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Version One document management suite

Overview: the docum ent management suite provides scanning and document management
facilities for electronic handling of paper documents. It can be used to automate and simplify
your:

9 sales document cycle (order to cash)
purchasing cycle (purchase to pay)
9 other archiving re  quirements (HR documents, technical documents, etc).

These solutions save significant amounts of time, money and storage space. Typical
documents:

{ sales order invoices
purchase orders

{ statements.

{ ) Software installation is normally handled by Version One, or another specialist, and is
not covered in this help.

The Version One document management suite is a comprehensive collection of software tools
to automate document processes within their core application environments. Using the
software you can replace paper -based processes with electronic procedures, eliminating
printing, posting and manual filing.

{ ) There are many different ways of configuring and using the software, using different
combinations of the core product set. You may not have the complete a pplications
suite installed.

The document management suite is made up of a number of integrated application modules
that work together to give the desired functionality. These applications are broken down into
the following areas:

Document creation and di stribution

Documents based on data from core systems may be formatted as professional output
documents which can then be printed, faxed, emailed and archived based on defined
business rules.

Db Archive user and administrator guide 2
© 2011, Version One Ltd
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Print
Documents

- |
FMS/ERP DbFarm Ernail
Systemn Documents
i@
Documants
DbArchive
Several applications support these processes:
Application Descr iption
DbForm Document formatting and business rules management
DbFax Sending documents by fax
DbMail Sending documents by email
DbArchive Archiving outbound documents.

Document scanning and archiving

Incom ing paper documents such as invoices and orders may be scanned and stored for easy
access and for statutory purposes (eg to comply with UK HMRC legislation). The basic
process makes use of barcoding techniques for document separation and recognition.

 IINTIRURIRI oo Scanner

Invoices

= . .
= o

Invoices FMS/ERP DbArchive
System
The application supporting document scanning and retrieval is DbArchive.
DbArchive user and administrator guide 3
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Document data capture

This process typically involves scanned documents such as purchase invoices. The document
data can be intelligently captured using OCR technology and validated, so transactions can
be automatically posted to the core finance system.

Example Data Flelds

= Supplier Code

w  Invoice Mumbes

= Invoice Date

= Purchase Order Number
& MNET

= VAT

* GROSS

@

CANE &

Irvoices Seannar DbCapture FMS/ERP
System

i

DhArchive
The application supporting intelligent data capture and transaction posting is DbCapture.

Document authorisation

This process typically involves documents such as purchase invoices capt ured using
DbCapture and now requiring coding and approval for payment.

'_-' I\-
AT
&5
Dbfuthorise
ol
-
-
FMS/ERP
System

3

DbArchive

The application supporting document routing and authorisation is DbAuthorise.

The document management suite applications and client tools

The following applications and associated client tools are available as part of the Version One
Document Management suite:

Db Archive user and administrator guide 4
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Application Client tool Description
DbLogin DbLogin admin The master utility for managing the Version One
console Document Management suite and who has access to it.
Green meter console Shows the environmental benefits from using the suite.
DbForm DbForm GUI designer Design the format of the outgoing documents.
DbFax DbFax client Manage the DbFax system. Create and send faxes from
a client PC.
DbMail DbMail admin client Manage the DbMail system.
DbArchive DbConsole Configure the Tables and Access Levels available within
the DbArchive system. Manage the DbArchive system.
BLOB type manager Configure new document formats on DbArchive systems
using the Native Documents Option.
Failed deposits Deal with documents that have failed to deposit
manager correctly into DbArchive.
DbQuery Document search and viewing facilities based on the
user's designated access rights.
DbWebQuery The web based alternative to DbQuery for document
search and retrieval.
DbWebRetrieve Additional functionality to DbWebQuery, providing
better searching an  d enhanced usability.
Index manager Amend the search data values for stored documents and
copy or move documents between DbArchive tables.
DbDeposit Store ad -hoc documents, which exist already directly
into the archive.
DbScanner Scan documents for storage in DbArchive and optional
intelligent data capture within DbCapture.
DbArchive Export document s
export from DbScanner into
DbArchive
DbCapture DbCapture export Export documents from DbScanner into DbCapture

Db Archive user and administrator

DbCapture admin

DbCapture
interactive client

guide
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DbCapture

Process indi vidual documents within DbCapture and to
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DbAuthorise  DbAuthorise client Coding and approval of documents within DbAuthorise.

Manage the Routing Rules and other management

tasks.

\_) Customisation: Some applicati ons may not be installed on your system, depending on
your license, any packages you are interfacing with (eg Accounts) and choices made
during installation. You may have modules embedded in a parent application, so you

would not necessarily see them brand ed as Version One.
See also:
Using the Version One document management suite more on using the applications

Using help more about using this help
Using the windows _ general conventions  for working with data in the software.

Db Archive user and administrator guide 6
© 2011, Version One Ltd



Document Management & Imaging

Award -winning paperless office solutions Ve Nsion D ne

Using the document management suite

Overview:  the Version One document management suite has a number of common
features. This topic outlines some of the common functions used across the product family.

Before you log in

To log in to the Version One document management suite you need the following:
9 the software must be installed on your PC or laptop

9 username & your system administrator should have created this for you. This is your
identity on th e Version One document management suite

9 password & your system administrator should have created this. If you are not using
Windows authentication you can change this once you log in to the Version One
document management suite.

Q Customisation: your syste  m may be using Windows authentication to log in to the
document management suite automatically. If so, the DbLogin window _is not
displayed. Using Windows authentication allows you to use your regular PC logon to
access the software without an additional login.

The login window

Once the Version One document management suite has been installed, there are several
ways for you to display the DbLogin window

Programs  menu option

Version One is displayed in the list of programs on your computer. Click Start > All
Programs > Version One > [Program Name] . For example:

A ) odek »
(T) Kofax VRS »
sveroeno T
Beriat [7) Snagr 10 >
Internet Explon (T) Startup » 7) oblogn »
| E-mail @) Games
Outiook Expres: (7) Accessories
“3) Outlook Express
B Notepad n MsN B obCapture Client
) (. Remete Assistance |55 ObCapture Export
&Dbtognwnhviﬂ windows Movie Maker . ObDeposk Clert
3 3 windows Messenger &4 DbFax Client
&Dhquery @) windows Meda Player €A ObMsiladmin
{7) Microsoft Office Tools ¥ 4 DbQuery
& Dbauthorise @ Internet Explorer 24 Falled Deposit Manager
- [2] Microscft Access %, Green Meter Console
-Cuvmwthrom Microsoft Excel 1 DbAechive Index Manager
5] Microsoft outiook & DbLogn Admin Console
2 WordPad Microsoft PowerPoint (7)) DbCagture Commurications Server  »
Microscft Word 5 Obuthorise
PR Adobe Reader 9
P'- version One \
P4 og o [@] Tur off Computer

[Fsen 2 8@ >

Db Archive user and administrator guide 7
© 2011, Version One Ltd



Document Management & Imaging

Award -winning paperless office solutions Ve NPsioN O ne

Recently used menu option

Once you have used the Version One document management suite it may be displ ayed in
your Recently Used menu above the Start button. You can also use this to start the program.

internet

¢/ internex Explorer

«™*| E-mail
Outlock Express

=
w Notepad
) ; )
[ DbLogin Admin Console

5y

Desktop shortcut option

You can drag and drop the link to your Version One document management suite program
from one of the menu options onto your deskto p. Click the mouse, hold the button down,
drag to the desktop and release the mouse button.

B

DbQuery
You can then click this desktop shortcut to start the program.

Customising windows

Many of the windows in the document management suite can be configured to suit your
preferences, eg:

9 Dragging and dropping columns to change the order they are displayed
I Hiding some columns

9 Sorting columns by various filters.

{ ) Customisation: once a screen has been changed, the system uses the new layout until
you reset it to the ori  ginal layout. Example screenshots shown in this help therefore
might not exactly match what you see on your system.

Toolbars

There are a number of common icons used throughout the system. As you become familiar

with the toolbar icons and their use in diff erent contexts, their use should become intuitive.
The common Help menu functions like change user, environment, language and password

are described in  Help About .

{ ) The options available depend on your particular docume nt management suite
configuration.
Db Archive user and administrator guide 8
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Using the windows

In many places within the software you can customise the display to change the way

document results are shown. For example sizing, sorting and moving co lumns. You can also
filter columns with search, run complex searches across columns, use the date picker and

choose the fields you want to display.

Sizing columns

You can change the size of columns by clicking and dragging. Here we are making Supplier
Name wider to show the full name.

2006 Jim Brogan TIANenbold Tyres

2010 Colection 20001
2002 Aocregete Industres
2003 Cigta Workshop
Pernine Fencing & Landacapi.

Sorting columns

You can sort the data by clicking on a column heading. Here clicking the Supplier Name
column shows documents sorted alphabetically by supplier.

Agiregata Industies

| Collection 2000 Ltd

Eig;tal \norkshop

Jim Brogan T/A Newbold Tyres
Pennns £ :

Click the column header again to sort the column in reverse o rder.

Moving columns

You can customise the column layout by clicking and dragging the column header to a new
location. Here we are dragging Supplier Name to the left.

& ~;
) Sppfier Mams

I
late Dug Uate aupplr.kwuc

Net Value (£)

== AT
PS/2006 23/1072006 Jim Brogan TiA Newbold Tyres 116
P6/2010 27/07/2010 Collection 2000 Ltd

7/2002 30/08/2002 Aggregate Industries

Filtering columns with search

Many columns in the software have a search filter used to narrow the results shown. Here we
are filtering Supplier Name to show suppliers beginning with 'agg'.

A |rvoic

Db Archive user and administrator guide 9
© 2011, Version One Ltd
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Clearing your search criteria

Clear the search criteria by clicking the small cross alongside the search term:

Supplier Name

Aggregate Industries

Date picker

Use the date picker to sea  rch for documents for a particular date:

Invoice Date Due Date

Mon Tue Wed Thu Fi
1.2 .3

s EEN 0

16 17

23 24

Complex searches

More complex search queries are available for some fields. Click the drop -down arrow to
choose a search type and add your criteria:

Invoice Date Due Date Supplie’
| —
‘ |0e067201 7| I
= Equals k
# Does not equal
< Less than

< Less than or equal to

> Greater than

> Greater than or equal to

= Like

=« Matches Regular Expression

Clearing multiple search criteria

Some windows allow you to cl ear all your search criteria at once by clicking a button:

ARCH_DATE ORDER_NO

S033624

Choosing fields

Some windows allow you to choose which fields to display. Click the icon to show the
available fields and mark the ones you want with a cross:

Db Archive user and administrator guide 10
© 2011, Version One Ltd
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Q Try out the layout options to ge t the display how you want it. You are only changing
the way information is shown, not changing the data. Some windows can't be
customised.

Db Archive user and administrator guide 11
© 2011, Version One Ltd
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Using help

When you first open help th e introduction page is shown, along with navigation tabs
(Contents, Index and Search) to find more topics.

Links and how they work

Throughout help, you will see links such as Links and how they work . Holding the mouse

over a link changes the cursor to a pointer {b Click for one of the following:
 more text
T new window opens (click anywhere to close)
9 another help topic (use the Back button to return to the original topic).

Screen shots

Sample screen sh ots are shown where they help clarify the topic. To save space and keep

the help briefer, they are often shown in drop -down links like this: Show/hide screen

linkto show the graphic . Click againto  hide the graphic

v BP2X 4

i | Condition | Action | Params
1 Rezponze = Reject Goto State Fall

2 Response = Query Query State

3 Jzer & Gross Value »= 1000 Goto State [2] Jinn

4 |deer 3 Grogsz Yalue < 1000 Goto State [3] martin

{7y Some screenshots are moc k-ups of real data, made anonymous by blurring key
information. Any resemblance to real companies does not imply an endorsement of
the software or an active trading relationship between companies.

The icons

These icons help you use the help more effective ly.

Icon Description

P Hide the navigation and glossary panel.
Hide

Db Archive user and administrator guide
© 2011, Version One Ltd
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Show the navigation and glossary panel.

Go back through the topics you have looked at.

=  Go forward through the topics you have looked at.

Forward

=, Print the current topic.
Print

Finding a help to pic

You can find the help you need several ways:
{ contents
{ index

9 searching the text.

Search the contents
Searches the Contents and Topics (like chapters and sections in a book):

1. Click Contents.
2. Click one of the Books @

3. Click a Topic [# to show the content o n the right.

Search the index

Searches the predefined entries in the Index (like the index of a book):
1. Click Index
2. Type your search term.
3. Click an index word to show the topic.

\) Help does a best match against your term. For example: if the index contain s both
'Hidden' and 'Hiding' and you search for 'Hid', 'Hidden' is highlighted as the first word
containing that string. If you type 'Hidi', 'Hiding' is highlighted ('Hidden' no longer
matches the string). Try synonyms for what you are looking for, eg 'hou se', 'dwelling’,
‘residence’.

Search the text
This method searches all the text in the help (like searching the text of a book):

1. Click Search .
2. Typethe word you are searching for.

3. Click Go.

Db Archive user and administrator guide 13
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4. All topics containing the search word are listed.

5. Click the top ic you want.

Glossary

Some of the terms used in the help are defined in brief glossary entries. These are self -
contained descriptions and don't link anywhere else.

Db Archive user and administrator guide 14
© 2011, Version One Ltd
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Accessing the applications 3 logging in

Overview:  alogin window is displayed when you click a Document Management suite icon.
The same style of logi  n window is used for all applications. This is where you enter your login
username and password.

Document Management & Imaging

VersionUne

—

Yerzsion 216
Uzermame Ok
FPazzward
Log on using: Windows -
Field Description
Username Enter your user name. This may be your Version One user name or your
Windows user name, depending on the option you select in the Log on
using field.
Password Enter the Version One or Windows password for the user name you
entered.
Log on using Select how you want to log on to the Version One Document Management
suite:

Option Description

Windows Windows Authentication attempts an Active
Directory (AD) User Password login & specify your
Windows password to validate against Active
Directory.

Internal DbLogin Version One document management suite Login ID
and password & attempts an internal login for the
user name and password enter ed.

Current Windows Uses the Windows User currently logged in to this

user computer. Attempts an AD Login, replicating the
default behaviour on loading a client application.

Doesn't require a password.
Db Archive user and administrator guide 15
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Validation of Windows login with Active Directory (A D) uses a secure socket

(ssl) connection from the DbLogin server to Active Directory. If this fails,
Windows login is not possible (other than the basic AD login as the current
Windows user). AD user verification from the server is only supported from
the Windows DbLogin server, not the Unix versions.

\) The application version number is shown for information d you'll need this
information if you contact your support team with a query.

Button Description

OK Log in using the details entered.

Cancel  Exit without logging in.

After validating the login any DbLogin password rules are applied, eg prompting you to
update your password. After a successful login, DbLogin applies the default environment
(normally 'Live', unless configured otherwise) and checks

{ the user has access to their default environment
I the application being loaded is present in the default environment

9 valid CAL access can be granted.

\_) Any failure prevents access to the client application.

DbLogin admin console

Login administration isc ~ overed in a separate topic for system administrators only

Db Archive user and administrator guide 16
© 2011, Version One Ltd
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Securing your data

Overview :you need to make sure that your data is securely backed up in case of problems.

A secure backup policy is crucial to any IT system. The details of your backup pol icy is
beyond the scope of this help, and not covered by the document management suite or

Version One project management. These notes are for general guidance only.

\_) This topic is for  system administrators only

The document management suite is a client -server application with components running on
both a central server and client PCs.

Server
Back up the entire folder:
d: \ versionone \

Scan station

If you have the ability to clone a machine, make an image of the scan station. Otherwise you
should backup:

c: \ versionone \
c: \ Program Files \ Version One

\_) These folder names assume your software has been installed in the default locations.
Backup up your own installation folders if different from those above.

Db Archive user and administrator guide 17
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About us

Getting in touch

This software is from Version One Ltd. If you have any comments on this help or suggestions
for improvements, please get in touch. You can email info@versionone.co.uk . We're happy to
hear from you.

Problems and queries

If you have a query on using the software you should get in touch with your support contact.
In many cases your software comes from a third -party, who is normally your first point of
contact for queries.

VersionOne

Pentland House, Village Way, Wilmslow
Cheshire SK9 2GH UK

Tel: +44 (0)1625 856500
Fax: +44 (0)1625 856501

WW w.versionone.co.uk

Copyright and small print
© 2011, Version One Ltd. All rights reserved.

All trademarks are the property of their respective owners and are used with their thanks. All rights

reserved. This help was written alongside v2.1.0 of the docu ment management suite. Last revised 24
August 2011.
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Help about

Overview: each of the applications has a Help About window displaying information about
the version of the application you are using. Click Help > About [application name], eg Help
> About DbQuery  to display the About DbQuery window.

L About DbQuery *

Document Management & Imaging

VersionOne

—

DbQuery

Versien 213

Copynght @ Version One Lis 2006-2009
Version One Lid

CbGuery

Q You will need the version number if you contact your support team with a query.

Click OK to close the window.

Standard toolbar options

Many of the applications have sta ndard toolbar buttons with frequently -used functions. The
same functions are also on the Help menu:

Q Shows the Help About window.

% - Use the drop -down to change your system configuration.

Option Notes
Current Use this to check the current stat us of the environment and language
status settings.

You ae logged in a3 SalesDemo

~ Ervaitonment
“Yiour cument emaranment i Live

“Your dedaul ervaronment iz Live

~ Language
Your cument language iz Englizh

“f'our dedaul language & Englzh

Db Archive user and administrator guide 19
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Change
environment environment from the drop

environment the default using the checkbox.

[X] Use a5 default environment

Change user

B User Login A

Document Management & Imaging

VersionOne

—=—"

Version2.12

voarane [ stare -
P (=
Log on using Windows v

You can have multiple environments, eg Live and Test. Choose the
-down box. You can also choose to make this

Change the current user to a different login. Add the username and
password for the new user in the Change User window.

Change Change the login password for a user.
password [ Change Password
Old password somm—
New password Pty
Re-enter password ——
Change Choose from the languages installed on your syst
language system default.

Change Language

Display Language

[Use Vindows Defaulf N
[X] Use 55 default language

em or use the Windows

Db Archive user and administrator
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About DbArchive

Overview:  DbArchive is an enterprise  -wide document imaging and management system. It
is used to archive outgoing and incoming documents and then retrieve them quickly and
easily. DbArchive covers several different functions:

f

DbScanner & documents are received on paper, scanning stations at various locations
in your organisation process them.

DbQuery and DbWebQuery & used for retrieving the stored information. They both
provide similar facilities. DbWebQuery uses a standard web browser whereas DbQuery
uses its own client window interface.

Other Version One ap plications. DbArchive integrates with modules like DbForm, DbFax
and DbMail.

DbConsole 9 intended mainly for system administrators. It provides facilities for
configuring and controlling the way Db Scanner, DbQuery and DbWebQuery operate.

The term archive refers to the act of storing incoming and outgoing paper documents
using the document management suite. It does not replace a well thought out backup
plan. You still need to make sure your data is safe and secure

Db Archive user and administrator guide 22
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DbArchive export

Overview:  once a document batch has been validated the next st age is exporting it using
DbArchive Export.

DbArchive Export

6|

BN4/Doct
BN4/Doc2
BN4/Doc3
BN4/Docd
BN4/DocS

DBC 10/Urknown
DBC 14/ Unknown
DBC 21/Doct

[3e] 3¢] 3¢] (3¢] (¢] [} (] ]

N I . I
b | )| o | ks

Ready

Q DbArchive Export has the same functionality as DbCapture Export.

Use DbArchive Export to export scans & choose the documents you want to export and click
the Process button.

Button Description

Configure the export server. Choose a folder for your export documents. You can
also choose to keep exported documents in a separate folder (like Sent). Leaving
this field blank automatically deletes documents after exporting.

40p
)y

DbArchive Se

Please use the folowing settings to configure the Export module of Dh&rchive.
You will need to speciy where the files to be exported are, where exported files
are to be kept, and how to tansfer fles to the main DbArchive machine.

~ Directories on scanning station

Documents to be exported D-\versionone\DbS canner\Export

Keep expoited documents in D-\versionane\DbS canner\Sent

Leaving thes field blank will automatically delete the documents following export

4 Process 6 export the documentba  tch.

) Cancel the export and close the window.

DbArchive user and administrator guide 23
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r 3 Select All & select all the documents available for export. You can then clear

individual documents from the list. Use a combination of this and the next button
to get the selection you want.

2 Select Non e 8 clear the selection of all documents available for export. You can
then select individual documents from the list. Use a combination of this and the
previous button to get the selection you want.
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About DbConsole

Overview:  DbConsole provides basic information to help system administrators maintain
their document m  anagement system.

\) DbConsole is used to create tables and configure access permissions. Use DbMail
administration client to create users, maintain users and change passwords.

DbConsole controls system security, linking documents, importing and exporting

data. The

tables used to store document data fields are created and maintained in DbConsole.

Using DbConsole

Topic

What it covers

Logging on to DbConsole

Maintaining system
access

Creating access levels

Maintaining tables

Database structure
window

Table structure window

Add field window

Importing and exporting

data

Linking documents

Solving scanning
problems

Using the event log
viewer

How to log onto DbConsole

Setting system access to provide security

Creating a new access level and adding document permissions
Creating, editing and deleting database tables

Using the database structure window to create, edit and delete

database tables

Using the table structure window to add, edit and delete
database table fields

Using the add field Window to create details of database table
fields

Importing and exporting data

Linking documents

Troubleshooting scanning problems

Using the event log viewer.

Db Archive user and administrator
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Logging on to DbConsole

Overview:

to access DbConsole, you need a username and password, provided during the

implementation of your software.

Field Description
Name Enter your system user name
Password Enter your password

Click OK to log in or Cancel to clear the fields without logging in.

DbConsole window

When you log in to DbConsole, the DbConsole Window is displayed. The display icons are
used to show options as lists, small icons, large icons, show details, etc:

The following options are available:

Option

Description

Table

maintenance

Access
permissions

Link

maintenance

Event log
viewer

Document
viewer

Import /
export data

Create and maintain the files where document information is stored

Create access levels

Link related documents. For example: when viewing a purchase invoice,
you may wish to look at the associated purchase order.

Documents are linked using fields in the document tables, for example: a
purchase invoice and purchase order can be linked using fields holding the
Purchase Order Number. Reverse links can also be created.

Display a record of all activities carried out by your system. This is useful
when technical support staff are investigating any system problems.

Display and work with documents held in your archive

Import / export data wh en maintaining the document tables.

Db Archive user and administrator
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Maintaining system access

Overview:  provides access levels, user IDs and passwords, controlling who can work with
various documents. Access levels and user IDs are normal ly created during installation. You
can maintain the access levels to handle changes, such as staff turnover or reorganisation of

work tasks.

Access levels

Access levels are sets of system permissi  ons that can be assigned to users to control what
actions they can take and on which document types. You would normally have a range of
access levels corresponding to the different job roles in your organisation.

\_) Access levels should be planned before im plementation and only changed with
caution. System administrators should be familiar with access levels and their user
access rights.

Users

You can maintain users to record a user ID and apply an access level to control their
permissions.

Passwords

Passwo rd facilities are available to prevent users logging in to the system using another
person's wuser id. System administrators can change a us

\) For your own security we recommend passwords conform to at least minimum
complexity and are  changed at regular intervals. Your password policy is a business
decision for your organisation.
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Creating access levels

Overview: access levels define a set of permissions for using your system. An access level is
applied to each user to control which actions they can take with which documents. There are
two stages to creating access levels, from t he access levels tab

1. Create the Access Level details. Create a new access level and specify permissions for
actions, such as creating or deleting a document type, and creating or deleting a
docume nt tag.

2. Add the Document Permissions. For each Document Type on your system, you can
specify the actions a user with that access level can take.

\) Be careful working with access levels. When creating new access levels, you must
avoid inadvertently change t he permissions of an existing access level. Always click
the Clear button beside the Access Level name before creating a new level.

Access levels tab

Click Access Permissions to display the Access Levels tab to create access details and
develop permission s for this new access level to work with each individual document type.

g=lDbPerm B x|
Configure System
Access Levels T Users T Passwords ]

Access Level IMcnagcl ;‘ SayE I Clear I Delete |
—hAccess Level

Level Name [Manager

Create Document v Create Tag v Modify v

Delete Document v Delste Tag v

Document Type [HERSTEE, Clear | Lol |

i~ Document Permissions

View v Temp Amotate v Modify &nnotate v

Add v Snnctate (1) v Delete Arnotate v

Fill Tag v Annctate (2] v Expott Image Dala [

Modify v Annctate (3) v Expot TegData v

Delete Enfry v Burn &nrotate v

Apply | Quit ]
| Status | 13/08/2004 |16:29
Field Description
Access level Select an Access Level to be maintained or leave blank to create a new
access level. The Access Level field must be blank when creating a hew
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access | evel d if an Access Level is displayed, you will change the
permissions for this level, rather than creating a new access level.

Button Description

Save Save this access level

Clear Clear all fields on the Access Level tab. Always click this button before
you create a hew access level.

Delete Delete this access level.

Field Description

Access level

Level name Enter a name for the level

Create Check to allow a user to create a document

document

Delete Check to allow a user to delete a document

document

Create tag Check to allow a user to create a tag

Delete tag Check to allow a user to delete a tag

Modify Check to allow a user to modify a document

Document type

Select the document type for which you want to edit document
permissions.

But ton Description
Clear Clear all document permissions for the selected Document Type
Apply Apply the selected document permissions to the selected Document Type.
Field Description
Document Check the boxes of any document permissions that y ou wish to give the
permissions selected document type.
When assigning document permissions, select a combination that provides
the right behaviour for a given access level. For example: you wouldn't
Db Archive user and administrator guide 29
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View
Add

Fill tag

Modify

Delete entry

Temp annotate

Annotate (1)
Annotate (2)
Annotate (3)

Burn annotate

Modify annotate
Delete annotate
Export image

data

Export tag data

leave the Burn Annotate field unchecked, but check Modify Annotate and
Delete Annotate.

Check to allow the user to view documents of the document type selected
Check to allow the user to add the selected document type to the archive

Check to allow the user to add data to a document tag if this is miss ing,
but not change an entry

Check to allow the user to modify tags for documents. Uses a special
maintenance version of DbQuery.

Check to allow the user to delete document tag records from the
database. Uses a special maintenance ver sion of DbQuery.

This box should be ticked. Allows users to work with annotations to the
document for the current display session only. When the document display
session is over, the new or edited annotation is not written to the
DbArchive d atabase.

Not currently used

Not currently used

Not currently used

Check to allow the user to add or modify annotations stored on the archive
server

Check to allow the user to modify annotations stored on the archive server

Check to allow the user to delete annotations stored on the archive server

Check to allow the user to export image data when a document is
displayed. Exporting can be carried out either by faxing, printing or
emailing. Not relevant for DbWebQuery.

Check to allow the user to export tag data to a .csv file. This facility is
available from the File menu in DbQuery when a list of documents is
retrieved. Only for DbQuer vy, not DbWebQuery.

Button Description

Apply Apply the changes made to the DbArchive server. If you are making
several changes, apply them regularly to avoid losing anything.

Quit Exit the tab without saving any changes.

Db Archive user and administrator
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Maintaining tables

Overview:  as documents are archived their details are stored in a database table for that
document type (category of document). For example, purchase orders, purchase invoices
and delivery notes.

\_2 At least one table is required for each document type.

The tables you need are created for you when DbArchi ve is installed. You may occasionally
need to edit the structure of these tables, for example: to add additional fields or change
existing fields as your business needs change.

Each table has its own structure. These consist of fields set up for each of th e items of
information needed for the document. For example, a table set up for purchase orders might
have fields for purchase order number, supplier name, purchase order date, etc.

System fields

The fields set up in a table mainly depend on the informatio n needed for each document type
but certain fields are mandatory 0 these are referred to as system fields.
Security

Access permissions to documents use document types, so for security and system

enhancement reasons the same document could be created in mor e than one table, including
identical tables. For example: a document type table could be created for payslips to which

Payroll Department staff have access, and a second payslip table could be created to hold

details of senior management payslips, to whic h only the Finance Director and Personnel
Manager have access.

Creating a table

1. Click Add Table inthe database structure window to display the table name window

2. Enter the name for your new table and click OK to show the table structure window

3. Enter the table details.

4. Click Add Field to display the add field window

5. Add the fields you need to the table, one for each element of document data you need
to record.

6. When you have finished adding fields, click OK to save the new table. The Table
Structure window is shown again.

Edi ting a table

Tables for each of your documents are created at installation, but may need amending as
your business evolves. You can't edit a table containing stored data. Before editing a table
you must export the data  to another file. To edit a table:

1. Ensure that archived document data is not stored in the table. Export the data to
another file before you amend your table.

2. Inthe database st ructure window click Edit Table to display the table structure window
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3. Edit the table.

4. Click OK to save the updated table.

5. After changing your document table, the data you originally exported must be imported
and loaded back into the table using the import / export data option in DbConsole.

Deleting a table

If a table is no longer used, you may wish to delete it. Before deleting a table, yo u must
export the data _ to another file.

\_) You can't delete a table containing document data.

1. Select the table you wish to delete in the database structure window

2. Click Delete Table to show the confirmation window

3. Click Yes.
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Database structure window

Overview:  displays existing tables for each document type. Two menus are available:

g£ Database Structure B3

Configure System  Options

H Ord
Purchaselnvoices
DespatchNotes
Salesnvoices:
Quotations
AgedDebtReports
Sale:Ordars
CSWFiles
Shippinglocs
TestRecords
Hiscellareous
invoices
ValidatecDespatchNctes

4ddTable | EditTable | DeleieTeble | Copy Table

Close I

Menu Description

Configure system The Configure Server window is displayed.
]
— Server Connection

Server Name |peter-m-m55

Port [31417

Cancel
Field Description
Server name Enter the system server
Port Enter the port number
Bu tton Description
OK Save your changes
Cancel Exit without saving any changes
Options Shows System tables & default tables created by the system.

We recommend these are not changed.
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The list of tables currently available is displayed, with the follo wing options:

Button Description

Add table Add a table. The table name window s displayed for you to
enter the new table name and then the table structure window
is displayed.

Edit table Edit the selected table in the table structure window

Delete table Delete the selected table. A confirmation message is shown.
Choose Yes to ¢ onfirm. The Database Structure window shows
again.

Copy table Copy the selected table.

Close Close this window.

Whenever you add a new table or edit an existing one, the table structure windo __ w is

displayed.

() You can't edit or delete a table containing document data. You must first export the
data to another file. Once you have made your changes import the data  back into the

amended table.
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Table structure window

Overview:  use to add, edit and delete database table fields. Clicking the Add Table button in
the database s tructure window _ displays the Table Name window.

Table Name | X}

Enter value
Carcel I

|LegzlDoc

Field Description

Enter value  Enter the table name.

Button  Description

OK Save the Table Name and display the Table Structure Window

Cancel Exit without adding a table.

w. Table Structure I §

Table Name: I SICES

WOILES

Display Name: |NvoICES

ARCH_USER Name: JACCOUNT_NUMBER
ARCH_DATE
BLOB Type: STRING size: [0
ACCOUNT NUMBER
CUSTOMER_NAME System: L
INVOICE_NUMEER Hidden: u
INVOICE_DATE .
INVOICE_AMOUNT Indexed: o
ORDER_DATE r
CUSTOMER_ORDER_NUMBER Required:
SELLER_ORDER_NUMBER -
COST_CENTRE Min / Max:

Display Name: IA.I:::JJwt No.

Comment:
addField | EditFied |Delete Feld|

ok | Close | Print Structure

The Table structure windo  w display is divided into four areas:

I Top & table details
I Left & fields in the table in a list in the large field
 Right & details of the selected field
Y Bottom.
DbArchive user and administrator guide 35

© 2011, Version One Ltd



Document Management & Imaging

Award -winning paperless office solutions Ve NsION O ne
Field Description
Table name The name of the table as shown in the Database Structure

Display name

System

Hidden

Verify

Name

Type

Size

System
Hidden

Indexed

Db Archive user and administrator
© 2011, Version One Ltd

window

The name of the table as generally shown in user interface
screens. Defaults to the Table Name but may be changed to
something more meaningful to your users.

Check this box for tables that are needed by DbArchive. For
example: a Links  table or Annotations table

Check this box for the table not to be displayed

Check this box if you want to add an additional verification step
for this document type during the scanning process. A script is
developed that controls this form of verification.

Table fields are listed in a panel on the left. Each field contains
an element of data about the document whose details are
stored. Some system -generated fields are always displayed:

Field Description

ARCH_USER The logon user name of th e process that
archived the document data

ARCH_DATE The date the document data was archived

BLOB The document image field.

Other fields are user defined, depending on your requirements
for a particular document type. Select a field to display its
detail s on the right.

The name of the field
Select the type of field from the drop -down menu: Blob (pointer

to image), Byte, Date, Dword (double word), Floating Point
Number, String, Time or Word.

There is already a blobid, so extra blob not often u sed. More
information about different Types is provided in the 'Installation
and Technical Guide for DbArchive'.

If the Type selected is String, enter the number of characters
contained in the string

This box is checked if it is a system fiel d, for example: BLOB
Check to hide the field from users of DbArchive

Check if the field is used for linking to another document
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Required Check this box if the field must be populated when a document
is scanned. This works in association w ith a tag validation rule

created for DbScanner. This specifies that the tag field must
contain a valid value during the scanning process for the
document to be archived. A field in DbScanner with a tag value
that breaks a validation rule or with a differe nt field type, is
shown with a yellow background until the value is changed to
meet the validation criteria.

Min / max Check this box if you want validation on minimum and
maximum values for the tag field in DbScanner. For example:
for a Date type field, you may need the date to be between two
specified dates. For a String type, you may need the tag field
size to be within a minimum and maximum number of
characters.

Display name Enter the field name that is generally displayed in the user
interface. It sh  ould be meaningful to your users.

Comments Enter any comment about the field you wish to show other
users.

Button Description

Add field Add a field. The add field window _is displayed

Edit field Edit the selected field. The Edit Field Window is displayed (very similar to the

add field window )

Delete field Delete the selected field

OK Save the table structure

Close Close the window wi  thout saving the table structure

Print Print the structure of fields created for this table.

structure

The field details show further items that configure and define the field, including: the fie Id
name, type (such as string, date or text) and whether i t& a system field.
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Add field window
Overview: displayed when you create details of a new field in a table.

i, Add Field B3

Narne: Cicplay Name
JouRREF Jour Ref.

Type! Comment

IEtring 'I

Sze:

O
[~ System

[~ Hidden

[~ IndexField
IV Requied

[~ Mn/Max Clos= |

When building a table you must create fields for it. Each field represents an item of data

relating to the document that you want to store in the archive. For example, purchase order
documents might need fields for the PO Number, the PO Date, the PO Value and so on. Enter

the details in the following fields:

Field Description
Name Enter the field name displayed in the list of fields in the table structure window
Display Enter the field name displayed in user interface screens, meaningful to end
name users
Type Select the type of field from the drop -down menu: Blob (pointer to image),
Byte , Date, Dword (double word), Floating Point Number, String, Time or
Word.

There is already a blobid, so extra blob not often used. More information about
the different Types is provided in the Installation and Technical Guide for

DbArchive.
Comment Enter any comment about the field you wish to make available to other users
Size If the Type selected is String, enter the number of characters contained in the
string
System This is checked if it is a system field, eg BLOB
Hidden Check to hide the field from users of DbArchive

Index field Check if the field is used for linking to another document

Required Check this box if the field must be populated when a document is scanned.
This works alongside a tag validation rule created for DbScanner. This would
spe cify that the tag field must contain a valid value during the scanning
process for the document to be archived.

A field in DbScanner with a tag value that breaks a validation rule or with a
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different field type, shows with a yellow background until the val ue is changed

to meet the validation criteria.

Min / max Check this box if you want validation on minimum and maximum values for
the tag field in DbScanner. For example, a Date type field, you may need the
date to be between two specified dates; for a Str ing type, you may need the
tag field size to be within a minimum and maximum number of characters.

Button Description

OK Save the field details

Cancel Exit without saving.
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Importing and exporting dat a

Overview:  before you can edit or delete a table you must unload the document data stored

in it, and export it to another file. You may also need to work with the data before importing

it and loading back into your amended table, eg to add extra data fiel ds. When you have
completed your table amendments, the data can be imported and loaded back into the table.

Click Import / Export Data to show the DbTrans window.

DbTrans window

Import and export data in the DbTrans window. Use the icons to change the dis play & show
large icons, small icons, list form, detail, etc.
DbTrans (=] E3
Fie View Configure System Hep
T able Nams= | Desciiption -
Tl PurchaseOrders PurchazeOrders
rrchaselnvoicas Purchaselnvoices
T DespatchNotes DespatchNctes
[T15alesInvoices Saleslnvoices
T Quctations Quotations —
[T sgedDebtRepats 4gedDebtRepors
T 5alesOrders SalesOrders
I CSvFiles CSY Files
[TJShippingDocs Shipping Docs %
<| | »
sichive Data Load | Unload | Edit | Clear |
File Name | see | Dae
Nigel1 3769 27/08/2004
< |
Impot/Expot ¢, LS
X Espart | Import | Vet | Create | Henan |
Quit |
| Status | 23/08/2004 |21:44 7
o | e |
A list of tables for each document type is displayed in the window. The following fields and
options are available:
Button Description
Archive data
Load Load data into table
Unload Unload the data
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Edit Edit the data

Clear Clear data from the selected document.

Field Description

File name / size / date The file s used to hold the table data are displayed.
Button Description

Import / export area

Export Export the data file

Import Import the _data file

Delete Delete the data file. Use with caution.
Create Create an export file

Rename Rename the data file

Quit Close without saving.

Importing and exporting

To import and export data from a table, you must:

1. Unload the data & unload the document data from the table into another file. If you
dondét have a file ready to receive the dat a,

2. Exportthe datafile & do this if you intend to work on the data. The export typically
moves the data file from the archive server to your client machine.

3. Importt he datafile o after completing work on the data, import it back to the archive

server.

4. Loaddatainto table & with the data file back on your archive server you can load the
data back into the ta  ble.

Unloading the data

1. Select the table from which you want to remove stored data.

2. Select the file into which you want to load the data from the table. If you don't already
have a file to unload the data, you can create an export file

3. Click Unload. The size of the selected file increases as the data is loaded into it.
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Creating an export file

1. Click Create to display the Create new import / export file window.

Create new import/export file ;‘| | }J

Enter filename

IQuoteExpotB
2. Enter a name for the file and cl ick OK. A confirmation message is displayed.
3. Click Yes to create the file and re -display the DbTrans window.

Exporting the data file
1. Select the file to be exported.

2. Click Export to display a Windows Explorer Open window.

Open 1 21|
Look jn: | 3 ImportE xport x| +®&ckE-
=] Nigel1
=] igel2
History =] QuoteExport3

Desktop

i
ﬁ'_-: = Fiesoftype:  [AlFies () H e
My Netwark P._. I Open as tead-only

3. Choose the folder for the file export, such as
C:\ versionone \ DBA File -Import \ ImportExport

4. Click Open, a confirmation message is displayed.
5. Click OK to confirm the export location. A confirmation message is displayed.

6. Click Yesto exportandre -display the DbTrans window with the file n ame removed.

Importing the data file

1. Click Import to display a Windows Explorer Open window.
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I o
Look in: I__i ImportE xport ;I = @ X B3

=] Nigel1

=] Nigel2

%] QuoteExport3

Desktop

e

My Documents

-

il ficrore  [ETEREE d [ o= |
(R fecoivee [Airis Bl ZL

My Netwark P._. I”" Dpen as read-only

2. Select the file you wish to import and click Open. A confirmation message is displayed.

3. Click Yes to import. The DbTrans window is re -displayed, showing the f  ile to be
imported.

Loading data into table

1. Select the file from which you are loading data.
2. Select the table into which you want to load data.

3. Click Load.
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Linking documents

Ov erview: a useful feature of DbArchive is the facility to link documents so you can display
related documents when in the main Document Display screen. For example, you are
displaying a purchase order and want to display the associated purchase invoice.

How documents are linked

Documents are linked using data tables and key fields within them. For example, if we had
three tables for the documents: purchase orders, purchase invoices and remittance advice

notes. Some of the fields that may be included in the t ables for these documents are shown
in this table:
Document Purchase order Purchase invoice Remittance advice
Fields PO number Invoice number Invoice number
Order reference PO number Customer number
Customer number Customer number PO number
Amount

You could use common fields to link documents:
I Purchase order number to link the purchase order with the purchase invoice
9 Invoice number to link the purchase order with the remittance advice note.

Link maintenance

To create links between documents, choose Lin k Maintenance.

DbLink window

The DbLink window is displayed showing all existing links. A list of existing links are
displayed showing information in several columns:

Source Field
ure Lic e PO NLIM wcha PO NLUM

Find Purchase Invoize Puichaselrders PO_NUM Puchaselnvcices PO_NUM

Find Inveice Despachhotes OUR_REF Sdeslnvoces OUR_REF

Find Order Sakslnvoizes OUR_REF SdesOrders ORDER_NO

Find Invaice SakesOrders ORDER_NO Sdeslnvoces OUR_REF

Find POD Sakesinvoizes OUR_REF DespachNotes 0UR_REF

Find Order DespachNotes OUF_REF SdesOrders ORDER_NO =

Ciad DON Calmaledaca norco wMN Dram=balblaban niio occ

i | :.I'J

Add Link Edit Link Delete Link Add Reverse Link LClose I

| Statug | 14/08/2004 | 15:45
Column Description
Description The link description, displayed in the drop -down list on

the Document Display window.
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Source table

Source field

Destination table

Destination field

The table for the source document you want to link
from. The source document is shown in the Document
Display window before you execute the link.

The field in the source document table that is pro
the link.

viding
The name of the table for the document you are linking
to.

The name of the field in the related document table to
which the link is being made.

Several options are available:

Button Description

Add link Create a link _ between two documents
Edit link Edit a link

Delete link Delete a link

Add reverse link

Close

Create a reverse link

Close the DbLink window

Link structure window

The Link Structure window is displayed when you create alink , editalink or create a reverse
link .
| & Link Structure

Sourcs | PurchaseOrders ~| | PO_tm =

Destination [Purchaselnvices ~| [Po_rm 2|

Description |Fird Purchase Invaice

Add Link Close

Field Description
Source Select the document and field from whic h to add a link.

Db Archive user and administrator
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Destination Select the document and field to which to add a link.

This is the table  storing information about the document
you are linking to. The destination field is the item, such
as the PO number, used to make the link.

Description Enter a description for this link. This is displayed in the
Link drop -down list on the Document Displa y screen
toolbar.

Button

Add link Link the fields selected

Close Close the Link Structure window

Creating a link

1.

2.

4.

5.

Click the Add Link button to display the link structure window

From the Sou rce drop -down lists, select the source table and field from which to add a
link.

From the Source drop  -down lists, select the destination table and field to which to add
a link.

Enter the link description.

Click Add Link to create the new link between docum ents.

Creating a reverse link

A reverse link is a mirror image of a link. For example, if a link was made from a purchase
order to a purchase invoice, a reverse link would be from the purchase invoice to the

purchase order. To create a reverse link for a | ink that has already been made:
1. Select the link for which you want to create the reverse link.
2. Click Add Reverse Link to display the link structure window __, with the Source and
Destination fields co mpleted with the reverse entries for the selected link.
3. Enter the link description.
4. Click Add Link to link the documents.
Editing a link
1. Select a link that you want to change.
2. Click the Edit Link button to show the link structure window __ with details of the selected
link.
3. Change the link properties as required.
4. Click Update Link.
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Deleting a link

1. Select a link that you want to change.

2. Click Delete Link.
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Solving scanning problems

Overview: if you encounter a problem during the scanning process, this section details
potential problems and some possible solutions.

Scanner paper jam

\) The error message displayed when a paper jam occurs depends on your part icular
scanner model.

You can set up your scanner controls to retain the batch contents up to the point of the jam,
by selecting the Keep Faulty Batches field in the scanning tab of preferences. If you have a
paper jam and have retained the batch details up to the point of the jam:

1. Highlight the faulty batch in the user mode window

2. From the context menu displayed when you right -click the batch, choose append to
batch

3. Resume the scanning process from the point at which the jam occurred.

Missing pages

Page c ount checking may show there is a missing page, eg if you forgot to include it in the
scanner hopper. You need to manually identify the missing page and scan it separately. To
add the missing page, right -click the batch and choose add page.

() When you add a page to a batch it is placed at the end of the last document. Move the
page to the right place using the context menu.

Page incorrectly included

If the page count check shows that a document contains too many pages, check the
document and identify them. To remove pages, right  -click on them inthe  user mode window
and choose delete.

Barcode missing on document header

When a document is scanned without a barcode label or document header sheet, it is
processed as a page within the previous document. When th is occurs you have two options:

1 Delete the pages and rescan the whole document, ensuring it has a proper barcode.

I Manually amend the document structure in the user mode window, using the context
menus. Convert the page to a document and enter a document na me when prompted.

\_2 If you do this, you must manually enter the key field from the barcode.

Page added as a document

If the final page of a document has been added to the Notary as the first page of a new
document, you can manually alter the structure by right -clicking the incorrect document and
choosing relegate to previous document from the menu.
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Batch locked

DbScanner prevents more than one user working on a single batch at the same time. If you
attempt to access a batch already opened (or owned) by ano ther user, you are locked out of
the batch and shown a warning.

Root node fails to display a document profile and type

You may see a series of 6connection failedd windows whe:
Q Unable to connect to server 127.0.0.1 on 31417

When the user mode window is eventually display ed, the root node doesnodt disp
document profile and document type. The root node displ:

configured)d.

E5 DbScanner H[=1E3

File Scanning Configuration Help

2| Bl Bl

Dhéy

This may be because the document type profiles and underlying document types are not
correctly set up.
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Using the event log viewer

Overview: displays a record of all activities on your system. Double -click the Event Log
Viewer icon inthe  DbConsole window

Fie View Configure System Help

Lo... | | Swste.. | Link1d | 1.| P] Message

7333 000002 0O0JOCO MessagelD: 3022 (0sBCE), ength 12

27993 000002 00J0CO MessagelD: 3022 (0:BCE), length 12

38000 000002 OOJ0CO Request fom127.0.0.1 [127.0.0.1] por 2585 at Sun Aug 1512:24-46 2004
38001 000002 0O0JOCO MessagelD: 3007 (0:BBF), kencth 14

38002 000002 00J0CO Request fiom 127.0.0.1 [127.0.0.1] por: 2586 at Sun Aug 1512:24:46 2004
38003 000002 OOJOCO MessagelD: 3022 (:BCE], ength 14

36004 000002 0OJOCO Rlequest fiom127.0.0.1 [127.0.0.1] port 2567 at Sun Aug 1512:24:46 2004
209005 000002 000000 MessagelD: 3007 (0+BBF), lancth 8

38005 000002 00JOCO Request fom127.0.0.1 [127.0.0.1] por: 2588 at Sun Aug 1512:24:47 2004
38007 000002 00JOCO MessagelD: 3022 (0:BCE), ength 9

38008 000002 0OOOCD Request fom 127.0.0.1 [127.0.0.1] por: 2589 at Sun Aug 1512:24:47 2004
38003 000002 0000CO MessagelD: 3007 (0sBBF), kencth 23

32010 000002 00JOCO Request fiom 127.0.0.1 [127.0.0.1] por: 2590 at Sun Aug 1512:24:47 2004
38011 000002 OOIOCO MessagelD: 3022 (0:BCE). length 23

38012 000002 0O0JOCO Request fom 127.0.0.1 [127.0.0.1] por: 2593 at Sun Aug 1512:24:55 200¢
38013 000002 00JOCO MessagelD: 3035 (0:BDB), length 8

38014 000002 0O0JOCO Request fiom 127.0.0.1 [127.0.0.1] por: 2594 at Sun Aug 1512:24:55 200¢
30015 000002 000000 MessagelD: 3007 (0xBBF), lancth 7

38016 000002 OMIOCO Request fiom127.0.0.1 [127.0.0.1] par: 2595 at Sun Aug 15 12:24:55 2004
38017 000002 00JOCO MessagelD: 3022 (0:BCE), lenath 7

38018 000002 0O0JOCO Request f10m12T.|U.U.1 [127.0.0.1] por: 2596 at Sun Aug 1512:24:55 2004 M|

»

|
Close |

Status | 15/08/2004 [13:08 7

Lix|

OO0ODO0OO0OO0OO0OO0O000O00O0ODO0OAO0O0O0OO000
OOoODO0OO0OO0OO0OOoOOoOo0CoOOoODoOCODODOO

\) You may be asked to use this screen by your system administrators or technical
support staff trying to trace a fault. You may be asked to describe the entries
displayed or take a screen capture of this log. Follo w their instructions.

To close the Event Log Viewer, click the Close button.
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Db Archive user and administrator guide 51
© 2011, Version One Ltd



Document Management & Imaging

Award -winning paperless office solutions Ve Nsion O ne

—=—"

About DbQuery

Overview:  search for a specific document in the DbArchive, using a configurable enquiry
window. Once a document has been retrieved from the archive, you can:

 Print

Y Rotate and zoom in

9 Send by email and fax

Export the contents to a .csv file
{ Add annotations

9 View related documents, eg look at the original purchase order from a purchase
invoice.

Using D bQuery

Topic What it covers

Access DbQuery from another Accessing DbQuery from another application

application

Find from document type Searching for documents

window

Query document types Selecting document types for the query.

window

Document viewer window Displays the document you are looking for.
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DbQuery and DbWebQuery

You can use two ways to access the document archive:

9 DbQuery & uses a client window, accessing the Archive Server from your own PC over
a network

I DbWebQuery & over the internet, using your web browser, eg Internet Explorer.

DbWebQuery and DbQuery are very similar. They look very similar and have almost identical
features. Most of the differences between the two systems are in the detail of the us er
interface.

\_) It's likely your organisation uses either DbQuery or DbWebQuery, but it's possible you

might have both. If so, just use the one you prefer. DbWebRetrieve provides
enhanced functiona lity on top of DbWebQuery, with improved searching and better
usability.
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Accessing DbQuery from another application

You can access DbQuery from another application such as your ERP or finance package,
usually by clicking a button to display the appropriate document image. For example:

Document Image

\_) The button shown is an example & the button label or icon used to display the image
may vary depending on the application and the way it was integrated. There are many
ways of integrating the document management suite with third -party products . They
are not described in detail here.
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About query document types

Overview:  shown after you have logged in. Menu o ptions are displayed below the window
title:

o,

File Communication Tool Help

..."\..[
(@] @_l .
L o < 1.4

Purchase Orders

Draft Purchaze Orders
Purchaze Comespondence
Authorisation Jourmal
Sales Orders

Dezpatch Notes

Proofs of Delivery

Sales Invoices

Quotationz

Aged Debt Reports

Sales Conezpondence
BACS Submizsions
Shipping Docs

t atenial Ingpection Sheetz
Unproceszed Invoices
Goods Received Motes
Backing Sheets

Ficking Motes

Scanned Fick Mates

0ld Purchase Invoices

Mews Language - English

Menu Description

File menu Close DbQuery

Communication Disconnect from and reconnect t o the server and set up the
menu_ communications settings

Tools menu Access to Query Layout Settings and Options

Help menu Access the help system and show the version number. You need this if

you conta ct your support team with a query.

The window shows a list of the documents on your system, eg purchase orders, sales orders,
picking notes, correspondence, etc. Choose a document type and click the Query button.

Button Description

Query Display the find from document type window for the selected document type.
Or you can double -click or right -click a document type.
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Exit Close the window.
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File menu

Overview: the File menuonthe  query documenttypes  window has one option.  Click Exit to
close DbQuery.
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Communication menu

Overview:  the Communication menu allows you to disconnect from an d reconnect to the
server and to set up the communications settings. The following options are available:

Option Description
Server Click to reconnect to the server. The list of available document types on
reconnect this server is displayed in the query document types window to show the
login window. This is useful when you have multiple archives, eg Test and
Live.
Server Click to disconnect from the server. The list of available docume nt types
disconnect in the guery document types window disappears. You may want to

disconnect to reconnect to another server.

Configuration Click this option to display the Configuration window.

Configuration
Default Server Connection

Name 127001

Port 31417

Field Des cription

Name Enter the default server connection name. You could use the IP
address as the name.

Port  Enter the default server connection's port number:
31417 & writing to DbArchive
31418 & reading from DbArchive.
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Tools menu

Overview:  the Tools menu gives access to:

9 query layout settings
1 options.

Query layout settings

Click to set the maximum number of query rows.

Field Description
Maximum number of Select the maximum number of rows to be displayed in the
query rows query selection window
Default = 4
Options

Click to display a number of tabs enabling various options to be set.

Exporting tab

[ Ccort e [ A iknnosiisocos |

[%] Enabled [%] Enabled

Fax ~ Email

@ Server Only @ Server Only

© Loca! Client Driven © Loca! Client Driven

‘D Perform Lookup ‘D Perform Lookup

[] Output Multi Page
| o o
Field Description
Fax
Enabled Allow an image from the query to be sent by fax
Server only Send the image to the fax queue without using the user's fax
client

Local client driven Send the image to the fax queue using the user's fax client
Perform lookup Send theimagetoa  fax number looked up automatically. Your

syst em must be configured to do so.

Email
Enabled Allow an image from the query to be sent by email
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Server only
Local client driven

Perform lookup

Send the image by email without using the user's mail client
Send the image by email using the user's mail client

Send the image to an email address looked up automatically. Your

system must be configured to do so.

Output multi page files

Allow multiple images to be sent together.

Image printing tab

|

Options X

Ii 1

- Documents
© Frint From Local
@ Frint From Server

Server Default Printes

[ Colour

[[] Print Annctation

Field

Description

Documents

Print from local

Print from server

Server default printer

Colour

Print annotations

Select this to print images from the local printer. Opens the
Windows print routine for selection of the printer.

Select this to print images from the server default printer

Enter the path to the server default printer set up during

integration 8 the integration files must be set up to map this
name to a real printer. The Print from server option must be
selected.

Select to print in colour, if available.

Select this to print notes added to imag es.
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Text printing tab

© Frint From Local
@ Frint From Server

Server Default Printer

The archive can contain text files as well as images. Text printing is for text files. Options for
text documents rather than stored documents.

Field Description
Documents
Print from local Select this to print text from the | ocal printer. Opens the usual

Print from server

Server default printer

Windows print routine and allows selection of the printer in the
usual way.

Select this to print images from the Server default printer

Enter the path to the server default printer. T he Print from
server option must be selected.

Annotations tab
=

—p———

[x] Display
X Indicate

[X] Graphic Annctation for Image Viewer
[7] Note Annotation 1o display Header

16 v | FontSize
Field Description
Display Select to display annotations.
Indicate Select to indicate that annotations have been made.

Graphic annotation for

Db Archive user and administrator
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image viewer image viewer.

Note annotation to display Select to insert a header line show  ing the user who added
header the annotation and the date.

Font size Choose the font size for annotations from the drop -down list.

Miscellaneo us tab

3 Options A
= T
[X] Auto Display Single Document [X] Permit Extended Result
[J Use Container for \Web Browser Plugin [J Printlexport current page only
Background Processing Durabion Maximun Row Return
Flease select - 503

Field Description

Auto display single If the query result is a list with just one item, automatically

document display the document, rather than showing the list.

Use container for web The archive can also be used to store and vie w non -standard
browser plugin document types, eg Word documents, Excel spreadsheets, etc.

Use this setting to determine whether you view these
documents within their own native application, eg launching
Word to view a document, rather than showing them within the
Version One application.

Permit extended result Choose to allow a greater number of results to be returned. Use
Maximum Row Return (below) to specify the number of results
you want.

Print/export current page Print or export the current page only, rather t han the list.

only

Background processing This is the time you are prepared to wait for an extended query

duration to execute before considering it an error, eg if you ask for a

particularly large query it may take a considerable time to
execute. Choose fromth e drop -down list: 15, 30, 45 mins, 1
hour.

Maximum row return Choose the maximum number of rows with the spin controls. A
larger number may increase the processing time.
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About find from document type window

Overview:  this window is displayed after selecting a document type and clicking Query in
the query document types _ window.

Find from document type Purchas

File View Help

Bes tes 3 2 &5

«~ Search Criteria

Depaosited by EQUALS h Invoice Yalue EQUALS -
Archive date EQUALS h Pl& Reference EQUALS -
Supplier Marne EQUALS h Purchase Order Number EQUALS -
Supplier Code EQUALS h Invoice Number EQUALS -
Invoice Date EQUALS h Net"alue EQUALS -
Invoice Status EQUALS h WAT Walue EQUALS A
Supplier Invoice Reference | EQUALS -

&
Menu Description
File menu Perform several actions with the query results.
View menu Chang e the page of query results displayed and select all documents
displayed.

Help menu Access the help system.
Field Description
Navigation When you have more than one screen of results, the navigation icons are
icons used to display the First, Previous, Next and Last pages in the list.

|<:j Display the first page in the list of documents.

<:j Display the previous  page in the list of documents.
[:;> Display the next  page in the list of documents.

[:\’l Display the last  page in the list of documents.
Search criter  ia  Alist of fields is displayed. Each field name has a drop -down list of search
fields options and a field for the value.
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[Field]

Use one or more of the fields to define your search. Choose a search
operator and enter the search value:

! EQUALS

NOT EQUALS
LESS

LESS OR EQUALS
GTR (greater)

GTR OR EQUALS
BEGINS

NOT BEGINS
CONTAINS

T NOT CONTAINS.

Choose an operator and enter a search value. You need to enter search
criteria & you can't leave all fields blank to show all results. Blank fields
blank are ignored w  hen searching.

=A =4 =4 =4 -4 4 -4 -4

Button

Description

Find now

New search

Find documents matching the search criteria, shown in the lower half of

the window. Click a document in the list to display it in the document

image window. Right -click a document in the search results to dis play the
search results context menu

Clear the list of documents and the search criteria ready for a new search.
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File menu
Overview: the File menuonthe find from document type window is used to print, fax, emalil

or export search results. These options are available:

Option

Description

Print selection

Send to

Export results

Close

Print the selection of quer vy results to your choice of printer

Send the documents by fax or email to the recipient specified:
9 Faxrecipient sends a fax to the recipient.

Mail recipient opens a new email to the recipient with the
selected documents attached as a .tif file.

Create a CSV file of the search results for export. Useful for further
analysis of your query results.

Close the window.
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View menu

Overview: the View menu onthe  find fr om document type window is used to change the
page of query results displayed and select all documents displayed. These options are

available:

Option Description

First range Show the first page of results
Next range Show the next page of results

Previo us range

Show the previous page of results

Last range Show the last page  of results

Select range Select all documents in the current page, use the file menu  to work with
them.
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Search results context menu

Overview:  right -clicking a document in the search results of the find from document type
window shows a context menu for the selected document.

\) If multiple documents are selected (using the Select Range option in the view
menu ) the context menu applies to all documents selected.

Option Description

View Display the document in the document image window

document

Links Display the Links window for selection of another document linked to the
selected document. For example a sales order might have a linked proof of

delivery, invoice, despatch note and picking note. Seeing the option doesn't
guarantee that there is a linked document.

Save Save the selected documents as .tif files in a selected folder
selection

Print Print the selected documents

selectio n

Send to Send the selected documents to a fax recipient or mail recipient

BLOBID:nn  Shows the BLOBID (Binary Large Object ID) number of the document. Used for
support purposes only.
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DbQuery document viewer

Double -click a document in the find from document type window to display it in the
document viewer. You can work with t he document here, display linked documents, add
annotation notes, etc.

Document Viewer. Page 1 of 1

File Wiew Annotation Help

% = @) E} T = 2 R E &> = ToFOD > :'/ B | R ‘Ii‘lﬁ = B

4 LS
Number of Annotations: 0

Q The document scales to the size of your window 0 make the window larger to show
documents larger.

Toolbar

Use the toolbar to work with the document, zoom in, rotate, print, etc.

E:‘T'J :'.:‘ (i\} @ ] ‘I“ 2 8 Ei | B = To POD > :'/, [ E \‘\ _ Eg’
Icon Description
E‘ Save the document, with any annotation changes (see below).

Print the document.

@ Zoom in and make the document bigger.
@ Zoom out and make the document smaller.

Actual size. Show the document actual size, use the scroll bars t 0 pan around.
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[yl Page width. Fit the document to the page width in the available window, use the
vertical scroll bar to pan up and down.

'.I_', Full page. Show the document as large as possible whilst still showing the whole
document in the window.

@ Rotate t he image left a quarter turn.

[_?_::::';. Rotate the image right a quarter turn.

E Toggle front and back of document for double -sided documents.
View front and back of document for double -sided documents.

Previous page.
Next page.

Navigate to link 8 look at documents linked to the current document. Choose the

type of document you want from the drop -down list and press the button.
s To POD -
To POD |
To Despatch Note g
To Picking Notes |
@ Fax the document.
@ Email the document.
Select annotation mode. Show and hide any annotation notes you have added t o]

the document. Enables the buttons that follow.

%‘ Display annotations, you can add notes to your documents. Notes are a bit like

[ Tondiom Ll martin 09/06/2011 17.08:47
This is a note

Novetes
House
rescact
s

deirver between 12 noon and 2pm
neInping

Dwscrgrion Danl
Explooing Banday Cardias
Ingoor Freworks - Celebraton 7 Pax £015 4 £64.05
Badoors - Age 50 mult-colour 25 Bax €295 o £
Bastoons - Age 21 red 25 Bax £318 0 £rars
Baboons - Age 18 redpsliow 25 Box £205 0 Enrs
voras
L 021 o
TOTAL
VAT £57.37
& Annotation table. Check your annotations in the lower half of the window, along

with their authors, dates and times.
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Insert a new annotation. Add your note to the document, your name and the
timestamp are recorder automatically. You can check any annotations using the
annotation table at the foot of the screen
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DbQuery command
line interface
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Single field search examples

\_) Command line inte  gration is available for application integration. Most people won't
need to use this section

Example DbQuery single field search:

.\ DbQuery.exe 1s MyServer 1031417 i u administrator T p administrator
PurchaseOrders PO_NUM 51

Where:

-S Server name
-0 Port

-u Username
-p Password

<Document Type>  Document type

<Field Name> Field name
<Field Value> Field name
In the command above a search is performed on the document type PurchaseOrders  where

the field name  PO_NUMSs 51.
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Multi -line search examples

\_) Command line integration is available for application integration. Most peo ple won't
need to use this section

Example DbQuery multiple line search:

.\ DbQuery.exe

s MyServer 1031417 i u administrator T p administrator

PurchaseOrders SOF=PO_NUM S00=GT S0V=54 S1F= REF S10=EQ S1V=S123

<Document Type>

SnF

SnO

SnV

Server name

Port

Username

Passwo rd

Document type

Tag field ID

Operator for the search index (see below)

Search value of the tag field.

SnF is the tag field ID, this can be the position of the field in the DbArchive document type or

the field name. Optio

SnO=EQ

SnO=NE

SnO=LT

SnO=LE

SnO=GT

SnO=GE

SnO=BEGINS

SnO=NOTBEGIN

SnO= CONTANS

ns for the SnO operator for the search index:

Equals

Not equals

Less than

Equals or less than
Greater than

Equals or greater than
Begins with string

Not begins with string

Contains string

SnO=NOTCONTAIN: Not contains string

SnO=INRANGE

In range
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The example above performs a search on the document type PurchaseOrders  where the

PO_NUMs greater than 54 AND where the REF=S123.
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Command line arguments

\_) Command line integration is available for application integration. Most people won't
need to use this sec tion .

.\ DbQuery.exe @c: \ dbq\ docqry.dbq

Contents of docqry.dbq

1 s MyServer

i 031417

T u administrator
T p administrator
PurchaseOrders
SOF=PO_NUM
S00=GT
S0v=54

S1F= REF
S10=EQ
S1v=S123
Performs the same multiple search as previously.
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DbWebQuery
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About DbWebQuery

Overview: uses a web browser (eg Internet Explor er) to search for documents in the
DbArchive. You can search for documents by a number of methods. For example, search for
a purchase invoice by invoice number, supplier name, date range, value range, supplier
postcode, and so on.

\_) The display scalestot he size of your browser & make the window larger to show
documents larger.

Once a document has been retrieved from the archive, you can:
1 print
{ rotate and zoom in
 sendtoathird -party by email and fax.
{ add annotations

9 show related documents, eg viewing a purchase invoice you can view the original
purchase order.

Using DbWebQuery

Topic What it covers

DbWebQuery login Logging in to DbWebQuery directly

window

Access DbWebQuery from Accessing DbWebQuery from another application

another application

Document list Using the list of document types displayed to find the document
you want
Document viewer Display a document from the document list _ to display it in the

document image window

Change password Change your password
Logging out of Log out of DbWebQuery.
DbWebQuery
\_) It's likely your organisation uses either DbQuery or DbWebQuery (and
DbWebRetrieve ), but possible you might have both. If so, just use the one you prefer.
\_) DbWebQuery also has a command line interface (CLI) not docume nted here.
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Document list

Overview: used to find a scanned document using a web browser.

Document Management & Imaging

VersionOne DbWebQuery
\—— Document List

Logowut | Change Password

DESPATCH_NOTES

SALES_INVOICES Deposited by | Equals

STATEMENTS hrchive date | Equals

ORDER_ACKS Despatch Mote Mumber |Equals

SALES_ORDERS Customer Mumber | Equals

PURCHASE _INWOICES Customer Mame | Equals

PURCHASE_ORDERS Cur Order Mumber | Equals

SAGE200_GRN_MNOTES Customer Order Mo | Equals

Delivery Date | Equals

Signed 4N [Equals

Technical Support 01625 856 510 support@yversionone, co,uk

Field Description

Option

Logout Log out of DbWebquery.

Change password Change your DbWebquery password.

Document types The document types available are shown as buttons on the left

of the window. Click the document type you want.

Search criteria fields A list of fields is displayed with a dr op-down list of search
operators and a field to enter a value. The fields shown depend
on the document type selected. For example, purchase orders
might include Supplier Code and Order Number fields, picking

notes might include a Customer Code and Picking Note
Number.

Various fields are Use one or more fields to define your search:

displayed 1 EQUALS

f NOT EQUALS
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LESS

LESS OR EQUALS
GTR (greater)

GTR OR EQUALS
BEGINS

NOT BEGINS
CONTAINS

T NOT CONTAINS.

Choose an operator and enter a search value. You need to

ent er search criteria 8 you can't leave all fields blank to show
all results. Blank fields blank are ignored when searching. The
available selection criteria change according to field type
(whether it's a string, number, date, etc).

=A =4 =4 =4 A4 A4 -4

Button Description
Search Show all documents matching the search criteria. Click the view icon -
against a document in the list to display it in the document viewer

VersionOne DbArchive
" Document List
Main Document List Logout

Total Records Matched 6 [ Record 1 to 6 ]

Purchase Orders

Suppter Code | orer Humber iy B

O b & VIUSER 31/07/2006 CELNO1 31/07/2006  Roger 327.8 Printer PRE_APPROVED
O " VIUSER 31/07/2006 CELNO1 7 31/07/2006  roger 161.03 Printer PRE_APPROVED
O “ VIUSER 31/07/2006 IWC001 8 15/07/2006  Jane O 167.5 Printer PRE_APPROVED
O “ VIUSER 31/07/2006 PRIMO1 9 19/07/2006  Jane D 1485 Printer PRE_APPROVED
® % VIUSER 31/07/2006 PRIMO1 10 31/07/2006  Jane D 2934 Printer PRE_APPROVED
O % VIUSER 31/07/2006 HSTO1 1 23/07/2006  Roger 3758.5 Printer PRE_APPROVED

New Search |Previous Search |Next Range |Previous Range |First Range |Last Range

| Print | | Email l | Fax|
Reset Clear the list of documents and the search criteria to run a new search.
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DbWebQuery document viewer

Click the view icon % against a document in the document list _ to display it in the document
viewer. You can work with the docum ent here, display linked documents, add notes, etc.

¢ Favorites | @& pocument Viewer

‘5“) @@ : ';45 {;ﬁ) ':'f\?\‘} | FB | ‘:38 To Authorisation Audit - ’LT.;@ [j IR,

Homestyle Traditions Ltd Purchase Order
Your Reference  Your Quotation Ref: YER/7735

York YO23 €8S AN Amounts in  Pounds Strding
xA'l GB 3766823 04 Terws 30 days from Invoice Date
g;‘"’" 19/08/2006
Buyer Roger
Srder 31/07/2006
Order
Number 6
Account No CELNO1
Please do not deliver between 12 noon and 2pm
No shortages accepted

Line Code Description Quantity Unit Unit Price Discount % Net

1 ARG003 Exploding Birthday Candles 10 Pack £3.75 0 £37.50

2 ARG098 Indoor Fireworks - Celebration 7 Pack £9.15 (4] £64.05

3 ARG155 Balloons - Age 50 multi-colour 25 Box £2.95 0 £73.75

4 ARG156  Balicons - Age 21 red 25 Box £3.15 0 £78.75

5 ARG159 Balioons - Age 18 red/yeliow 25 Box £295 0 £73.75
TOTAL
NET £327.80
TOTAL
VAT £57.37
TOTAL
GROSS £385.17

) . ' Jf
Not valid unless signed % A (et
'\D The display scales to the size of your browser 8 make the window larger to show

documents larger.

Toolbar
Use the toolbar to work with the document, zoom in, rotate, print, etc.

—5—‘j I®l @I 7:4:41—}- {/?é\l I?{} ; FB J' 1_@8 To Authorisation Audit v ’F‘// E 3 |
Icon Description

% Print the document.

] Zoom in and make the document bigger.

@
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Zoom out and make the document smaller.

Actual size. Show the document actual size, use the scroll bars to pan around.

Page width. Fit the document to the page width in the available w indow, use the
vertical scroll bar to pan up and down.

Full page. Show the document as large as possible whilst still showing the whole
document in the window.

Rotate the image left a quarter turn.

Rotate the image right a quarter turn.

First p age of a batch.

Previous page.

Next page.

Last page of a batch.

Toggle front and back of document for double -sided documents.

View front and back of document for double -sided documents.

Navigate to link 8 look at documents linked to the ¢ urrent document. Choose the
type of document you want from the drop -down list and press the button.

Email the document.

Fax the document.

Select annotation mode. Show and hide any annotation notes you have added to
the document. Enables the button s that follow.

Display annotations, you can add notes to your documents. Notes are a bit like
'sticky notes' you can stick over the top of your documents.
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fle Tradsions Ltd martin 09/06/2011 17.08:47
This is a note

fos

T

I Novetes
House
rescact

Geirver betwoen 12 noon and 2pm
necnptnd

Dwscrgeion Qual

Exploong Banday Cardies

Insoor Fireworks - Colebraton 7 Pax £01s o £64.06
Bakoors - Age 50 mult-colour 25 Bax €295 o £
Batoors - Age 21 red 25 Bax £318 o £rars
Baloons - Age 18 redpstiow 25 Ban £205 o ;s

ToTAL
e 021 o
TOTAL

VAT £57.37

5 Annotation table. Check your annotations in the lower half of the window, along
with their a uthors, dates and times.

Q Insert a new annotation. Add your note to the document, your name and the
timestamp are recorder automatically. You can check any annotations using the
annotation table at the foot of the screen.
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Login window

Overview:  DbWebQuery can be accessed directly or through other applications . If accessed
directly, your web browser shows the User Login window.

Decument Management & Imaging

ersion0One DbWebQuery
E—,———“"—;’ User Login

T
%ﬁ .} USERNAME
JEL

g _ s B
Jj{‘ i‘?,i PASSWORD
N

- <§i:§§’

“Wersion 0& Technical Support 01625 856 510 support@versionone, co,uk

Field Description

Username Enter your DbWebQuery username.

Password Enter your DbWebQuery password.

Bu tton Description

Login Loginto DbWebQuery to display the document list
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Change password

Overview: to change your password, click Change Password on the document list  screen.

Document Management & Imaging

VersionOne DbWebQuery
\m—— Change Password

01d Password
Hew Password

Confirm Password

‘ersion Cne i Technical Support 01625 836 510 support@versionone. co.uk

Field Description

Old password Enter your old password for security purposes

New password Enter your new password

Confirm password Re-enter your new password to confirm.

Button Description

OK Change your password

Cancel Exit without changing the password and showt he document list
window.
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Logging out of DbWebQuery

To logout of DbWebQuery, click Logout on the document list _ window . The login window
displays.
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Accessing DbWebQuery from another application

You can access DbWebQuery from another application, usually by clicking a button or
hyperlink to log on automatically (bypass ing the login window), and display the appropriate
image. For example:

Document Image

\_) The button shown is an example & the button label or icon used to display the image
may vary depending on the application and the way it was integrated.
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DbWebRetrieve
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About DbWebRetrieve

Overview: DbWebRetrieve usesa web browser to find documents in your archive

(DbArchive ). You can search for documents by a number of methods. For example, search

for a purchase invoice by invoice number, supplier name, date range, value r ange, supplier
postcode, and so on. DbWebRetrieve is useful for building and accessing custom searches

that you want to reuse.

You can use DbWebRetrieve to:

search and view multiple documents

view individual documents (by drilling -down)
browse through your  documents

print documents

fax documents

= =4 =4 -4 -8 -

email documents

9 create and manage custom searches.

\_) The display scales to the size of your browser & make the window larger to show
documents larger.

Viewing and using documents
Once a document has been retrieved from the archive, you can:
T print
1 rotate and zoom in
I sendtoathird -party by email and fax.
1 add annotations

show related documents, eg viewing a purchase invoice you can view the original
purchase order.

Using DbWebRetrieve

Topic What it covers
Using
Creating a search Creating a document search
Editing a search Modifying, copying and deleting searches
My searches Defining and using your own custom searches on the document
archive
Document list Using the list of document types displayed to find the document
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you want
Search definition Detailed definition of the search setup
Document viewer Display a document from the document list  to display it in the

document image window

Printing documents Printing selected documents from your browser search
Faxin g documents Faxing selected documents from your browser search
Emailing documents Emailing selected documents from your browser search
Accessing

Logging in Logging in to DbWebRetrieve

Logging out Logging out of DbWebRetrieve

Change password Changing your DbWebRetrieve security password.

\_) Existing customers may recognise some of the functionality from the existing
DbWebQuery application. DbWebRetrieve is a new application with additional facilities
to build standard searches outside your ERP or accounts package.
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Creating searches

Overview:  you can build your own custom searches and save them for using in the future.
Your own searches are saved with your logon and don't affect any other users.

Search toolbar

The search editing toolbar is at the bottom of the window.
‘ i

= >0 R

Adding a search

1. Choose the Search Definition button on the toolbar

2. Choose the Add Search button %
3. On the right of the window start building a new search .

Click Save t o save and validate the new search. When saved the new search is added to the
search list. You can create multiple searches on the same DbArchive data.

Editing a search

1. Choose the Search Definition button on the toolbar

»
2. Choose the Edit Search button c

3.  On the right of the window edit an existing search
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Editing searches

Overview:  existing searches can be modified, copied and deleted.

Editing a search

If you have a search that ne eds amending you can edit it.

1. Select the search you want

n

Click the Edit button

w

Make the search definition _ detail changes you want.

I Copying a search

If you have a search that is nearly what you want, it is often quicker to copy the
search and modify it, rather than creating a new search.

=

Select the search you want

2. Click the Copy button

3. Give the search a meaningful name (each search must have a unique name)
4

Click the Edit button and modify the copy of the search.

% Deleting a search

If you no longer need a particular search you can delete it.

1. Select the search you no longer need

2. Click the Delete button.

\_) You can have multiple searches on the same database table as long as they have
unique name s.

Db Archive user and administrator guide 91
© 2011, Version One Ltd



Document Management & Imaging

Award -winning paperless office solutions Ve Nsion O ne

My searches

Overview:  you can create your own searches and save them so they a re always available in
future. Pick the search you want from the drop -down list on the toolbar.

MY SEARCHES Search Remittance Advice

ect V;Vy Search

Deposited by
equals [»

Archive date

Your list of searches is also shown on the left of the window when you choose My Searches
from the toolbar.

curment Mansgement £ Ims

VersionOne

My Searches e ’
Search Purchase Invoices / Credits ‘
Search Sales Orders ’
Search Despatch Note

Search Sales Inveice

Search Customer Statement
Search Purchase Order
Search Remittance Advice
Search Proof OF Delivery
Search Dbauthorise Audit Trail
Search Sales Quote

Search Logs

Search Order Confirmation

Q The first time you use the software you seset of automatically created My Searche

one for each table to which you have accesg.searches you can see are determined
by your access level permissions.

Choosing a search

Choose a search by selecting it from the list to show the document list  showing the search
details.

Pin and unpin panel buttons

You can 'pin' the search panel, to leave it displayed. Click the pin button at the top of the
search panel.

My Searches il

If you unpin the panel it is display ed when you move the mouse to the left border of the
window. If you move the mouse away from the displayed panel, it hides again.
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Open and close search panel buttons

You can open and close the search panels using the small buttons at the top of the search
panel. The Open button has two right arrows and opens the search panel. The Close button
shows two left arrows and closes the panel.

‘ My Searches |

Q The open, close and pin buttons only show when relevant, eg you don't see the open
button if the search panel is alread y showing.

Search definition

Click the search definition button at the top of the screen to show the search definition
toolbar. Select a search from the list on the left and click the edit button to see the
search definition  parameters used for the selected search.

MY SEARCHES ---Selact My Search---

My Searches B« ‘

Name
[#] Search Purchase Invoices / Credits
Search Sales Orders 2

| Search Despatch Note

| |Search Sales Invoice
[] Search Customer Statement

| Search Furchase Order ]

| |Search Remittance Advice

| Search Proof Of Delivery

| |Search DbAuthorise Audit Trail i
[[] Search Sales Quote

| 'search Logs 1

| |Search Order Confirmation b
] logs 2

] [test

[T] | Copy of test

3 {

Page 1 of1 0w View 1 - 15 of 15

% S0 R
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Document list

Overview: used to find a scanned or archived document using a web browser. The
docum ent types available are shown as buttons on the left of the window. Click the

document type you want. Once you've found a document you can look at it in the document
viewer .

Field Description

Search criteria A list of fields is displayed with a drop -down list of search operators

fields and a field to enter a value.

The fields shown depend on the document type selected. For example,

purchase orders might include supplier code and order number f ields,
and picking notes might include a customer code and picking note
number.

Deposited by

_equals -

equals

not equals

less

less or equals | §
otr

tr or equals
not begins g

contains

nol contains
me
sfirstname
$lastname |mI
fullname }
Equars - I

Search operators Use one or more fields to define your search:
I equals

not equals

less

less or equals

gtr (greater)

greater or equals

begins

not begins

= 4 -4 -4 -4 -—a -—a -»

contains
f not contains

The available selection criteria change according to the field type
(string, number, date, etc).

User defined search There is a special class of operators derived from the login name

operators credentials and derived from your system date and accounting
practices:
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Names

$me Your logged in user name to DbArchive.

$firstname Your first name (taken from DbLogin).

$lastname Your last name (taken from DbLogin).

$fullname Your full name & first and last name, with a
separating space.

Dates

$lastwee k Any date in the last week. So between >= today -7
and <today.

$lastmonth Any date in the previous month, based on the day of
the month. On 10/08/2011 this is >=11/07/2011
and <=10/08/2011.

$lastcalmonth  Any date in the previous calendar month. On
10/08/ 2011 this is >=01/07/2011 and
<=31/07/2011.

$lastyear Any date in the previous complete 12 months. On
10/08/2011 this is >=01/08/2010 and
<=31/07/2011.

$lastcalyear Any date in the last calendar year. On 10/08/2011
this is >=01/01/2010 and <=31/12/2010.

$lastfingtr Any date in the last financial quarter, based on the

$lastfinyear

$lastvatqtr

first month of the financial year stored in the base
configuration. If the financial year start is 04 (1

April) the financial quarters start on 01/04, 01/07,

01/10, 01/01 of each calendar ye ar. On 10/08/2011
this is >=01/04/2011 and <=30/06/2011.

Any date in the last financial year, based on the first
month of the financial year stored in the base
configuration. If the financial year start is 04 (a

April) on 10/08/2011 this woul d be >=01/04/2010
and <=31/03/2011

Any date in the last VAT quarter, based on the first
date of the VAT year stored in the base
configuration. If the VAT year start is 05/04 (5

April), VAT quarters start on 05/04, 05/07, 05/10,
05/01 of each ¢ alendar year. On 10/08/2011 this is
>=05/04/2011 and <=04/07/2011.
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$lastvatyear Any date in the last VAT year, based on the first
date of the VAT year stored in the base
configuration. If the VAT year start is 05/04 (5
April), on 10/08/2011 this is >=05/0 4/2010 &
<=04/04/2011.

$thiscalmonth ~ Any date in this calendar month. So on 10/08/2011
this is >=01/08/2011 & <=31/08/2011.

$thiscalyear Any date in the current calendar year. So on
10/08/2011 this is >=01/01/2011 and
<=31/12/2011.

$thisfingtr Any date in this financial quarter, based on the first
month of the financial year stored in the base
configuration. So if the financial year start is 04 (1
April each year), financial quarters start on 01/04,
01/07, 01/10, 01/01 of each calendar year. So on
10/08/ 2011 this would be >=01/07/2011 and
<=30/09/2011.

$thisfinyear Any date in the current financial year, based on the
first month of the financial year stored in the base
configuration. So if the financial year start is 04, on
10/08/2011 this would be >=01/ 04/2011 and
<=31/03/2012.

$thisvatqtr Any date in the current VAT quarter, based on the
first date of the VAT year stored in the base
configuration. So if the VAT Year start is 05/04 (5
April), VAT quarters start on 05/04, 05/07, 05/10,
05/01 of each cale ndar year. On 10/08/2011 this
would be >=05/07/2011 and <=04/10/2011.

$thisvatyear Any date in the current VAT year, based on the first
date of the VAT year stored in the base
configuration. So if the VAT year start is 05/04 (5
April). On 10/08/2010 this would be >=05/04/2010
and <=04/04/2011.

Running the search

Choose an operator and enter a search value. You need to enter search criteria d you can't
leave all fields blank to show all results. Blank fields blank are ignored when searching.

Button  De scription

b'%EJ Show all documents matching the search criteria. Click the view icon against a
document in the list to display it in the document viewer
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DbWebRetrieve

Deposited by

not equals
Archive dste

equals - m
Supplier Code

quels (=]

Supplier Name
equals =

Transaction Type

sauals =
Invsice to

sauals =
Inveice Date

equals - m
VAT Value

equals =
currancy

<auals
Company

squals =

DbCapture DaclD
equals -

Gaods Value

T
Gross valus
cquals (=]

- o

™

Search Purchase Tnvoices / Credits

Clear the list of documents and the sear

A LAl R
1 Qi Q) administrat: 20/06/201.
QG sdministrat 20/06/2011 4
QG dministrat 20/08/2011 &
QG sdministrat 20/06/2011 &
QG sdministrat 20/06/2011 &
1 QG admiristrat 207
[ QG sdministrat 21/
1 QuIQ administron 22/06/2011 44127914
1 QG sdmi
1 QQ administrat 22/

Deposited

Supglier
Code

011 44127504

/2011 30000

at. 2211

Supgher Transactior Invoice
eactan tnvaice o I

Mortimer C: INVOICE
Mortimer C: INVOICE
Mortimer C: INVOICE
Mortimer C: INVOICE
Mortimer C: INVOICE

WoadMart £ INVOICE
CoclWioad 1INVOICE
Mortimer €
Mortimer C: iy

Mortimer C.

00001678
00001678
oooD1878
00001878
00001878
it

="

00001678
00001678

00001678

st
000083

VAT Value | Currency Company ObCaplure| Goode  Gros
WU GEP CROWUS 137 000 45600
/UL GEP CROWS 137 000 45600
sooyiiTeon  csP CROWUS 137 000 asson
suoyii7e00  csP CROWUS 137 000 asson
soouiieon  csP  chows 137 8000 aseon
100420112006 cBP CROWUS 138 sz 1324
27/03/2011 868.19 GBP CRONUS 139 43489 5214.09
0010117600 GBP  CROWUS 140 38000 45600
/U700 GBP CROWUS 140 3000 aseo0
LT GsP CROWUS 140 soo0  4sson

View1 - 39 ot 42
i I+

ch criteria to run a new search.
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Search definition

Click the search definition button from the
parameters used for a search. Select a search and choose the edit button at the

bottom of the window.

MY SEARCHES

My Searches

[l Name

[#] Search Purchase Invoices / Credits

---Salect My Search--- -

a es Orders ]

[] search Despatch Note

] |Search Sales Invoice

7] Search Customer Statement

[] | search Purchase Order

[[] | 5earch Remittance Advice

[] search Procf Of Delivery

[] | Search DbAuthorise Audit Trail

[[] Search Sales Quote
[[] search Logs

[[] | Search Order Confirmation

] logs 2

[ test

] |Copy of test

3

Page 1

of 1 50

w

View 1 - 15 of 15

document list

The search definition is shown on the right of the window, where you can a

window to see the

mend the setup.

Configuration - Search Purchase Invoices / Credits

Search Definition
Search Table
Purchase Invoices / Credits -

Search Name

Search Purchase Invoices / Credits

Default number of rows to be shown in results screen

10 -

Search Fields Definition

a . Al A

Auto-run search when selected

Auto-hide search pane on document open

Auto-hide search pane on result display

Auto-display single search result

Fleld nama r Hidden when searching r Hidden in search results Oparator Detalt entry
Depaosited by r r equals - =
Archive date r r equals - ] |
Supplier Code r r equals - A
Supplier Name r r equals - 3
Transaction Type r r equals - |
Invoice No r r equals - I
Inveice Date r r equals hd ]
VAT Value r r equals -
Curraney r r anuale - x

1400
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Search definition

Field Description

Search table Choose the table you want to search. Use the drop -down
list to see those available (the names should be fairly self -
explanatory).

Search name Each search is given an easily understandab le name.
Default number of rows to be Use the drop -down list to pick from the 10, 25, 50 or all. A
shown in results screen greater number of results returned may have an impact on

performance. If you have more results than will show, you
can always scroll  through them & you are setting the
number of results shown, not the number found.

Auto -run search when selected Select this checkbox to run the search automatically when
the search is selected (rather than waiting for more
parameters and clicking the Se arch button.

Auto - hide search pane on Select this checkbox to hide the search pane after opening
document open a document.

Auto - hide search pane on Select this checkbox to hide the search pane when

result display displaying search results.

Auto -display single search Select this checkbox to open the document immediately if
result only a single result is found.

Search field definition

Field Description

Field name The search field definition list shows the fields available in
the selected search table. The fields available depend on
the table selected.

Hidden when searching Select this checkbox to hide the selected field when
searching. Doing this means you can't use the field as part
of your search definition.

Choose the checkbox in the column header to hide all
fields. Selectively un  -hide fields by clearing individual
checkboxes.

Hidden in search results Select this checkbox to hide the selected field in your
search results. Doing this removes the field from your
search results. You could search on a particular field, but
not actually display it, eg search for all Joe Hale's invoices,
without displaying a 'Joe Hale' column.

Choose the checkbox in the column header to hide all
fields. Selectively un  -hide fields by clearing individual
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Opera tor

Default entry

checkboxes.

Choose from the list of available operators:

il

= 4 -4 -4 -4 -2 _—a _—a _a -2

equals

not equals
less

less or equals
gtr (greater)
gtr or equals
begins

not begins
contains

not contains

$me 0 special operator: your logged in user name to
DbArchive

$firstname 0 special operator: your fir st name
(taken from DbLogin).

$lastname & special operator: your first name (taken
from DbLogin).

$fullname & special operator: your full name o first
and last name, with a separating space.

Add a field value for the search. For example choos e afield
name of 'Supplier name' and a default entry of 'Vertebrate
Publishing' to build a search for that supplier.
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Document viewer

Overview: use the document viewer to look at individual documents from the document

archive and work with them. The toolbar at the to p of the display is used to pick documents
from the search results and export, fax and email them. The buttons alongside the
documents are used to drill -down and open documents.
Top toolbar
d i W,

£ el =004
Button Description
Select all Use to select all the search resu Its in the display. Selected results are

shown with a tick.

Select none Use to deselect all documents in the search results and remove ticks from
the display.
Export to CSV Send the selected documents to a spreadsheet for analysis. Select the

documents y ou want and click the Export button. You can export the
selected documents or all the documents in your search results. Choose

which you want in the pop  -up window and click the Export button. Enter
the file name and path in the window that follows and cli ck Save.
Refresh Force the screen to redraw and display the latest information.
Send to fax Send the selected documents to your fax machine. You can do this for

one or more documents.

Send to email Send the selected documents to your email client. Th is uses your regular
email client (eg Outlook) and relies on it being configured. You can do this
for one or more documents.

Browsing the document list

If you have more document results than fit on the screen they are split into separate pages.
Use the b rowse buttons at the bottom of the window to page through the results.
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