document that is in anyefsl{'Entering documents ", "Documents on
control”, "Created documents").

Clicking the button "Discussions" there will the followingndow:

LISTS OF DOCUMENTS

Entering dacuments Dacument: #26758
Created docurments
Documents on contral THEMES

Accepted documents
Signed documents

- Hame Creater
Archive
CREATE
BRI ADD A THEME
Theme:
DIFFERENT |
Search Jsers:
Mews [ Aleksey Alekseey Alekseevich
Delayed docurments [T van Petroy lvanovich
Looking [F Cleg Sergeey Petrovich

Exit

Al

To organize a dialogue with a member of document or a groupenfbers it is necessary to type in the field

"Theme" the title of the theme, then to tick the system ud®asytou want to talk to and to click the button
"Add".

ADD A THEME

Theme:

[Tirme limits

lJgers:

[ slekseey Aleksey Alekseevich
W] Petrov lvan vanowich

¥ Sergesy Oley Petrovich

| el |

The theme can be created many times. It is recommended theis@ort and understandable title of theme -

"Change of plan”, "Question to the paragraph 2 of the cotitfria@llows orientating in the discussion of
document easily.

After the creation of topic all members of discussion gete-amail letter with the title "You were added to
the discussion”. In the letter there are the topic of disomsand the reference to the discussion.
To enter the discussion of theme it is necessary to clicktiésih "Themes".



THEMES
Hame Creater

Time limit= Sergeey Qledq Petrovich

In the field "Add a message"” you have to type a question thatwyant to ask the system users - members of
the discussion, or offers - points that you want to discu$erAyping the text it is necessary to click the
button "Add".

MESSAGES

Date User Message

Add a message:

Al
ADMINISTRATIOH
Remowve user from Add user in
discussion discussion
[ Petrov hean vanovich [ Alekseey Aleksey Alekseevich
Remowve Al

In this site the members of the discussion can be added owvesino

After clicking of the button "Add" all members get an e-maiter with the topic "New topic in the
discussion”. In the letter there are the topic of discusaimhthe reference to the discussion.

A member that got this letter enters the reference and typibifiled "Add a message" his comment. After
clicking of the button "Add" all users will get the e-mail mzes that a new message was added.

The created topic can't be removed, it is possible to exdlidesers from the discussion - only creator can

see this topic.

7. llustration of the work with documentsin
"DocumentLite"



Let's consider the example.

The staff office of Zaharova E.V. needs to make request testipply department for buying of air
conditioners. For that she writes a service note to Mr. rrdld\.., a chief of the supply department. He
sends this document to his deputy Skvortsov S.V. Then ithelshown, how this situation looks like in the
system "DocumentLite”.

The form process and the request executing are carried satne stages.

1. the chief of the staff office Zaharova E.V. sends a semage to Mr. Frolov N.N., a chief of the supply
department. To do it, she enters the system "DocumentLite'thcks "Document”.

LISTS OF DOCUMENTS Docurmert type:
|Specia| naote j

Entering documents Marme:

Created documents [Request for the air canditioners
Documents an contral

Controller:

e |Staﬁ office j |zaharn\fa Elena Yladimirovna j
Signed documents

Archive

It
CREATE

Document

DIFFERENT

Search
I s
Delayed documents

Looking
Exit

In the field "Document type" she chooses the "Special note™.
In the field "Name" she types "Request for the air conditighe

In the field "Controller” she chooses "the staff office" Yaova E.V.", it means she becomes a controller to
control of the process of the request executing.

She clicks the button "Next" and gets a new window:



LISTS OF DOCUMENTS Perfarmance date:

[12-06-2009 ]
Entering documents Teut:
Created docurments inthe subardinated file ﬂ
Docdments an contral
Accepted documents
Signed documents e
Archive
CREATE File:
CoiDocsirequest.doc Ofzop...
Document
Comiment:

DIFFERENT Ohservance of date is abligatond ;l
Search ;I
ews
Delayed documents
Loaking Add one more file
Exit

Acdd

The list of fields can be different; it depends on the fieldattthe admin of the system "DocumentLite” have
brought. The following fields are filled:

Performance datdt is a date during that the document is made by the user.
Comment It can't be filled, because the creator and the contrdléne same person.

File. The request for the air conditioners was filled in the filenfowith the quantity of air
conditioners, the brand etc. Zaharova E.V. adds this fiteacreated file, clicking the button "Browse" and
choosing the needed file.

After filling of all fields she clicks "Add".

The document in "DocumentLite” was created.



LISTS OF DOCUMENTS

Entering dacurments Mame: Reguest for the air conditioners
Created documents Date: 06-06-2009
Docurments on contral Type: Special note
Accepted dacuments Creater: Elena Zaharova Yladimirovna
Signed docurments Controller: Elena Zaharova Vladimirovna
Archive Ferformance date: 12-06-2009
Text in the subordinated file
CREATE Change Create the subordinated docurment Discussions
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Zaharova E.V. keeps this document in the folders "Createdments” and "Documentson control". Now she
needs to send this document to Mr. Frolov N.N., a chief of thggsy department. To do it she opens the
folder "Documents on control”, finds in the list of documetite document "Request for the air conditioners
and enters it, clicking its name. There she finds the refey8Add document's user" and chooses the user:
“the supply department” "Frolov N.N.", then clicks "Add".

USERS

Add document's user

ser:
Supply department j |Fr|:|I|:w Mikolay Mikolaevich j

Comment:

Acdcl

After that the document appears in the folder "Enteringudeents” of Frolov.

2. Frolov N.N. gets an e-mail message that harhea document user.
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Mame: Reguest for the air conditioners
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Type: Special note

Creater; Zaharava Elena Vladimiravna
Controller: Zaharova Elena Wladimirovna
Ferformance date: 12-08-20049
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He opens the subordinated file, clicking its name.
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After reading of the document Frolov N.N. decides that hedade turn over the service note to his deputy
Skvortsov S.V. Skvortsov S.V. uses the system "Documesitidio.
In the document status Frolov N.N. chooses "Accept docuhaert clicks "Add". After that the document

passes to the folder "Accepted documents”. Zaharova E ¥ .agee-mail message that Frolov accepted the

document.
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Accept document [~
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To send the document to Skvortsov S.V. Frolov N.N. opensdluef "Accepted documents ", enters the
document and clicks the reference "Create the subordimktegiment”.
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Entering documents Mame: Reguest for the air conditioners
Created documents Date: 06-06-2009
Dacurments on contral Type: Special note
Accepted docurments Creater. Zaharova Elena Vladimirovna
Signed documents Controller: Zaharova Elena Viadimirovna
Archive Ferformance date: 12-06-2009
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In the opening window he chooses the document type "Speaial'and makes himself a controller.
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He clicks the button "Next" and gets a new form of additiomeldls of document.
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He fills the needed fields and tick off near the "Copy filegpafentall document”. Then clicks the button
"Add", chooses the user in the document Skvortsov S.V.
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Then he clicks the button "Add".

3. 3. Skvortsov S.V. gets an e-mail message that he becammuendat user. He opens it, reads, chooses the
action "Accept document" and clicks the button "Change".
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Skvortsov Sergey YWiktorovich Show Entering documents

CHANGE M}MUMENT STATUS

Artion:
Accept document j

Comment

Change

After that he works on buying of the ordered air conditioners

When all works were made, air conditioners were bought, 8kow S.V. opens the document in the folder
"Accepted documents” and types the status "Sign". Thenitikesahe button "Change”, after that the
document passes to the folder "Signed documents".

CHANGE DOCUMENT STATUS

Action:
Caomment:

Change

4. Frolov N.N. gets an e-mail message that the document bs@ged the status of document, enters the
system "DocumentLite”, opens in the folder "Accepted doents' the document, choosing the action "Sign",
clicks the button "Change".
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Change

Then he opens the folder "Documents on control”, finds thmelinated document and sends it to "Archive".

CHANGE DOCUMENT STATUS

Action:
Send inarchive j

Comment:

Change

5. Zaharova E.V., a chief of the staff office, gets an e-mabsage that the document user changed the
status. She opens the document and sends it to "Archive'.



