The system of the electronic workflow management "Documeihtite”
The instruction for the system administrators
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1.Introduction

This instruction of administrator describes the instalaand setting of the system "DocumentLite” and is
for administrators that realize the service and the supgavork of the system electronical workflow
management.

1.1. System of the electronical workflow management
"DocumentLite"

The system "DocumentLite” created by the IT-company "Agdhsafor the process automation of the
document passing to the organizations. The system is nnsgii; gives the coordinate network of the staff. It
depends on the installation of the system and its settimgatithentication of the system user, administration
of access rights for the workable information, the supgyofintegrity and safety of information. The
system has a client-server interface and is on-stream ilotag network. It allows supplying the following
features:

e The organization of the optional, easy changeable quanitityorkplaces that is defined by work
volume, the kind of tasks that are solved, and the quantitgeheeded staff.

e The effective protection of information integrity in the Hiwser access.

e The supplying of information privacy on the basis of the aaistration of access rights

1.2. Server of the workflow management

For the system work 'DocumentLite” it is necessary to havmdividual PC headed by the operating system
Windows and Linux with software:



1. Apache(versions not off 1.3.33) atu IS
2. PHP(versions 4X or 5X, but not off 4.4)
3. MySOL (4X or 5X, but not off 4.1).

For the expedition of system work "DocumentLite"” it is asgahthe software Apache and PHP for one
server, MySQL for another.

1.3. Administrators of the system "DocumentLite”

The system that a lot of users work with has to have a centgbziministration. A special employee or
employees perform this function. They make the interacettings and the system administration. They are
called the administrators.

The administrator performs the following functions:

Making the work structure in the system and the registraticusers.
Creation of types of documents and attributes of documents.
Appointment the rights of users.

Creation of groups of users.

Creation of lists of message references.

Besides the admin supplies the starting and the installafiovorkflow system server, the setting and the
system service, the creation of the reserve copies of detadoal the recovery of the system work in case of
glitch.

1.4. Installation and setting of "DocumentLite”

1. Unpack the archive of installation package.

2. Copy the files from the folder www to the home folder of yoveb server.
3. Create the MySQL database and the user for it with rights.

4. Realize script.sql 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 ="./files/’;- 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’; - the location file (they are kept in the foldenig)

$dateformat = 1; - date format for displaying to users (1 = dd-mm-yyyy, 2 mfdd/yyyy, 3 = yyyy-mm-dd)
$default_url = ‘http://demo.upravdoc.ru’; - the address of the systewcibnentLite

$default_email_sender admin@upravdoc.ru';- e-mail of "DocumentLite".

6. Restart the WEB server.

7. Setting is over. Enter the "DocumentLite” for check, entgthe login root and password 1.

2. Menu "Directories"



Only administrators of the "DocumentLite” can enter thigwndf in the user utility it is noted the role
"Administrator”, he will get an additional menu "Help systethat members "User" can't enter.

DIRECTORIES

Types of documents

Affributes of documents

Groups of docurments' attributes
Commmunications of groups of
docurments' attributes

Groups of users

Users

Dizpatehes

Users of dispateh

ks

Let's consider each paragraph of the menu in details.
2.1. Types of documents

LISTS OF DOCUMENTS Add

Entering documents Hame Action
Created documents
Documents on contral
Accepted docurnents Letter Changsfemove
Signed docurments Special note ChangeRemoye
Archive

Contract Chandge/Remove

CREATE

Docurnent

DIFFERENT

Search

Mews

Delayed documents
Looking

Exit

DIREC TORIES

Tvpes of documents
Aftributes of documents
Groups of documents' attributes

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

Type a name of document in the following form and click "Add".



LISTS OF DOCUMENTS Marme:
|C|:|nt ract

Entering documents

Created documents

Documents an contral |
Accepted documents
Signed documents
Archive

Acid

CREATE

Diacurment

FFERENT

Search
[ Eis
Delayed documents

Loaking
Ezit

MRECTORIES

Types of documents
Attributes of documents
Groups of documents' attributes

The document was added. If it is necessary, you can changenave it, clicking "change or remove" in the
list of documents:

Add

Hame Action
Caontract Chandge/Remoyve
Letter Change/Remoyve
Special note Change/Remove

2.2. Group of document's attributes

In the system "DocumentLite” each document has the follgwiates: date of creation, name, type and files
that users can add to the document. Any type of document candifferent types of information that have to
be kept and give the possibility to users to browse it. In becumentLite” this kind of information is called
the attributes of document. To enter these attributes treréhe help system: attributes of documents, group
of document's attributes, communications of group of dcent's attributes.

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

Enteting documents Hame Action
Created documents Al Chanoe/Remove
Docurnents an cantral
Accepted docurnents all types of documents Change/Remove
Signed docurnents entering Chanoe/Remave
Archive
for contracts Change/Remove
CREATE far service note Channe/Remove
group for all document Chanoe/Remove
Docurnent
DFFERENT
Search
[enws
Delayved documents
Looking
Exit
DIRECTORIES

Tupes of docurments
Aftributes of documents

Groups of documents” attrilntes
Communications of groups of

Type a name of document in the following form and click "Add".



LISTS OF DOCUMENTS Marme:
|f|:|r contracts

Entering dacurments

Created documents

Documents an contral | 4o
Accepted documents
Signed documents
Archive

CREATE

Documernt

DNFFERENT

Search
[Ews
Delayed documents

Looking
Ezit

DIRECTORIES

Twpes of documents

Aftributes of documents

Groups of documents” attributes
Communications of groups of

The needed group of document's attributes will be created.

2.3. Communications of group of document's attributes

When types of documents and group of document's attribudées typed, it is necessary to take any type of
documents from the groups. For that it is necessary to émegpdragraph "Communications of group of
document's attributes".



LISTS OF DOCUMENTS Group:
IallTﬁ]ES of documents j
Entering documents Document type:
Created docurnents |C|:|ntra|:t j
Docdments an contral
Accepted documents
Signed documents
Archive Sl

CREATE

Document

DIFFERENT

Search
[ s
Delayed documents

Looking
Exit

MRECTORIES

Types of documents

Aftributes of documents

Groups of documents' attributes
Communications of groups of
documents” attrilntes

Then it is necessary to choose a type of document that you @mtieto click the button "Add". For example,
in the picture the type of document "Contract” enters to ttoaig "All types of documents”.

2.4 Attributes of documents

For all groups of document's attributes it is necessaryde attributes. For that enter the paragraph
"Attributes of documents™” and click "Add". Type a name ofiatites in the following form, choose the
group, and types of dates.



LISTS OF DOCUMENTS Marme:
fcomments for cantroller

Enteting docurments Group:
Created documents |gr|:|up for all document :_]
Documents an control
Accepted documents
Signed documents
Archive

[ itis necessary to enter

CREATE

Aol

Document

DIFFERENT

Search
[ Es
Delayved documents

Looking
Exit

HMRECTORIES

Types of documents
Attrimmes of documents

There are the following types of dates:

Date - date;
String area - the text box with the multiline text;
String line - the text box with the one-line text.

If the field is obligatory for filling, tick off "Enter".
The attribute "due date" enters specifically. At first eritee attribute "Due date" of type Date.



LISTS OF DOCUMENTS Add

Entering documents Hame

Type

Group

Action

Created documents

Documents an contral
Accepted documents
Signed documents Due date

Ferfarmance date

Text

Date
String area

Date

All
All

all types of documents

Change/Remove
Change/Remove

Change/Remove

Archive
CREATE

Docurment
MFFERENT

Search

Mews

Delayed documents

Looking
Exit

DMRECTORIES

Types of documents
Attriltes of documents

Then click for the attribute "Due date" "Change"..

LISTS OF DOCUMENTS Marne:

[Due date

Enteting documents Graup:

Created documents |a|l trpes of documents

Diocuments on control

Type of data:

Accepted documents

| Drate

Sinned documents
Archive

Itis necessan to enter

CREATE Aftribute of performance date

Diocurnent |

Change

DMFFERENT

Search
[ E's
Delayved documents

Loaking
Exit

MRECTORIES

Types of documents
Attrilmtes of documents

Tick off "Attribute of due date" and click the button "Charige




After that the column "Due date" appears in the folder "Ontdthiand in the folder "Accepted”. You can
consider a report about the delayed documents (the patatjbegpayed documents™).

2.5.Group of users

The groups of users are for convenient user choice and thepikg. Each user belongs to a group. To enter
the user group it is necessary to enter the paragraph "Griaugecs" and to click the button "Add".

LISTS OF DOCUMENTS Add
Entering documents Hame Parental group Action
Created documents Accounting root Change/Remove
Documents on control
Accepted documents Management root Chanoe/Remove
Signed docurnents Support root Chance/Remove
Archive
Sales Support Chanoe/Remove
CREATE Technical Support Change/fRemove
Document
DIFFERENT
Search
Mews
Delayed documents
Looking
Ezit
DRECTORIES

Types of documents

Attributes of documents
Groups of dacuments' attributes
Communications of groups of
docurments’ attributes

Groups of users

Choose the parent group and type the name of user group.



LISTS OF DOCUMENTS

Entering documents
Created documents
Docurments an contral
Accepted docurments
Signed documents
Archive

CREATE

Diocurment

DIFFERENT

Search
s
Delayed documents

Looking
Ezit

DIRECTORIES

Types of documents
Aftributes of documents
Groups of documents' attribiutes

Communications of groups of
documents attributes

Groups of users

"Parent group" is necessary for the organization of tree-tyroup.

Farental group:

| root

MHame:

|sales office]

| Ao

The group root is the parent group of top level.

2.6. Users

To add users it is necessary to enter the paragraph "Useatsbatick "Add".



LISTS OF DOCUMENTS Add

Entering docurments Hame Surname Patronymic Login Group Action
Created documents Alexander Fedoseeyv fedoseey Technical Change/Remave
Docurments on cantrol
Accepted documents Alexandr Alexandrow Alexandrowich alexander root Change/Remove
Signed documents Vasiliy Vasiljey vasilievich wasiliy Managernent Change/Remave
Archive

root root root root root Change/Remove

CREATE
Docurment

DIFFERENT
Search
Mews
Delayed documents
Looking
Exit

DIRECTORIES

Types of documents

Aftributes of documents
Groups of documents' attributes
Communications of groups of
documents’ attributes

Groups of users

Users

Choose in the following window the group, type surname, nantepatronymic of user, login and password
to enter the "DocumentLite”, type the e-mail address arak ¢Add".



LISTS OF DOCUMENTS Group:

|r|:n:|t
Entering documents Marme:
Created documents I
Documents on contral Y.
Accepted documents I
Sinned documents Pal -
e hive I atranyrmic:
CREATE I"':'g'”:
Dacurment Fassward:
DIFFERENT E-mail:
Search
Menis
Delayed documents
Looking m—
Ezit
DIRECTORIES

Types of documents

Aftributes of documents

Groups of documents' attributes
Communications of groups of
docurments' attributes

Groups of users
Users

Click "Change" for the entered user.



LISTS OF DOCUMENTS Group:

| fanagement j
Entering documents MHame:
Created docurments I\/asilij.f
Documents on control T e
Accepted documents I\/asil'ev
Sinned documents Pat ! )
: atranymic:
Archive
[asiljevich
GRERTE Login:
prasiliy
Dacument Fassword:
33
DIFFERENT E-mail:
pi7 3B 4@ mail. ru
Search
BlEws Fole:
Delayed documents |User j
Looking
Eut vl Dispatch news by e-rmail
DIRECTORIES

Change

Types of documents

Attributes of documents

Groups of documents' attributes
Communications of groups of
documents' attributes

Groups of Users
Users

Choose the role: user or administrator. As opposed to thetlseadmin can edit help systems. Tick off
"Send news to email" to get news.

2.7. Dispatches

If the controller sends documents to the same users oftergrhereate groups of users - postings. For that it
IS necessary to enter the paragraph "Postings" and to @idé™:



LISTS OF DOCUMENTS Add

Entering documents Hame Action
Created docurments
Documents an control
Accepted documents Fosting - 2 Change/Remove
Signed documents

Archive

Posting - 1 Chanoe/Remowe

CREATE

Document

DIFFERENT

DIRECTORIES

Types of documents

Aftributes of documents
Groups of documents' attributes
Communications of groups of
documents' atiributes

Groups ofusers

Users

Dispatches

Type the name of postings and click "Add".

2.8. Users of dispatch

This paragraph is for addition of users to the created pgstifihere will be the following window:



LISTS OF DOCUMENTS Add

Entering docurnents Dispatch User Action

Created documents
Cocuments an control
Accepted documents Posting - 1 Wasiliew Wasiliy Vasiljevich Chanoe/Remove

Signed documents Posting - 2
Archive

Posting - 1 Fedoseey Alexander Chanoe/Remove

Aleksey Alekseey Alekseevich Chanoe/fRemove

CREATE

Dacument

DIFFERENT

Delayved documents
Loaking
Exit

DIRECTORIES

Twpes of documents

Aftributes of documents
Groups of documents' attributes
Communications of groups of
docurnents' attributes

Groups af users

Users

Dizspatches

Users of dispatch

Click "Add" to add a user.

Choose the name of posting and the needed user. Click thenbttid".



LISTS OF DOCUMENTS Dispatch:

IF'nsting-1
Entering documents ser:
Created documents [ management

Documents an control
Accepted documents
Signed documents

Archive | A

CREATE

Dacument

DIFFERENT

Search
M Ew's
Delaved documents

Looking
Ezxit

DMRECTORIES

Types of documents

Aftributes of documents
Groups of documents' attributes
Communications of groups of
documents' attributes

Groups of users

Users

Dizpatches

Users of dispatch

Itis possible to add any quantity of users to one posting.



