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This book is a quick-start manual for ELMA ECM+ based on ELMA BPM Platform.
It is intended for users who want to master ELMA BPM on their own, and for
professionals who plan to implement ELMA. The main goal of the book is to give a basic
understanding of how to work with the ELMA ECM+ application.

It is expected that you are already familiar with the basic ELMA functions described
in the ELMA BPM Platform quick-start manual. It is also expected that the system is
prepared for work with the ELMA ECM+ application, with a created organization
structure and set of users (the ELMA BPM Platform manual provides instructions on
how to do that).

Below is the list of quick-start manuals:

e Quick Start of ELMA BPM Platform

e Quick Start of ELMA Web Portal

e Quick Start of ELMA ECM+

e Quick Start of ELMA CRM+

e Quick Start of ELMA Projects+

e Quick Start of ELMA KPI

For more details on the ELMA ECM+ functions see ELMA Help.

The ELMA Knowledge Base (http://www.elma-bpm.com/kb/) provides a

description of numerous technical issues and is constantly updated by the company’s

specialists.

This book is a tutorial rather than a reference guide; it gradually describes the main
functions and settings of ELMA ECM+. Before you start to read this manual, we
recommend you to get acquainted with the ELMA BPM Platform quick-start manual

which offers a basic understanding of the system.

The book shows an example of how to organize work with incoming mail and
describes functions that facilitate managing outgoing mail in the scope of electronic

document workflow in ELMA.
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Chapter 1. ELMA ECM+ Application

ELMA ECM-+ is a solution for Enterprise Content Management, based on the ELMA
BPM Platform. ELMA ECM+ helps to organize electronic document management in your
company and allows you to execute end-to-end business processes along with standard

document flow processes.

Any company has to manage their documentation, whether it is simple paper
communication between the manager and the accountant or a complex electronic
system of parallel and serial operations with documents. The ELMA ECM+ application
provides flexible document routing within your company. Several users can work on one

document at the same time and communicate easily between each other.

ELMA ECM+ app enhances ELMA Platform on document management and allows

you to:

e Create and manage new document types and document control cards;

e Automatize the records management and document registration;

e Organize document storage which allows setting access permissions to the
documents;

¢ Route documents;

e Set up digital signing of documents;

e Manage documents by such typical procedures as acquaintance and approval;

e Create same-type documents from a template;

e Use document encryption and digital signature to increase the information

security.




Chapter 2. Creating Electronic
Document Flow

Electronic document implementation is a process of converting paper
documentation into electronic document flow. All procedures familiar to you when you

do paperwork are carried out in electronic form.

These procedures are well regulated by MoReq2 (http://moreg2.eu/), a European

standard for electronic document management. According to this standard,
converting to an electronic form requires execution of the following basic processes:
creation, capture, flow, display, store, search, route, security, and control. This
approach makes implementation systematic and allows splitting the whole flow into

separate elements.
Here is a list of goals typical for an electronic document workflow:

e Reduce costs of paper documents;

e Accelerate information flow, reduce time for approval of documents, allow for
digital acquaintance with documents;

e Store document history;

e Create a structured document register according to the company’s records
classification scheme;

e Prevent document loss;

e Control work with documents;

e Increase compliance standards;

e Make is faster to search for documents;

e Reduce the amount of paper copies and control the amount of printed
documents;

e Use digital signature auditing to increase information security;

e Offer the executives a flexible tool that allows receiving information on the
quality of document handling;

e Distribute corporate standards and make sure that the employees adhere to

them.

In order to accomplish these goals, you have to start by setting electronic document
workflows within the EDM system of your company. Here are some examples of common
electronic document workflows: Incoming documents, Outgoing documents, Contracts,

Internal documents, Financial documents.

Before implementing, you have to describe all the processes engaged in a workflow
(Fig. 1).
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Creation Capture

Storage

Destruction Display
Docflow Search
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(reports)

Security
(Access
management)

Fig. 1. Electronic Document Management Workflow

Each document flow is surrounded by a set of processes that you have to describe
and implement. Let’s take a look at a company’s incoming and outgoing mail, where

documents belong to the Incoming and Outgoing flows respectively.
Description of basic processes in a workflow:

Creation. Usually a document is created outside of the system (for example, an
incoming letter, which is clearly not written in the company that receives it). At the same
time, a draft of an outgoing letter may well appear in the system and can actually be
formed by the system itself (in this case, the Creation and Capture processes partly

coincide).
It is important to define how and where a document is created in a document flow.

Capture. This process describes how a document enters the system, what
information is created apart from the document version itself, how the document is

classified, who is responsible for creation, verification, registration, etc.

Take a look at an incoming letter. Its capture involves scanning the letter or a
fax, or receiving a document file as an e-mail attachment. When creating a
document card in ELMA, you have to include the file itself, the sender, receipt date,

letter’s registration number and subject.

An outgoing letter or message can be generated by the system from a template. A
generated file is captured automatically. Then you have to add the addressee, subject,

method of sending, and specify if it is a response to another document.

Routing. This procedure includes all the rules and routes that a document takes

when it is introduced into the system. You can specify a certain route, that is, a sequence




of operations that have to be performed with the document. With standard routes, each
document is guaranteed to pass all the stages; the executors cannot lose it, and they

are bound to complete all the tasks on time.

A routing process for an incoming letter may include the following steps:
introduction into the system, revision by superior, acquaintance, execution and control

of document-related tasks.

A routing process for an outgoing letter may include the following steps: document

creation, approval, signing, registration, sending to addressee, delivery check.
Learn how to create a document route in section 3.5 of this manual.

If there is no strict route for a document, you can use the standard features of ELMA
ECM+ available in Web Application: sending for approval, consideration, signing and

registration. In manual mode you can set any operation order you like (see Chapter 5).
Storage / Display / Search

This process specifies how the documents are stored, displayed (regarding the role

model) and searched for.

In ELMA, all documents are stored and displayed in folders specially created for
document storage (see Section 3.4. Configure Storage of Incoming Documents). You can
find it in the Documents section of ELMA Web Application. Search is performed with
standard ELMA functions (Chapter 8. Document search), which provide search by name
and properties. Additional settings allow you to use the full-text search (however, keep

in mind that full-text search is not supported in ELMA Express edition).

Organize storage of incoming and outgoing mail by creating new folders (see section
3.4.1). You can use filter folders for quick access to required documents. They allow you to

find the necessary documents in few clicks (see section 3.4.2).
Security (Access Management)

This process specifies how access permissions for documents are given and how

access auditing is done (if necessary).

ELMA provides flexible settings for access permissions to documents and folders.
Also, you can always use inherited permissions. You can set up the access in the
document’s route in manual mode when assigning document-based tasks. There are
several levels of access to a document: view/load, edit, give access, full access. In
addition, you can manage access to create and sign certain types of documents. See

section 3.4.3 for more information on access settings.

Control (Reports)




This process includes reports and tools that allow you to control the work of a

document flow.

In ELMA you can create reports on whichever documents and document-related
tasks you like, basing on specific parameters. ELMA also includes typical reports.
“Report on document task compliance” allows you to monitor document-related tasks,

while “List of category records” provides a list of documents that belong to a category.

You can monitor timely work performance with filter folders (that have different filter
options), process monitoring, portlets set to display documents with specified statuses
only, and so on. For more details on these features, see the ELMA BPM Platform quick-

start manual.
Destruction
This process concerns archiving documents.

ELMA ECM+ features a specially designed storage for outdated documents, the

Archive (Chapter 6. Document archive). You can find it in the Documents section.

If necessary, you can configure a document routing process to automatically send a

document to the archive, say, at the end of the route.

Once the document is placed in the Archive, a user with corresponding access
permissions can delete it from the system. If this document is involved in document
routes and tasks, it will be displayed as deleted, and the document version and its

properties will no longer be available.

The system can store incoming letters and other similar documents for an unlimited
period of time. If you need you to, you can place them into the Archive manually.
Whereas the outgoing letters that have not been approved, signed or sent can be placed
into Archive immediately after their draft is rejected. You can include this option in the

routing process for incoming mail.

Once you have described and specified all the workflow processes for a selected

document flow, you can start implementing the workflow.

Further on, you will learn how to set up processing of incoming mail in ELMA ECM+

and will take a look at all the basic functions of this application.




Chapter 3. Incoming Mail Processing

Now let’s add the abovementioned basic document flow processes to the ELMA
ECM+ application. Consider a company with about a 100 employees that supplies and
offers installation and maintenance services of industrial equipment. It has several

offices, as well as storage and production premises.

Suppose, the company corresponds with customers, suppliers and authorities quite
a lot. Some of the incoming mail goes to the main office, the rest goes to all the other

offices. Sometimes, employees receive official e-mails.

The secretary of the main office decides how a letter must be handled. Then he or
she gives the original document to the executive who is responsible for considering the

letter. The secretary can also arrange to send scanned documents by request.

The secretary or the executive then control how the document-based tasks are
executed. There is no strict form of control. Once the tasks are executed, the original

letter is sent back to the secretary and then to the paper archive.
The company faces several problems in dealing with incoming mail:

¢ Missing originals; finding a document takes a lot of time;

e Some of the letters are not registered and read. Only the mail that the
secretary handles is registered,;

e Poor execution control;

e Document processing takes very long;

e Poor confidentiality.

ELMA ECM+ helps you solve these problems. It offers useful tools and features with
which you can specify the responsible person, set up task monitoring, and organize
document storage with search options and access permissions. It is also possible to
create formal routes, so that documents can be processed according to specified

procedures.
In ELMA ECM+, a document management system is organized in a few steps:

1. Decide which document types to include in the document flow.

2. Create and configure the document types. Define such things as the document
structure and the creation procedure.

3. Set up registration. If all the documents are registered, they are easy to find
by their registration number.

4. Organize storage and set access permissions. At this point you implement the
following document workflow processes: Storage, Display, and Search. You

also provide high security by configuring granular access permissions.




Document storage allows managing digital copies of the documents, while the
originals are stored in the main office. Varied search features allow you to
access a stored document rather quickly, while access management
guarantees document confidentiality.

5. Work out document routes. At this stage, you implement the designed routing
processes. You can also include the document capture option. The document
routes allow you to monitor the execution of document-based tasks and
reduce processing time. Moreover, they provide a unified document processing

framework for a selected document flow.

This chapter offers a guided setup of incoming mail processing in ELMA ECM+ “from
scratch”. The following chapters describe additional features that you can apply to

different document flows.




3.1 Incoming Mail Document Type

A Document type is an object with specific attributes (fields). Each document
created in ELMA ECM+ belongs to a certain document type.

There are two system document types, Web-document and File. You can add more
document types with BPM apps such as Contract Management or when importing
processes and typical solutions from ELMA Store (https://store.elma-bpm.com/). The

system administrator can create even more document types in ELMA Designer.

To manage document types in ELMA Designer, go to the Document Management

tab in the Documents section (Fig. 2).

Organizational Structure Processes Objects Documer nt Management Projects KPI Reports Interface BPM Apps Scripts Publishing Style - MAX @
o iz i =7
Secti

Documents Add Cha Delete Add  Edit Delete Copy Restore | Move
- Folder Fold Folder

Folders Document Types Actions

Fig. 2. ELMA Designer. Document Management tab, Document mode
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3.1.1Creating a Document Type

To create a new document type, click either Add (Fig. 2) in the top toolbar or Create
Document Type in the context menu (Fig. 3).

Add

Fig. 3. “Create Document Type” button

Suppose you need to create a new document type, Incoming Mail. Once you click

Add (Fig. 3), the document type wizard opens. There are four steps.
Step 1. General Settings (Fig. 4).

Enter the name of the document type in the Displayed Name field. Leave the other
fields as they are. The Class Name and Table in Database fields are filled in
automatically, copying the Displayed Name field.




(¥ Create Document Type - O *

Step 1 General Settings

Displayed Name * Incoming Mail

Ofyect Name in your language. The name may coniain any
characters.

Group ™ || Dacurents o X -
Common
Description
2 Data Structure B
Clazs Name * Incoming Mail
Base Ty
=3l Thecizzz name for this object will be used in scrpfs andreports.
Table in Database * Incoming Mail
3 The fable fo sfore ofyects of this fype
Mame Space * |1 Documents -
EleWise.ELMA Documents. Models
Attributes

4

Templates

Gﬁ Mexst @ Cancel

Fig. 4. New document type creation wizard. Step 1.

Click Next to continue. Click Cancel to stop creating the document type.
Step 2. Select Base Type (Fig. 5).

Specify the basic settings of the document type you are creating. For Incoming Mail

leave all the default settings and click Next.

The Inheritance and Hierarchy section allows you to manage two properties, Base

class and Allow to create heirs.

When you create an inherited document type, the attributes of the parent document

type (base document type) are copied. New attributes can also be added.

This options makes configuration of a document workflow easier, saving time to
design inherited document types. It also allows you to create a single route for several
inherited document types, by specifying the base document type as an input variable in

the route.

The Generate Filter option is used to search the documents of this type.




) Create Document Type — O *
Step 2 SelectBase Type
Inheritance and Hierarchy ] |
1 Baseclass @ Document £ |
Allow tocreate heirs 7
Commen Show A |
lcons o Addicon
Display inthe tree of types J
Program Settings ]
Additional Code
Base Type Save change history
Action when copying Default ~
Filter Settings &
3 Generate Filter 7
Implemented filter interfaces Egi Add Interface
Attributes
Templates
@ Back @ Hexrt @ Cancel

Fig. 5. New document type creation wizard. Step 2.

Step 3. Document Type Attributes (Fig. 6).

Here, you can see the system attributes of the document type. The unique identifier
and the properties inherited from the base class are marked green and blue, you cannot
change or delete them.

When you create a new document type, you have to enter new attributes. Attributes
are fields in the document creation form and its page in the ELMA web application. They
become available when documents of this type are managed in ELMA. You can skip this

step and add or edit attributes after the document type is created.




(¥ Create Document Type

Common

2

Baze Type

Attributes

4

Templates

Cancel

- O X
Step 3 Document Type Attributes
| Displayed Name | Property Name | Type | Search | |l
“ Base Properties
uio Uid UID (GUIDY 1
¥ Name Name String
Author CreationAuthor User (Object)
Date created CreationDate Date/Time
Date modified ChangeDate Date/Time
Parert Folder Falder Folder {Object)
Permissions Pemissions List <Pemmissions of Docu... O 3
Sorting Type 1D SotTypeld Integer O
Modffied by ChangeAuthor User (Object)
Inherit parent folder permi...  InhertPermissions Yes / Mo O
Virtual Virtual Yes / No O
Archived lsArchived Yes / Mo
Date archived ArchiveDate Diate/Time O
Sent to Archive By ArchiveAuthaor User (Object) O i
Deletion Sign IsDeleted Yes / Mo O
Permanently Delet Entity f... HardDelete Yes / Mo O
Parert Folder (before Arc...  OldFolder Falder {Object) O
Deleted By Delete Author User {Object) O
Status Status Document Life-Cycle Stat...
Versionz Versions List <Document Version (O... |
Comments Comments List <Comment (Object)= (... O
Generation Template Template Document Template (Obje. .. | -
e

@I Back

@ M est

Fig. 6. New document type creation wizard. Step 3

Subject, String type, required field;

Sender, Contractor type, required field;

Registration Number, String type, required field. You can add a comment in

the description, saying “If the letter or message does not have a registration

number, specify n/a for this field”;

Date, Date/time type, required field.

Let’s add new properties to the Incoming Mail document type:




Add Property
Add Block

E dit

Delete

Up

Diown

Copy

Paste

Fig. 7. Adding a new property

To add a property, open the context menu (right-click on the property list) and select
Add Property (Fig. 7). The “property settings” window appears. Add a name and select
the property type (Fig. 8).

Now fill in the Subject settings page, as shown in Fig. 8. The Data Structure fields
are filled in automatically. The Required Field option button requires users to always

fill in the Subject field when documents of this type are created or edited.




(¥ Property Settings - O x

Common | Maore | Documentation

Displayed Name * |Subject |
Froperty Name in your fanguage. The name may confain any characters

Type ™ | String x| - |
Several strings
Required field [
IS & name
Default Value
Description
Data Structure Ed |
Property Name * |S|.|bjec:t |
The name of cizss property that will be used in scripfs and reports
Database Filed Mame * |S|.|bjec:t

Database table filed that will sfore values of this property

@ (1] 9 @ Cancel

Fig. 8. Document type property settings, Common tab.

To allow search of incoming mail by subject, open the More tab of the settings

window and select (Fig. 9):

e Available in Quick Search. Makes this property available in quick search
(for quick search, see section 8.1);
e Participates in Search (Filter). Makes this attribute available in advanced

search (see section 8.2).

The Common and More tabs of other document types might look different from Fig.
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¥ Property Settings — O X

Common |Ee | Documentation

Settings ES

Participates in Quick Search o

Participates in Search (Filter)

Length | o - | | % Nottimited

Regular expression | |

Error message | |

Display Settings ®

Creation Form | Show Read only

Edit Form | Show Read only

View Form 7| Show

Filter Form | Show Read only

List teble) |Hide -

Table *

Column Wwidth 200-%-| Drag the right column edge to change

Alignment in Cell |Align Left '

Allow sorting o

Calculating the value # |

Value calculation type Moy - |
@ ok @ Cancel

Fig. 9. Document type property settings. More tab.

Click OK to save the document type attribute. In the same way add the other three
properties, Sender, Registration Number and Date.

All the properties will be added to the property list, marked in black (Fig. 10). You

can edit, delete them or add new properties later on.

Click Next to continue, click Back to return to the previous step, and click Cancel

to close the wizard.

ELMA ECM+ Application 19



Subject Subject String

Sender Sender Contractor {Object)
Registration number RegistrationMNumber String

Date Date Date/Time

K& & E

Fig. 10. New document type attributes

Step 4. Document-Type templates (Fig. 11).

The naming template defines how documents of this type are named when created
in Web Application.

You can use the attributes to name a document. Try to create a name template right

now.

To use a document type attribute in your template, click on Insert Document
Attribute and select the desired attribute (Fig. 11).

Use the following rule for incoming mail name template: “Registration number”

(“Incoming number”) dated “Date” “Subject” from “Sender”.

Make the quoted fields in italics to fill in automatically. Once the fields are filled in

from document attributes, your template will look like this:

{$Document.RegistrationCard[0]. RegNumber}({$Document. Registration number}) dated
{$Document.Date;} {$Document.Subject} from {$Document.Sender.Name}




The Allow to change document name option allows users to change a document’s
name when it is created or edited in Web Application. Incoming mail does not require

this option, since all the names are generated from a template.

(¥ Create Document Type - m} b4

Step 4 Document-Type Templates

Document Name Template #
1 Jocument Date} {SDocument Subject} from {$Document CreationAuthor Fu| | Inser Doacument Aliibule -
Allow to change document name Document Attributes 3 uin
Common Record-Card Attibutes— » Author 3
Common
“Outgaing” attributes 3 Date created
File Name Date modified

Parert Foldzr
2 Seiting Type 1D

Maodified by

Inherit parent folder permissions

Base Type Wirtual

Archived

Date archived

Sent ta Achive By »
3 Deletion Sign

Permnanantly Delst Entity from Base

Parent Folder [before Archivation]

Delated By

Status

Atributes

Generation Template

Cument Version 3
Description

Enciypted

Templales Enciypted By
gk o e @ Cnce Dt ot

Salt

Token for checking authorization by encryption

Subject

Fig. 11. New document type creation wizard. Step 4.

To finish creating the document type, click Next. Once the new document type is
created, its page opens in the Document Management tab in ELMA Designer (Fig. 12).
The page displays all the information about the document type, such as its structure

and settings.
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Fig. 12. Document type page for Incoming Mail

For more details on document type pages and their configuration, see ELMA Help.

This manual only describes the most frequently used functions.

By this moment, you have adjusted all the main settings in the document type

wizard. Since incoming letters or emails cannot have a template, disable the Generate

versions from template option in ELMA Designer. It is done in the Add a document

version section of the Description tab.

In the following section of the manual you will learn how to adjust the creation,

editing and viewing forms that are displayed in Web Application.




3.1.2 Configuration of Document Forms

You can customize how the document forms are displayed in Web Application.
ELMA provides standard viewing, editing and creation forms for any document. You can
also edit the Record Card, and register documents that are new or already existing in
the system. New Record Card forms for a document type can be configured, too (for

more details, see section 3.3.2).

To create or edit document type forms in ELMA Designer, go to the Forms (Views)
tab of the document type page (Fig. 13).

To manage forms, ELMA features the Form Builder (for more information on the
Form Builder, sce ELMA BPM Platform quick-start manual and ELMA Help).

) ELMA 3.8.0.23547 - O %
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Fig. 13. Document type page. Forms (views) tab.

To create a new form, go to the Forms by default section and click the Add New
Form "” button on the right side of the form. To edit an existing form, click Edit Form
2. You can also open a form by double-clicking on it in the Forms List. The attributes

and areas in standard forms are default (Fig. 14).




General Information Versions Links Access Tasks History  =f=

Zone RegistrationDocumentAttributesExtensionZone’

Document Consideration Status
» Document Attributes

Encyption Status
~ Additional Inforrmation

Razor: OocumentDocumentStatusint

Docurment Type

Diocument Status stamp
Farent Folder =Selected item=

Zone '‘SendDocumentStatusiewExtensionZone'
Date created 121172015 3:00 AM Zone 'RegistrationDocurmentStatusExtensionZone’
Author =Selected itern= The signature status for the current version

The approval procedure status for the currentversion

Current Document Yersion
Zone 'DocumentRoutesinfoExtensionZone’

Zane 'Elewise ELMA Documents Web DocumeniTask Info ZoneBefare'

Document Comments

Fig. 14. Default viewing form. General Information tab

A standard document form features a set of tabs that contain document’s attributes,
elements and various sections. They display information about how the document is
handled, its status, current version, etc.

In Fig. 15 you can see how a standard document form is displayed in Web Application.

Document "Incoming mail No.00003 from Key Solutions"

General Information Preview Links 0 Access  Tasks 0 History

» Document Attributes MNo status

* Additional Information

~ ; 00003
Document Type Inceming Mail Registered ’ ULLIE

Parent Folder Shared Folders/Mails/Incoming Mails .
Current Version
Date created 4/15/2015 1:41 PM y. Incoming mail.docx
& (No.1, Carter Ann, 4/15/2015 1:41:43 PM)
Author Carter A i
o _’ Edit
Add Version
Quantity: 16 Items found: 1 Pages: ESIE - 3 .
= Business Processes
No. File Date created Version Author Date medified Modified by Status X . )
Routelncoming mail No.00003 from Key Solutions
4/15/2015 4/15/2015 i i i
— 1 flncoming mail docx Carter A Carter A Current Routelncoming mail No.00003 from Key Solutions
. 1:41 PM 1:41 PM
=] Comments | | (g) Questions | | & Attachments 5| Actions Sort by Date

Fig. 15. Standard document viewing form




However, sometimes the standard forms do not include all the details that you might
need. Use the Form Builder to customize how your documents are displayed in Web
Application.

Modify the Incoming Mail document form. Copy the standard View form, title the
new form as “View new form” and edit it (Fig. 16).

o Mew

Add
Edit

Delete

Copy to New Farm

Fig. 16. Copying the View form to create a new form

In Form Builder you can move the properties, form elements, section and tabs with
the mouse. You can delete elements and properties from the context menu. Right-click
to open it.

For customization of document forms, Form Builder features several ready-to-use
blocks, such as List of Document Versions, Preview of Current Document Version
and List of Document Tasks. These elements are located in the left menu of Form
Builder, in the Form elements section (Fig. 17).




Form Elements

=[] Decuments
Document Type
Current Document Version
~ Document Page
- Create a document version
- Tab of Document Versions
- Tab of Document Tasks
List of Document Versions
List of Document Tasks
- Preview of Current Document Version
- Tab of Document Links
~ Document Status stamp
~ The approval procedure status for the current wi
- List of Document Links
The signature status for the current version
Document Consideration Status
~ Process context view in a registration task
~ Acoessing a document
- Document Comments

Fig. 17. Form Elements. Documents section.

Now let’s make some changes in the View new form form.

1.
ake the Document Attributes panel non-collapsible and place it in the top part of the
left column. To do so, left-click on the panel and drag it the top of the column (above the
RegistrationDocumentAttributesExtensionZone zone). Then open the settings window
either from the context menu or by double clicking on the panel. Disable The panel can

be collapsed option.




The panel can be collapsed

Fig. 18. Panel Settings. “The panel can be collapsed” option.

2.
ow you have to add the following properties to the Document Attributes panel: Record
Card Number, Subject, Sender, Registration Number, Date. By default, this panel
looks as shown in Fig. 19. All the added properties are placed in the same order as in

the record card. This section can also display the Description and Barcode properties.

Document Attributes

Here you see propetties that were not put on this form individually

Fig. 19. Document Attributes panel. Default layout.

Clear this section and add the abovementioned properties. To add a property, drag

it from the Common Properties panel to the Document Attributes panel (Fig. 20).




Here you see properties that were not put on this form individually

IF{eoord Card Number I

Fig. 20. Adding a property to the panel

3.
lace the RegistrationDocumentAttributesExtensionZone zone into a collapsible
panel: drag’n’drop the Panel element from the top toolbar, type in the name (Document

Registration), make it collapsible and minimized by default. For style, chose Yellow
divider (Fig. 21).

© - U

Common ' Additional ' 5pstem

Panel title * Document Registration

The panel canbe collapsed
Expanded by default
) Minimized by default

Keep collapsed

Style Yellow sepatator

Fig. 21. Customizing a collapsible panel in the form

Then drag the RegistrationDocumentAttributesExtensionZone clement to the panel
(Fig. 22).




v Document Registration

Fone 'RegistrationDocumentAtiributesExtensionZone’

Fig. 22. Document Registration panel

4.
ow add the Preview tab and place the Preview of Current Document Version element
on it. To add a tab, click on the green cross icon located on the right side of the tabs

(Fig. 23). In the provided settings window specify the tab’s name. Click OK to save the
settings.

) [Tab] Settings — [} b'e

Common | Additional ' Spstem

Tab fitle * [Preview|

@ ok @ Canicel

Fig. 23. Button for adding a new tab, and tab settings window

Once the tab is created, place it between General Information and Versions. Then
add the Preview of Current Document Version form element from the left panel (Fig.
24).
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- Document Page
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- Tab of Document Versions
- Tab of Document Tasks
- List of Document Versions
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Preview of Current Document Version
- Tab of Document Links
Document Status stamp
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List of Document Links
- The signature status for the current version
Document Consideration Status
- Process context view in aregistration task
Accessing adocument
- Document Comments

Fig. 24. The added Preview tab

S.
elete the Versions tab and place the list of versions in the General Information tab. To
delete a tab, select its name and press Delete on your keyboard; or right-click on its
name to open the context menu, and select Delete. Add the List of Document Versions

form element to the form. Place it where you like (Fig. 25).

Form Elements |
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= (] Additional
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Create 2 document version

Tab of Document Versions

Tab of Document Tasks

List of Document Versions

List of Document Tasks

Preview of Current Document Version
Tab of Document Links

Document Status stamp

The approval procedure status for the current versi
List of Document Links

The signature status for the currentversion
Document Consideration Status
Process context view in a registration task
Accessing adocument

Document Comments

Encryption Status

Document Registration Ne.

Edit Registration Information

Record Card property bag

Iust of Document Versions I

Fig. 25. Adding the “List of Document Versions” element.

Once all these changes are done, ELMA Designer will display the new document

form as shown in Fig. 26.
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Fig. 26. New document form

Save the form after editing. Place it in the Forms by Default section of the

(Views) tab for displaying (Fig. 27).

View

E% Add forms for Record Card

diew new foim

<

Create

Edit
P Fegistering a new dacument
Registering an existing document H
| Form Name Registering Recard Card
Wiew 1
o Create “Wiew new form
it

Fig. 27. Adding the new form to the Forms by Default section.

Forms

You can always change the document form back to the standard one, simply select

it. If you have made changes to the standard form, you can restore it: select Restore

Original Form in the context menu.
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Forms List

Form Mame
Create
Edit

Registering a new document

Registering an existing document

Registering an existing document {new)
Registering Record Card
View

View new form

o o | = | |2 f | o | (| e

Add
Edit

Delete

Fiestare Onginal Form

Copy to Mew Form

Copy to Existing FchCanceI:xll Changes in Original Form i

Fig. 28. Context menu of the document type form

For the modifications to become effective, save and publish the document type
(section 3.1.4). If you have created a new document type or have modified the document

properties, then after publishing you also need to restart the ELMA server.
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3.1.3Document Life Cycle

The Document Life Cycle is the sequence of a document’s statuses (stages) from

its creation to its eventual archival or destruction. The stages depend on the document
type.

The lifecycle statuses can be changed manually or automatically, when the
document is routed by the system. You can disable the status changing option in ELMA
Designer. To do so, open the document type page and deselect Use this lifecycle for
this type of document in the Description tab.

To manage document statuses in ELMA, you have to create the statuses and set the
transitions between them. It is done in ELMA Designer in the document type page (Fig.
29).

If you do not want the users to change statuses manually in Web Application, then
disable the Allow to change statuses manually option. In this case, the status will only

be modified in the document’s rute.
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Fig. 29. Document type page, Life Cycle tab

To create a new status, click Add status in the top toolbar (Fig. 30). Click ¥ in the
window provided, and type the status name in the Name field. If you want, add a
description in the Description field. Then click OK to create the status or click Cancel

to cancel it.




Add
Status

OV Select Status - O X

Document Status

| -]

@ ok &) Cancel

Fig. 30. Creacion de un estatus de ciclo de vida

Asigne los siguientes estatus para el tipo de documento Correo Entrante:

6.

Borrador - El documento se crea en el sistema (es un estatus predeterminado).
Registro - El documento se envia para el registro.

Pendiente de consideracion - El documento registrado se envia para
consideracion.

Activo - Las tareas se establecen basandose en el documento.

Ejecutado - Todas las tareas basadas en documentos dentro de la ruta se han
completado.

En Archivo - El documento esta desatualizado y se envia al archivo

Ahora cree los estatus en ELMA Designer (Fig. 31).
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o | o | o |
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Fig. 31. Life cycle statuses for Incoming Mail




For the statuses to change only in a certain order, you need to set up transitions
between them. It is especially important for manual status updating. To create a
transition, click Create Transition in the top toolbar; or use the “*  button in the
status field (Fig. 32).

0,
Create
Transition

Fig. 32. Status creation buttons

In the provided window, enter the transition’s name and the initial and final statuses

(Fig. 33). Select the statuses from the list of statuses available in the system.




Chapter 3. Incoming Mail Processing

¥ Create Transition — ] >
Name * Send for Registration| ‘
Description
Initinal Status (et -] 5
Final Staius ~ ‘F{egistlation T | 'ii

@ 0K @ Cancel

Fig. 33. “Create Transition” window

Create transitions for the Incoming Mail document type, as shown in Fig. 34. One
status can have several transitions. For example, a newly created document can be sent for
registration or, if it was created by mistake, to the archive. You can modify or delete life
cycle statuses and transitions. Once all the changes are done, save and publish the
document type (section 3.1.4).

L.‘E Diocurnent Type List Incoming Mal * Q
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Executed P Outdated In_Archive ®
In Archive I%
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| Reqistration |

Draft

CQukdated | In Archive |

Fig. 34. Document Life Cycle
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Once the life cycle is configured and published, and the Allow to change statuses
manually option is enabled in Web Application, you can manage the document
statuses (Fig. 35). The Install button then appears in the document status section. It
opens a window where you can select a new status. A user who has access to all the
documents can update statuses in any order regardless of transitions. All the other

users can update statuses according to their transitions only.

Document "Incoming mail No.00003 from Key Solutions"

General Information ~ Preview  Links 0 Access | Tasks 0 History

> Document Attributes No status

~ Additional Information

1 00003
Document Type Select the document's new status X _] g 4

HEEI R The statuses change according fo the document lifecycle. A user with "Access fo all Current Version
documents"” permission can change status ignoring the life cycle. s -
Date created Incoming mail.docx
Transition Name Final Status (No.1, Carter Ann, 4/15/2015 1:41:43 PM)
Author )
Send for Registration Registration (o] , Edit
R R T Outdated In Archive
Document considered, tasks assigned Active o Business Processes
MNo. File atus
Document exscuted Executed Routelncoming mail No.00003 from Key Solutions
Outdated In Archive § Routelncoming mail No.00003 from Key Solutions
1 ﬁo_\ irrent
Send for consideration Sent for consideration

Comment= | comment Sort by Date

E cancel

Fig. 35. Changing document status manually




3.1.4Document Type Publication

To make all the changes available in Web Application, you have to publish the saved
document type and restart the ELMA server. Only the changes made to the document

type forms do not require to restart the server.

To publish a document type, click Publish in the drop-down menu of the Save
button, on the document type page (Fig. 36).

0

H @3 Publish
I

Fig. 36. Publish button on the toolbar of the document type page

Publishing will take a while. In the Publish tab of ELMA Designer, you can publish

several document types at once (for more details, sce ELMA Help).

After publishing, restart the ELMA server if needed. To do so, go to the Publishing
tab. If restarting is needed, the tab will show a due notification. Click Restart Server
(Fig. 37). All the objects that require the server to be restarted are specified in the Server
restart is required field of respective sections. To see a list of these object, click on the

number specified in the field.

After you publish the document type and restart the ELMA server, the new
document type becomes available in Web Application.
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Warning!
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Fig. 37 Publishing tab. Document Management section.
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3.2 Document Creation

This section explains how to create a document in ELMA Web Application. In Web
Application you can create documents of different document types, both the standard
ones included in ELMA and the ones created in ELMA Designer (once they are

published and the server is restated).

The Create Document buttons are by default placed in several locations of ELMA
Web Application:

e The main page toolbar (Fig. 38);
e The main menu;
e The Document Management portlet of the Document section;

e The dashboard of any folder in the Document section.

Create
Document

Fig. 38. Main page, Create Document button.

When customizing the interface, you can delete these buttons or place them

differently.

When you click Create Document, a pop-up window appears for you to select the
document type (Fig. 39). To make it easier, the recently used document types are listed
separately. In Fig. 39, the recently used document types are Outgoing Mail, Web
Document and File).

Create Document X
Select Document Type
Outgoing Mail

& Web Document
File

Fig. 39. “Select Document Type” window.




Select the document type and click Create. The creation form for the selected
document type will open. Fill in the document properties previously created in ELMA

Designer and attach a new document version.

Fig. 40 shows a standard creation form for Incoming Mail. In the top section you
can see all the document type properties added in ELMA Designer. They can either be
required fields or not (specify it in ELMA Designer in the document type attributes, or

when customizing document forms).

| | m Administrator
1
L

Save —

0 -

New Document "Incoming Mail"

Subject *

Sender * Q

Registration number *
If the lefter or message does not have a registration number, sef the field to n/a

Date *

General Information

{$Document. RegistrationNumber} dated {$Document.Date} {§Document. Subject} from {§Document. CreationAuthor. FullName}

¢ Name
The document name will be generated from template

Parent Folder My Documents Q

Version

Attach a file from the computer Attach a file from the scanner”

Load File (not more than 1000 ME Scan

Make it Current? * Yes No
More

Description

Fig. 40. Document creation form for Incoming Mail

In the General Information section you can select a folder for your document and
enter a name. Previously, in ELMA Designer, you prohibited to change the document
name and configured a name template instead. Therefore, you cannot edit the document

name now. The document will be named automatically when created.

Parent folder is the folder where the document is stored in Web Application. You
can change it. The default parent folder is My Documents, meaning that all the
document created by a user are automatically put in the user’s own folder. To avoid

that, it is best to setup a specific folder for each document type (see section 3.4).

The Version section requires you to attach a document version. In case of Incoming

Mail, you can attach a file either from your computer or from a scanner. In the Make it




current? field select Yes (and save the new version as current) or No (and save the new

version as a draft).

Adding a version is not compulsory, because the document page can be filled in
without it. You can modify these settings in the document creation form in ELMA

Designer.
In the More section you can add a brief description of the document.

As we have mentioned, this creation form is a standard one. You can change it in
the Form Builder by listing attributes and sections in whichever order you want.

However, make sure that the form features a section for adding document versions.

After filling in all the information, click Save in the top toolbar. Once the changes
are saved, the system creates a document page, making the document available for

work.




3.2.1Document Page

The document page displays all the information about the current document.

Depending on the document type, its properties may vary.

The document page is displayed right after the document is created and saved. You
can also open it from the folder that contains the document. Links to the page can be

placed in any tasks or pages of other system objects.

Take a look at a standard document page (Fig. 41) with a document form that has not

been modified.
Next to the document’s name there are two icons. Use them to quickly add the
document to Favorites () and subscribe to any modifications made to the document (
).
A standard document page displays all the information about the document,

arranged by sections and stored in tabs.
The General Information tab features:

¢ Document Attributes and Additional Information sections. They are filled
in at creation stage;

e Information about the document’s registration, if it is registered;

e Document Status section, displaying information about the current
document status and allowing to change the status according to the
document’s lifecycle;

e The approval section, if the document has been sent for approval;

e The decision section, if the document has been sent for consideration;

e Current Version section, allowing to download the current document version
and manage it through ELMA Agent;

e Current tasks collapsed panel (if a document-based task has been assigned);

¢ Document history panel, similar to the History tab.
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Fig. 41. Electronic document page in ELMA Web Application

Some fields are represented as hyperlinks, since that information belongs to an
entity or a folder. When you click on such a field, ELMA opens a corresponding page.

The Versions tab contains all the versions of the document. It shows the status,
author and date of each version. In this tab, you can add a new version or view, edit and

change statuses of versions attached (Fig. 42).

General Information  Versions 1 Links 0 Access  Tasks 3 History  Approval 1

Add Version
Quantity: | 15 tems found: 1 Pages IR -
No. File Date created Version Author Date modified Modified by Status
6/22/2015 7:43 6/22/2015 7:43
Bv 1 fOutgoing mail.docx PM Carter A. PM Carter A. Current

Fig. 42. Document page. Versions tab.

The Links tab shows all the documents linked to the current document. You can
add new links, which are then displayed both in the current document and the linked

document (Fig. 43).

General Information  Versions 1 Links 1 Access  Tasks 3 History  Approval 1
Add Links
Quantity: | 15 tems found: 1 Pages le
MName Link Document Type Author Date created
Miller Adam 712015 6:52:12 PM _/ %

(o) @9 Business rules.docx Business Proposal File

Fig. 43. Document page. Links tab.

The Access tab contains two tables, Parent Folder Permissions and Extra

Permissions. They list all the users who have access to the current document (Fig. 44).




Those users who have Full Access or Manage Permissions access level, can set access
permission for other ELMA users. For more information about levels of access and

document access permissions see section 3.4.3
General Information  Versions 1 Links 1 Access  Tasks 3 History  Approval 1

+ Inherit parent folder permissions

Parent Folder Permissions

View/Load Edit Manage Permissions Full Access
4‘3 DMS Management
Lb Auther
4‘3 All Users
8 Administrator ELMA
Extra Permissions
View/Load Edit Manage Permissions Full Access

Mo data to display

add | save

Fig. 44. Document page. Access tab.

The Tasks tab contains any tasks related to the current document. It displays
information about all the document-based tasks (Fig. 45). The tab header shows the

total number of tasks related to the current document.
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PM instance in the "Create Outgoing Mail" process

Fig. 45. Document page. Tasks tab.

The History tab lists all the actions performed with the document since the moment

it was created in the system (Fig. 406).




General Information  Versions 1 Links 1 Access  Tasks 3 History Approval 1

=] Comments | | (g) Questions & Attachments 5 Actions Sort by Date

"Create an outgoing mail” task created (Carter A. 6/22/2015 7:42:48 PM)

Business Process Started (Carter A 6/22/2015 7:42:48 PM)

\'\ The outgoing mail to Glebotoce of 6/22/2015 T:43 PM  ( Map )

The "Create an outgoing mail" task is read by its executor (Carter A. 6/22/2015 7:42:56 PM)
The "Create an outgoing mail" task is completed (Carter A 6/22/2015 7:43:45 PM)
Document created (Carter A 6/22/2015 7:43:46 PM)

"Send for approval” task created (Carter A. 6/22/2015 7:43:46 PM)

New version added (Carter A 6/22/2015 7:43:46 PM)
Version: L&Outguing mail.docx

The "Send for approval” task is read by its executor (Carter A_ 6/22/2015 7:43:54 PM)

Document sent for approval (Carter &4 6/22/2015 7-:44:04 PM)

The "Send for approval” task is completed (Carfer A 6/22/2015 7.44:.04 PN}

ook Pllkppk

Fig. 46. Document page. History tab

If the document is pending approval or acquaintance, the page will feature
corresponding tabs. They show information about any approvals or acquaintances that
the document has been through, its statuses and comments. The number in the tab
header is the number of approval/acquaintance sheets. Usually, every time a document

is sent for approval or acquaintance, a new sheet is created.

General Information ~ Versions 1 Links 1 Access  Tasks 3 History  Approval 1

w Approval Sheet No.19. author: Carter A., sent on: 6/22/2015

Subject COutgoing mail No. for Globoforce
Executor Decision Date  Comment Parallel
If rejected: "Continue the approval procedure”
Collins E. Pending Approval

Version for Approval

#2 Download Document
&

(No.1, Carter Ann, 6/22/2015 7:43:46 PM)

Fig. 47. Document page. Approval tab

If a document is sent for consideration, then the Consideration tab appears (Fig.
48). It contains information about the decision made on the document, and shows the

document’s progress. Only a registered document can be sent for consideration.




General Information Preview Links 0 Access  Tasks 3 History Consideration

Consideration State Execute Decision Tasks

» Decision

w List of Decision Tasks

Quantity: | 15 Items found: 2 Pages ':?
Type Task Date created Author Executor End Date Priarity Status
.

Incoming mail No.00005
from UMB AG
Q. The processing of the 6/22/2015 412 PM Carter A. Keller C. « Regular Q Completed
incoming mail from UMB
AG of 6/22/2015 instance
in the "Process Incoming

Mail" process

Settle the clail
v, Tenkm ¢ claim §22/12015 515 PM Keller C. Harris D. 8292015 o Regular © New
asl

Fig. 48. Document page. Consideration tab

In section 3.1.2 you learned to modify the document forms. Fig. 49 provides an
example of a modified document page. When modifying how a document page is
displayed, consider the ease of use, put important information first and get rid of
excessive information.

General Information ~ Preview  Links 0 Access  Tasks 1 History

Document Registration -
’ g Active m

~ Additional Information

Current Version

Document Type Incoming Mail
% Incoming letter.docx
Parent Folder My Documents [ (No. 1, Administrator ELMA, 7/15/2015 6:32:18 PM)
. Edit
Date created T/15/2015 5:36 PM - -,
Author Administrator q q P
Active Tasks » Active Document Tasks :
Add Version
Quantity: | 15 Items found: 1 Pages ESE - )
No. File Date created ~ Version Author  Date modified ~ Modified by Status
7/15/2015 6:32 7M15/2015 6:32
Ev 1 flncnming letter docx Administrator Administrator Current
. PM PM

=) Comments 0 Questions & Attachments <" Actions Sort by Date

o Document created (Administrator 7/15/2015 6:31:54 PM)

¥

) New version added (Administrator 7/15/2015 6:32:18 PM)

S Version flncuming letter.docx

) The document status is changed (Administrator 7/15/2015 6:32:35 PM)

=

. New Status: Active

) The document version status is changed (Administrator 7/15/2015 6:33:44 PM)

N

New Status: Current
Version flncuming letter.docx

Fig. 49. Modified document page

In the Preview tab added to the document page, you can view the document without

downloading the version to your computer.




General Information Preview Links 0 Access  Tasks 3 History Consideration

| have seen the product details on your webiste and I'm very interested in buying one. | appreciate if you can
send me samples so | can test before taking a decision. | have confidence in your commitment to quality but
part of our procurement process is to test before any purchase. | also appreciate if you could send me the
price of one unit as well as discounts on bulk orders. | need to take a decision in the coming few days so it's

really very important that | receive this information as soon as possible. Awaiting your reply.

Best Regards

Fig. 50. Document page. Preview tab.

Each document page features a toolbar with controls for document handling (Fig.
51).

3 v f o
Edit Send Actions Linked Add Version
Document

Fig. 51. Document page toolbar.

With the Edit button you can edit the document page and is only accessible to those

users whose level of access is Edit or higher.

With the Send you can send a document for acquaintance, discussion, registration,
consideration (for registered documents only) and create a task based on the current
document. The Actions functional button provides other functions, too. For more

information see ELMA Help.

The set of available actions varies for each user depending on their access

permissions.




3.2.2 Document Versions

A Document Version contains a file and provides information about the document

(creation or modification date, author) and its status.

The document versions are managed in the Versions tab of the document page. To
the right of the tab header, you can see the number of the document’s versions (Fig. 52,
Fig. 42).

Document "Outgoing mail No.00001 to REWE Markt"

General Information Versions 2 Links 0 Access Tasks 4 History Approval 1 Acquaintance 1

Add Version

Quantity: | 15 Items found: 2 Pages: 5::1 Q

MNo. File Date created Version Author Date modified Modified by Status

) ) 6/15/2015 5:44 R
(;&C utgoing mail.doc e Carter A. 6/15/2015 5:44 PM  Carter A. Outdated

[
<

6/19/20157:46
Ed 2 (;&Outgoing mail.docx PM Carter A. 6/19/2015 746 PM  Carter A. Current

Fig. 52. Document tab. Versions tab.

The status of each document version is color-marked in the table.
There are three basic statuses of a document version:

e Current — Version which is current for the moment. It is displayed in the
General Information tab of the document page and is also available for

download from the list of versions. To download it, click the &

icon. To update
the selected version of the document and make it current, check the
corresponding checkbox;

e Draft — Document version under review or not marked as current;

e Outdated - Outdated document version.

Apart from the statuses, a version can be Locked. It is recommended to lock the
versions that are being edited. To lock a version, click Lock in the context menu located
to the left of the version’s name. Or, you can do it through ELMA Agent by clicking Lock

and Change in the current version’s context menu. To unlock the version, click Unlock.
A version’s context menu features following controls (Fig. 53):

e Export — Download the version to the user’s computer;

e Lock - Lock the version so that other users cannot modify it;

e Change Version — upload a new document file without creating a new version
(replace version files);

e Change Status — Change the Current/Outdated status;




e ELMA Agent - List of actions available in ELMA Agent. The ELMA Agent
functions are thoroughly described in the ELMA BPM Platform quick-start
manual.

o Export
Lock
# Change Version

Change Status b

> ELMA Agent 3

Fig. 53. Context menu of a document version.

Version can be added either manually by users (in the document’s page) or
automatically in the document’s route (with scripts).




3.3 Document Registration

To register a document means to create a Record Card and assigning a registration

number to a document.

Registration confirms that the document was created or received, by means of adding
it to the registration form, assigning a number and adding information about the
document. Registration makes a document legally valid.

To organize document registration in ELMA ECM+, you have to configure how

documents are registered within your company:

1. Create and customize all the necessary Record Card types in ELMA Designer. By
default there are four basic Record Card types in ELMA: Incoming, Outgoing,
Internal and Contracts;

2. Create, customize and publish the Records Classification Scheme in ELMA Web
Application;

3. Customize the Record Cards in ELMA Web Application.

To make it easier, you can also customize registration variants.

Read the following sections for more information of document registration.




3.3.1Customizing Record Card

A Record Card contains a set of attributes (fields) that show registration details,
assigned to a document when it is registered: registration number, registration office,

file, etc.

There are four basic Record Card types in ELMA: Incoming, Outgoing, Internal and

Contracts.

The Record Card types are managed in ELMA Designer, in the Document
Management tab of the Record Card section (Fig. 54).

==
Record Card

Section

=% All Record Card Types
> a Contracts
@ Incoming
> @ Internal
: Outgoing
[l RecycleBin

Fig. 54. ELMA Designer, Document Management tab in Record Card mode

The Record Card types are managed similarly to the document types, except that

the Form Builder is not available for editing Record Cards Forms.

Usually you do not need to set up Record Card types and can use the default

settings.

You can set up a Record Card type by adding attributes and registration instructions
for a document. These attributes are created like the document type attributes. They are
filled in during registration, and are displayed in the Record Card once the document is

registered.
Now add an instruction for the Incoming document flow.

First, you have to create the instruction in ELMA Web Application. Click Create
document on the main page (Fig. 38) and select the document type, Web-document.
Add the instruction text, save the document and give permissions to View/Download

the document to All Users.

Then, in ELMA Designer go to the Record Card section, open the Incoming type
and select Show help for registration from a document in the Description tab. Enter




the created web-document’s ID in the Document ID field (Fig. 55). You can find the

document’s ID in your browser's address bar on the document’s page (Fig. 56).

| Show Help for registration from a document

Configure Help display settings for registration Ed

Document 1D 15

The D of the document that will be shown (or downloaded) to the user, if the user asks for document
registration task help

Fig. 55. Record Card. Description tab. Settings

Fig. 56. Document’s ID

When the Record Card type is saved and published, the @ button will be available
for users in the Web Application, when rehestering a document. This button provides
instructions for document registration (Fig. 57).

@,

User Manual X

Register all incoming mail
Do not register personal documents.

Do not register publicity documents

Fig. 57. Registration help button and the document that it opens




3.3.2Customizing Record Card Form

Having customized the Record Card types you need to customize the Record Card
form. In the form, users can specify the Record Card type, document flow and

registration/edit forms that are used to register documents of the same type.

Let’s modify the standard form for registration of an existing document, of the
Incoming Mail document type. Copy the standard Registering an Existing Document
form. Title the new form as Registration of an Existing Document (new) and then
customize it (for more detail on form customization, see section 3.1.2): add Incoming
Number and Date properties in the Registration number panel of the Common tab
(Fig. 58).

Registration number *

Ifthe lefter or message does ot have a regisiration numiber, set the figld to rv'a

Date * =

Fig. 58. Properties added to the form

Delete the section displaying all the document attributes (Fig. 19).

Save the form after editing. Click Add forms for Record Card in the document type
page, in the Forms (Views) tab. In the provided window select the type (Incoming) that
you will use for registration (Fig. 59). Then select the document flow (Incoming) where
the document will be registered. Click OK.

.} Select the record-card type — O *

Registration Card Type

Incoming -

Document Flow

ihcoming HE

@ oK &) Cancel

Fig. 59. Record Card type selection window




The Record Card - Incoming section will then appear in the Forms (Views) tab
(Fig. 60).

# Record Card - Incoming &
Document Flow * [incorming Tl
Register New * |Fegistering a new document -] 24k
Register Bxisting |Registering an existing document - 214k
Edit Record Card * [Edit Riecord Card |24

Fig. 60. Record Card - Incoming section

Select the previously created Registering an Existing Document (new) form from

the drop-down list. Then save and publish the document type.




3.3.3Customizing Records Classification Scheme

Once the Record Card is created, you have to customize the Records Classification

Scheme.

Records Classification Scheme is a scheme that categorizes documents within the
company at the moment when they are registered. The Records Classification Scheme
specifies how the documents are stored, provides information about document retention
periods, defines how to assign a registration number and manage other document

settings.

ELMA may contain only one Record Classification Scheme. You can customize it for

one calendar year or for an unlimited period.

The Records Classification Scheme is customized in Administration — Document
Management — Record Classification Scheme (Fig. 61)

Document Management

Records Classification Scheme

Configure the company’s records classification scheme (categories, registration offices) and its publication settings

Fig. 61. Administration — Document Management

If you have activated the Contract Management process package, the Records

Classification Scheme must already be partially configured.

If the Classification Scheme hasn’t yet been created, the Administration —
Document Management — Record Classification Scheme section will feature the

toolbar which is used to create and publish the Records Classification Scheme (Fig. 62).




O Dec14 T e »

Monda Add Office Add Section Add Category Add Link Publish

TSR Records Classification Scheme

B Main Page
* Users

A System
=/ | Basic Applications
ﬁ Portal Settings

Document Management
\\¢ Business Processes <

o CRM+

Fig. 62. Records Classification Scheme administration.

In ELMA, the Records Classifications Scheme has the following elements:

-/ Registration Office — Represents the departments responsible for registration of

documents.

= Unit — Unites one or several categories. Units are created in registration offices
with means of organization. The unit structure can represent the structure of your

company.

=] Category — Document or a set of documents related to one subject or area of
activity. Categories serve to classify documents and usually store documents of certain

types. Categories contain only registered electronic documents.

== Link to a Category - In ELMA, each category belongs to a certain registration
office. Sometimes different documents have to be registered in one shared category. In
this case, the category is created in the first registration office and a link to it is placed
in the second registration office. Such settings make it possible collect the documents
in a category and have them registered in both registration offices, using a single

numbering system within the category.

Use the toolbar located on the administration page of the Records Classification

Scheme to create elements of the Scheme.
Create a Records Classifications Scheme from scratch:
Step 1. Create registration offices.

Click Create Office and type a name in the pop-up window (Fig. 63).




oy

Add Office

Records Classification Scheme X

Choose a registration office for the records classification scheme
I

Existing registration office

Fig. 63. Adding a registration office

Step 2. Configure registration offices.

Once the registration office is added, you have to configure it, specify the users who
are allowed to register documents in this office. For that, go to Administration —
Document Management — Registration Offices (Fig. 64). Here you can also create
and delete registration offices.

Configure the registration offices

Quantity: 10 ltems found: 4  Pages: A -

MName Modified by Date modified

All Offices 4 7
System registration office that allows to manage all the other registration offices. Users
who have access to this office, receive access to all the other registration offices

) Administrator 4202015149 4 § %=
Main office
PM
Branch office No. 1 Administrator apozoisis0 # Fox
PM
Branch office No. 2 Administrator ;ﬁ;0f20151:51 _’ 7 =

Fig. 64. Administration — Document Management — Registration Offices

When you click on the name of a registration office, a page opens, showing its
properties (Fig. 65).




Main office

General Information Access

Name Main ofiice

Author Administrator

Date created 4/20/2015 1:49 PM

Modified by Administrator

Date modified 4/20/2015 1:49 PM
H

Deletion Date

Description

Fig. 65. Registration office

In the Access tab you can assign permissions to the organizational structure elements.
Click Add to add users or user groups who will be allowed to register documents in the

registration office (Fig. 66). Click Save in the same tab to confirm all the changes made.

Main office
General Information Access

Can register documents at all offices

Secretary

Who can register documents
b4 Office worker
b4 Secretary

Add E Save

Fig. 66. Setting access to a registration office

You can allow certain users to register documents in all the registration offices. Give
them access in the Access tab of the All Offices registration office.

Step. 3. Add Sections to the Records Classification Scheme.

Go back to creating the Classification Scheme’s structure in Administration —
Document Management — Records Classification Scheme.

Create a section for all the mail: select the registration office and click Add Section.
You can also create a section using the button located next to the registration office

name.




=S

Add Section

o

Fig. 67. Buttons for adding a section to the Records Classification Scheme

Type the section name in the provided window and click Save. The new section will

appear in the Records Classification Scheme (Fig. 68).

=.
+ " 1 (sl T
Add Office Add Section Add Category Add Link

Records Classification Scheme

# * Main office

#-7 Contracts

Fig. 68. Section of the Records Classification Scheme

Step. 4. Adding Categories.

Now, create categories for incoming and outgoing mail. Select the section where you
want to add a category and click Add Category (Fig. 69). You can create categories

directly in the registration office, too.

Add Catggory

Fig. 69. Buttons for adding a category to the Records Classification Scheme

In the pop-up window, type the category name and adjust the settings (Fig. 70).




Category X

Name * Incoming Mail
Allow to reserve the number Yes * No
Index Inc. &
Configure template for the category's index. The index's value is stored in {$Grouplndex} variable.
Retention Period Permanent retention period
5
years
Numeration Manual
*  Automatic
Start with 1
Mumber of Characters 3
Continuous numbering with other category
. . <
Number Template {$GroupIndex}{$RegCardNumber}/{$RegistrationCard.AccountingYear. Year} -

Configure template for the document's registration number. Numerical order within the category is
stored in the {$RegCardNumber} variable.

¥ Rename the document after registration

Note

Fig. 70. Creating a category

Category settings:

Allow to reserve the number — makes it possible to reserve registration numbers in

the current category (for more detail, see section 7.1).

Index — This prefix is added to the document number in its Record Card, if the
Number Template field contains the {$Grouplndex} variable. Any combination of
symbols is allowed, and you can also add system variables. Use the & button to select

a system variable.

Numeration - Specify if registration numbers are given manually or automatically.
In manual mode, the users themselves type in the registration number. In automatic
mode, continuous numbering becomes available and new fields appear: Start with
(number of the first document registered after the Records Classification Scheme is
published) and Number of Characters (number of characters in the registration

number). You do not have to enter the registration number, the system itself will form




it. In the registration number’s template, numeration is defined by the
{$RegCardNumber} variable.

If the number of characters is set to 3, the {$RegCardNumber} number part of the
registered document will be 001. If you do not need zeros in front of the number, set the
Number of Characters option to O.

Number Template — Template for a document’s registration number. The default
template is the {$Grouplndex} variable that stores the Index value. The template can use

other symbols and system variables. To enter a system variable, use the < button and

select the desired system variable in the provided window (Fig. 71).

Select Property X

Root

Name Type

B Record Card Record Card
Index String

Registration Number String

Fig. 71. Property selection window

Fig. 70 features the following registration number template:
{$Grouplndex}{$RegCardNumber}/{$RegistrationCard.AccountingYear.Year}. It means
that the registration number will consist of: “Index” “Reg.number”/“Accounting Year”. The
number of the first document registered in 2015 will be Inc. Ne001/201S5.

After configuring the settings, save the category. In Fig. 72 you can see an example of
a Records Classification Scheme with an added category.




Records Classification Scheme

7 Main office
e = Mail

Incoming Mail

Fig. 72. Section and category added to the Records Classification Scheme

It is important to specify the document types that can be registered in each category.

Once you have created and saved the category, open the category page for editing
(select the category and click 4 ) and go to the Document Types tab.

Click Add to add the Incoming mail document type to the category (Fig. 73). The
document flow and the record card type are added automatically (as specified in section
3.3.2). You can add various document types to a category. Every document type that you
plan to register must have registration forms configured in ELMA Designer.

Category - Incoming Mail

General Information Document Types

Docflows settings and Record Card are defined in the document type X
Document Type Document Flow Record Card
Incoming Mail @ Incoming 9 Incoming ¥ Delete

Add
Fig. 73. Document type settings for Incoming Mail

Create sections and categories for all the documents that are registered within your
company. You can see an example of a configured Records Classification Scheme in Fig.
74.




Records Classification Scheme

= Main office
) Mai
. Incoming Mail
- *+ Branch office No. 1
= Mails
: Cutgoing mails
Incoming mails
— = Branch office No. 2
=FE Mais
3 Qutgoing mails
' : Incoming mails

Iain office

Fig. 74. Example of a Records Classification Scheme

Once you have created the Records Classification Scheme, publish it. It is only
possible to register documents in a published Record Classification Scheme.

To do so, click Publish in the toolbar of Administration — Document Management
— Records Classification Scheme. In the pop-up window, click Publish to confirm.

A.

Publish

Publish Records Classification Scheme X

When a records classification scheme is published, the users can register the documents. A
published classification scheme cannot be edited.

Fig. 75. Publish button and publication window

The Records Classification Scheme and its settings are editable. They can only be

edited when the Records Classification Scheme is not published, so click Cancel
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Publication to edit (Fig. 76). While the publication is canceled, documents cannot be

registered in the system.

&

Cancel
Publlication

Fig. 76. Cancel Publication button
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3.3.4Configure Registration Variants

To register a document, you have to specify the registration office, category and

document flow. To make it faster, you can use Document Registration Variants.

Registration Variant is a set of registration parameters saved in the system. If the
same registration parameters are used rather frequently, you do not need to enter them
manually every time, just use a corresponding registration variant. The registration

variants are also used in the “Registration” operation of document routing processes.

It is possible to add a registration variant only if the Records Classification Scheme
has already been created in the system and configured. To create a registration variant,
go to Administration - Document Management —» Document Registration Variants

(Fig. 77). The registration variants are grouped by registration offices.

Administrator
Dec 14

\ \ Monday Create Variant 9 |

r'] Administration Configure the document registration variants

.. Main Page Name Document Flow Document Type Category

=4 Main office
® Users

Incoming contract : Contracts Incoming Contract Incoming confracts

g %
.’b System Outgoing contracts : Confracts Outgeing Contract Outgoing coniracts ,’ x

Fig. 77. Administration — Document Management — Document Registration Variants

Let’s create a registration variant for incoming mail. Click Create Variant in the top
menu of Administration — Document Management — Document Registration
Variants. In the Document Registration Variant window enter the variant’s name and
select the document type, Incoming Mail. The new fields (Document flow,
Registration Office, Category) are filled automatically according to the settings of the
document type’s Record Card (Fig. 78).

You can modify these fields only if the current document type has several Record
Cards, or if this document type can be registered in several offices/categories.
Otherwise, the fields cannot be modified.
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-

(Create Variant

Document Registration Variant X

Name *

Incoming Mail |

Select Document Type

Incoming Mail v

Document Flow

Incoming v

Registration Office

Main office v
Category
Incoming Mail v

Fig. 78. Create Variant button. Registration Variant settings window.

After having configured the variant (as shown in Fig. 78) click Save. The variant will
then appear in the list (Fig. 79). Later you can edit or delete it.

Configure the document registration variants

Name Document Flow Document Type Category

=] Main office

Incoming contract ﬁ Contracts Incoming Contract Incoming contracts _’ x
Incoming Mail 9 Incoming Incoming Mail Incoming Mail _I X
Outgoing contracts ﬂ Contracts Outgoing Confract Outgoing contracts _, x

Fig. 79. List of document registration variants
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3.3.5Registering Documents in Record Management
Users need the following level of access to register documents:

e Access to View/Load the registered document or higher.
e Access to the Record Management section to View/Load or higher.
e Access to at least one registration office.

You can create and register a document at the same time. To do so, click Register
in the Record Management or Documents section of ELMA Web Application. You can

place this button or a registration link in any area of Web Application.

To register an existing document (a document that has previously been created in
the system), click Register in the Actions button of the document’s page, if you have
access permissions to register documents. If you don’t, but still need the document to
be registered, send it for registration. That means assigning a task to register a
document to a user who has corresponding access permissions. The Send for
Registration option is available in the Send button menu.

ELMA allows for multiple document registration, meaning that a document can
be registered various times (section 7.3). It is useful when you need to register a

document in several categories of the Records Classification Scheme.
Let’s take a look at the registration process.
3.3.5.1 Registration of a New Document.

To register a new document, click Register Document. This button is available on

the main page or in the Record Management section.
Step 1. Select registration parameters.

If there are available registration variants, select the desired one in the dialogue box.
You can either choose from the most recently used ones or from the entire list. If none
of the registration variants fits, click Register Other Document. The parameter

selection window will appear (Fig. 80).




&

Register
Document

Register Document X

v Recent Variants of Document Registration

Incoming Mail
Main office -= Incoming Mail -= Incoming Mail (Incoming)

o
] Incgmmg contract .
Main office -> Incoming contracts -> Incoming Contract (Contracts)

» Available Registration Variants

Register Other Document Cancel

Fig. 80. Dialogue box for selecting a registration variant; Register Document button

Select the previously configured Incoming mail registration version.
Step 2. Registration and creation of a document

The creation and registration page has two tabs, Common and Records

Classification Scheme.

The Common tab (Fig. 81) features the assumed registration number (since you
have previously set up automatic numeration). You can change the date in the
Registration Date field, if you need to. By default this field always shows the current

date and time.

Now fill in the document creation fields. Their number and order may vary according
to document type settings. Fig. 81 features document creation fields for the Incoming

Mail document type.




Register an incoming document

Common Records Classification Scheme

Registration Number *

Registration Date *
Document Attributes
Subject *

Sender *

Registration number *

Date *
General Information

Name

Parent Folder

Document Version
Attach a file from the computer

Load File

You can load a fie by

t more (i

Make it Current?

Advanced

Description

To finish registration, click Register in the top menu (Fig. 82).

Once the document is registered, the system will offer you to select the
(Fig. 82). To close this window, click Close.

Inc.001 (Expected Number)

Warning! After registration, the actual document number may differ from the expected one, as it may depend on the fields of the x

current form or somebody else may have registered another document meanwhile.

Use Reserved Number

12/16/2015 [m] 09:40

IFthe letter or message does not have a registration number, set the field fo n/a

{5Document.RegistrationNumber} dated {§Document Date} {Document.Subject} from {$Document.CreationAuthor. FullName}

The document name will be generated from template

Shared FoldersMailincoming Mail

Attach a file from the scanner”

Scan

* Yes MNo

Fig. 81. Registration form for a new document.

ersion fie from the scanner. Scanning is performed

next action
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—@
Register
v

Document registered X

The "001 dated 12/16/2015 12:00 AM Incoming mail rom Administrator ELMA” document has heen
successfully registered. Select your next action with this document.

Do not perform any actions with this document

Click when you do not want to do anything with the registered decument. You can perfom all the
actions with this document from it's page later.

= Send for Approval

o The executors must agree or disagree with the document's contents. As you click this button, you
will be moved to the "Send a document for approval”page

8end for Consideration
"D The consideration procedure resulls in & decision on the document. As you click this button, you will
be moved to the "Send a document for consideration”page

~ Send for Acquaintance
@ The executors must confirm that they have read and understood the document. As you click this
button, you will be moved to the "Send a document for acquaintance”page.

Do not show this window again Close

Fig. 82. Register button; pop-up window for selection of the next action

Registration of an Existing Document:

You can register an existing document either from its page or in the document’s
route.

To register a document from its page:
1. Open the document page in ELMA Web Application.

2. Click Actions in the page’s toolbar and select Registration (Fig. 83).
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Actions

|_§J Add Comment
o Ask Question
[ Change Status
Move
Copy
& Create Link
had Sendto Archive
- View Subscriptions
Convert Document

a8 Register

Fig. 83. Register button

If there is a convenient registration variant, the system will offer you to select it (Fig.
84).

Register Document X

~ Recent Variants of Document Registration

Incoming Mail
Main office -= Incoming Mail -= Incoming Mail (Incoming)

» Available Registration Variants
Register Other Document

Cancel

Fig. 84. Selecting a registration variant

Select the Incoming Mail variant, which you have previously customized. The
document registration window will open (Fig. 85). At this point, registration is similar to

that of a new document. To finish registration, click the Registration button in the top
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menu (Fig. 83). After registration, a window will be provided for you to select the following

action (Fig. 82).

o

%

=

Documents

Q Document Search

Records Management

9 Incoming

L% Answer Required
e Dutgoing

0 Internal

== Contracts

Drafts

E Registration Log
Contract Management
My Documents

Shared Folders

i Archive

Dec 16
Wednesday

Q Search Incoming Document:

<« =)
Back Register
v

Register an incoming document

Common Records Classification Scheme

Registration Number * Inc.002 (Expected Number)

Warning! After registration, the actual document number may differ from the expected one, as it may depend on the fields of the 3¢
current form or somebody else may have registered another document meanwhile.

Use Reserved Mumber

Registration Date * 12/16/2015 & 09:49 v

# 001 dated 12/16/2015 12:00 AM Mail from Abakion

General Information ~ Preview  Links 0 = Access  Tasks 0 History
» Document Registration
~ Additional Information
Document Attributes

Document Type Incoming Mail

Parent Folder Shared Folders/Mail/incoming Mail

Date created 12/16/2015 9:45 AM

Author Administrator

= Add Version

Quantity: | 15 | w ltems found: 1 Pages: [0 - 3
No. File Date created Version Author Date modified Modified by Status
= 1 &'\nformalion from Abakion.docx 12M6/2015 9:46 AM Administrator 12M16/2015 9:46 AM Administrator Current

Fig. 85. Registration window for an existing document
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3.3.6Registration Number in the Document Name

It is possible to use the registration number in the document name. Configure it in
ELMA Designer and in the Records Classification Scheme.

Step 1. In ELMA Designer, add the registration number attribute to the document
name template. You can find it in the document type page, in the Common Record
Card Attributes menu (Fig. 86). In the template it looks like this:
{$Document.RegistrationCard[0].RegNumber}. We also recommend to forbid users to
change the document’s name (do not enable the Allow to change document name

option).

After configuration, save and publish the document type and then restart the ELMA

server.

VU Diocument Type List Incoming Mal = €3
_i| Description’||_{ Attibutes [= Life Cycle Business Processes @ Additional '|==| Forms [Views] \_3,3 Scripts

Diocument Type Name ES
Incoming Mail
Document MName Template ®
{8Document . RegistrationNumber} dated {$Document Date} {$Document. Subject} from {$Document. Sender Name} Inzert Document Attribute v
#| Mlow to change document name Diocument Attributes 4
(i1} Common Record-Card Attributes— »
[ TR Registration Mumber "Outgoing™ attribubes 3 _
| Loading a version from file Document File: Name
. Status
#| Version scan button
Docurnent Flow
4 Generate versions from templates
Fiscal Year
Advanced Seftings Registration Office &
Categaory
Dizpatch tracker Diate created
Allow to register documents of this type multiple times Authar
Forbid tocreate documents of this type inweb application Diate modified
4| Use this lifecycle for this type of documents Dacument Type
Registersd By
Description Madified by *
Description

Fiegistration D ate

Fig. 86. Using registration number in document naming template

Step 2. When configuring a category for the current document type in Web
Application, select Rename document after registration.




+ Fename the document after registration

Fig. 87. “Rename the document after registration” option

In this case, the registration number will appear in the document’s name right after
registration.

For example, the name template for incoming mail is:
{$Document.RegistrationCard[0]. RegNumber}  ({$Document.IncomingNumber}) dated
{$Document.Date} {$Document.Subject} from {$Document.Sender.Name),.

Before registration, the document’s name only features the incoming number (if any),
date, subject and sender (Fig. 88).

Document " dated 12/16/2015 12:00 AM Information message from Key Solutions"
Fig. 88. Document name before registration

After registration, the registration number is generated and added to the document’s
name (Fig. 89):

Document "Inc.002 dated 12/16/2015 12:00 AM Information message from Key Solutions"

Fig. 89. Document name after registration




3.4 Configure Storage of Incoming Documents

Documents storage is a centralized storage system for electronic documents and
folders. It provides quick access to required information and makes it easy to handle.
Here you can view a document’s history, limit access to certain documents and folders,

etc.

Create and setup a storage system for incoming document with folders and filter

folders, and set access permissions for folders and documents.

3.4.1Folders

In ELMA, documents are arranged and stored in folders. Folders make up the whole
document storage system. They are located in the Documents section of ELMA Web
Application. Folders may contain documents or more folders, as well as links to

documents stored in other folders.

Shared Folders are folders available to any user. However, to create a folder, users
must have Edit permissions (or higher) for the parent folder. Usually, the structure of

the shared folders is managed by the Administrator.

Create an Incoming Mail folder to store all the incoming mail in one place. To do
so, open the Shared folders folder and click the Folder button in the top menu (Fig.
90). Type the folder’s name in the pop-up window. You can also select a specific icon.
Then click Save to save the folder.

Create a new folder X

Folder Mame

lcon

m Cance‘

Fig. 90. Folder button and folder creation pop-up window

Now the Shared Folders folder contains the Incoming Mail folder.
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You can create a document of the File type by dragging files from File Explorer to this page. These files will be automatically uploaded to the server and attached tothe

documents you create.

Advanced Search
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Fig. 91. Incoming Mail folder in the shared folders.

Author
Administrator
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ltems found: 6  Pages T G &

Date created
11/12/2014 3:05 PM
1/15/2015 3:07 PM
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You can make the folder tree more complex. For example, add a Mail folder and then

create folders for incoming and outgoing mail inside it (Fig. 92). The shared folders

structure is customized precisely for each company’s needs.

.f Documents

¥ Contracts expiring

ﬂ My Documents
iJ' Shared Falders

: Incoming Mail
:r ¥ Invoice Register

il Invoices

{5 mail
Incoming Mail
Outgoing Mail

:t ==] Projects

*‘ . Bring SMART LK to Mi

Equipment implemen
Financial Dacumer

Technical Docume

Mail

Shared Folders \ Mail

You can create a document of the File type by dragging files from File Explorer to this page. These files will be automatically uploaded to the server and attached tothe

documents you create.

Advanced Search

Mame

\(Level up)

i
<

Incoming Mail

0
2

Outgoing Mail

Fig. 92. Folders for incoming and outgoing mail.

Author

Carter A.

Carter A

ltems found: 2 Pages S E IR - )

Date created

2112015 9:58 PM

211/2015 958 PM

Each folder has a toolbar (the top menu), which allows you to perform multiple

actions with the folder, and with the documents it contains, if you have sufficient access

permissions.




ﬁ

v

Document Folder Actions Selected Send Table

Fig. 93. Folder’s toolbar (top menu)

For the description of the toolbar see ELMA Help.

When a folder is created, you have to set access permissions. By default, the folder
inherits the parent folder permissions; the author (the user, who created the folder) has

full access to the folder. For more details on folder permissions see section 3.4.3.




3.4 .2 Filter Folders

A Filter Folder does not store the documents but simply displays them according

to filtering parameters.

The parent folder of these documents is specified in each document’s page. The filter
works for documents only, so it is impossible to make a selection of folders. In the folder
tree and on the parent folder page, filter folders are marked with the ¥ icon. Filter
folders can be created as sub-folders in a folder that the current user has access to (Edit

permission or higher).

Let’s create a filter folder for incoming mail to separate documents by year
(depending on the receipt date, with the Date property). Go to the Incoming Mail folder
and click Create Filter Folder in the drop-down menu of the Folder button. The filter
folder setup page appears, featuring 5 tabs (Fig. 94).

New Document Filter

Filter ~ Document Record Card  Search by Columns  Column Settings

Folder Shared Folders \ Mail Y Incoming Mail
Filter Name * Year 2015
Icon

Document Types Incoming Mail x

or

Document Statuses

Access permissions are regarded * Yes Mo
Find when Opening = Yes No

Expand extended search when

. . .
opening a filter Yes No

Fig. 94. Creating a filter folder. Filter tab.

In the Filter tab, type the filter folder's name. For example, Year 2015. Then select
the Incoming Mail document type (Fig. 94). Leave the other settings as they are.

The Document tab features properties of the Incoming mail document type, since
you selected this document type in the previous step. These properties are used for

searching. This section is unavailable if several document types are selected.

Fill in the Incoming Mail section as shown in Fig. 95, and leave the other default
settings as they are. This means that we will use this filter folder to search for all

documents of the Incoming Mail document type, whose Date property is within




01.01.2015 and 31.12.2015. Since there is no parent folder selected, all the folders will

be searched.

New Document Filter

Filter Document  Record Card Search by Columns Column Settings

v Common Atributes

Name
Parent Folder Folder is not selected Q
«  Search in sub-folders

Date created = to =
Use relative dates

Date modified &= to =
Use relative dates

Author 1

Medified by j 4

Archived Ves Mo

Reply Required Yes Mo

+ Dispatches

Send Date = to =

Use relative dates

Dispatch Status

Dispatch Type Q
Send By 1
Dispatch No.

+ Incoming Mail
Do Mot Search in Archive * Yes MNo
Find Documents Cnly +

Subject

Sender Q

Registration number

Date 01/01/2015 [% ¢ 123172005 | B

=

Fig. 95. Creating a filter folder. Document tab.

You can set up filtration parameters to make only registered documents available in
search. For that, go to the Record Card tab (the Common Attributes or Records
Classification Scheme area). Specify Document Flow, Record Card type and Status as
shown in Fig. 96.




New Document Filter

Filter Document Record Card Search by Columns Column Settings
v Common Atributes

Registration Number

Document Flow Incoming

Record Card Type Incoming %
or

Date created = to =

Use relative dates

(&) to 2

Date modified

Usze relative dates
Status Registered

Registration Date =) to =

Use relative dates

v Records Classification Scheme

Category Incoming Mail

Fig. 96. Creating a filter folder. Record Card tab.

In the Search by Columns tab select the properties for advanced search. To add a
property to advanced search, double left click on its name in the Available Elements
column. The property will then be added to the Selected Elements column. You can

see an example of these settings in Fig. 97.




New Document Filter

Filter Document Record Card Search by Columns Column Settings

Select columns to show in the filter

Available Elements Selected Elements
Archived Sender
Author Subject
Date created Reqgistration number
Date modified Date

Do Mot Search in Archive
Find Documents Only
Modified by

Name

Reply Required

Fig. 97. Creating a filter folder. Search by Columns tab.

With settings as in Fig. 97, the Advanced Search field (hidden by default) in the
filter folder will look like this (Fig. 98):

Year 2015

Shared Folders Y Mail \ Incoming Mail \Year 2015

Sender Q

Subject
Registration number
Date 01/01/2015 [&] o 13/31/2015 &

Find Documents

Hide Search Fields

Fig. 98. Advanced search in the filter folder.

Learn more about advanced search in Chapter 8, sections 8.1 and 8.2.

In the Column Settings tab, you can change the layout of the document list. By
default, the document list displays the document name, author and date created. Now
add Incoming Mail properties: Sender and Registration number, select sorting by Date
Created and set the number of items displayed in the table at 50 (Fig. 99).




New Document Filter

Filter Document  Record Card

Filter columns by object type:
Available Fields
Delivery method (Incoming Mail)
Note (Incoming Mail)
Receipt date (Incoming Mail)
Registration Number (incoming Mail)
Responsible (incoming Mail)
Sender (Incoming Maii)

Theme (Incoming Mail)

Sort list by column

Mumber of items displayed in the table:

Search by Columns

Column Settings

Incoming Mail

Selected Fields

Name (Document Flow Object) =
Author (Document Flow Object) =
Date created (Document Flow Object] =
Sender (Incoming Maii) *

x

Registration number (fncoming Mail)

Date created (Document Flow Object)

Ascending
* Descending

50

Fig. 99. Creating a filter folder. Column Settings tab.

With settings as in Fig. 99, the document list in the configured filter folder will look

as shown in Fig. 100.
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Technical Dacume
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- @ Lessons learned knov

Rules

Name
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12:00 AM Information
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. 1216/2015 10:36 .
Administrator Key Solutions 001
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Miller A. 1211612015 12.08 Abakion 0og
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Administrator TNM520155:36 PM  Blocket nia

Fig. 100. List of documents in the filter folder.

Once configured, save the filter folder by clicking Save in the top menu. Use the

Actions button to edit the settings, to access, delete and move the filter folder.

In a similar way, configure a filter folder for the year 2016. Set the Date property to
“from 01.01.2016 to 31.12.2016”. Now, any document dated 2016 will automatically go

to this filter folder.




With filter folders you can easily manage quick access to required documents. Filter
folders are often used for documents that have a certain status, for example, unpaid

incoming invoices, unsent outgoing mail, contracts pending approval, etc.




3.4.3Managing Access Permissions

ELMA allows you to configure granular access permissions to documents and folders

in a flexible manner.
By default, a document/folder is accessible to:

e Author/creator (full access by default);

e Author’s superiors (according to the organization structure), who have the
same permissions as the author/creator;

e Users added to Access to all documents (in Administration — Document
management — Permission for Accessing “Documents” Section — Access
to the «Documents” Module).

There are several access levels in ELMA:

View/Load — Allows a user to view a folder or a document and download document
versions from ELMA server to the user’s local PC. Does not allow the user to edit folders

or documents.

Edit — Allows a user to View/Load as well create new document versions, modify
attributes and do other similar operations. The View/Load permissions are given

automatically when the Edit access level is assigned.

Manage Permissions — Allows a user to manage permissions of other users, whose
level of access is inferior to the level of the current user. Does not allow the user to

assign Full Access.

Create Documents (folder access only) — Allows a user to create documents in the
actual folder. With this level of access the user automatically acquires View/Load, Edit,
and Manage Permissions. To move a document to the folder with this access level, you

must have at least the Create documents access permissions.

Full Access — Gives full access permissions, and allows a user to manage
permissions. Manage permissions, View/Load, and Edit access permissions are added

automatically.

A document or folder can inherit parent folder permissions. Select this option when

configuring access permissions to the folder or document.

When implementing the granular access permissions, it is preferable to give access
to job positions within the organization structure instead of specific users. This will allow
you to avoid reconfiguring permissions if the user changes their job positions and

provide the necessary access permissions to the user who takes the office.

Setting Access Permissions to a Folder.




Only a user whose access level is of Manage Permissions or higher can give access

permissions to a folder; usually it is the person who created the folder.

To manage a folder’s permissions, click Actions — Configure Access (Fig. 101).

Actions

To Favorites
T Configure access
@a Bind Wel Document
Edit Folder
g Delete Folder

= Create Link

Move

Fig. 101. Folder page. Actions button.

In the provided window (Fig. 102) manage permissions by using the Add button and

access level checkboxes. Then click the Save button on the bottom of the window.

Access Permissions X

# Inherit parent folder permissions
Parent Folder Permissions
View/Load Edit Manage Permissions Create Documents Full Access
&& DMS Management
M Author
& Allusers
& Administrator ELMA
Extra Permissions
View/Load Edit Manage Permissions Create Documents Full Access
Mo data to display

Add

Fig. 102. Dialogue window for setting access to a folder.

There are Parent Folder Permissions and Extra Permissions. Access permissions

given to a user are added to the Extra Permissions. When configuring a folder, you




cannot change its parent folder permissions. To cancel inheriting, deselect the Inherit
parent folder permissions option.

Setting Access Permissions to a Document.

Only a user whose access level is of Manage Permissions or higher can give access
permissions to a document. The permissions are managed in the Access tab of document
page (Fig. 103).

Document "Incoming mail No.00003 from Key Solutions™"

General Information  Preview  Links 0 Access  Tasks 0 History

+ Inherit parent folder permissions

Parent Folder Permissions

View/Load Edit Manage Permissions Full Access
&* DMS Management
9 Author
& Allusers
& Administrator ELMA
Extra Permissions
View/Load Edit Manage Permissions Full Access
Mo data to display
x Chief Executive Officer v v v "
x Chief Commercial Officer v "
x Chief Accountant - v
x Chief Financial Officer v v
x Chief Technology Officer v v
X Chief Marketing Officer + J
add |5 Save

Fig. 103. Document page. Access tab.

A document’s access permissions are managed similarly to those of a folder.

Users with View/Load and/or Edit permissions can open the Access tab only for
reading.

A document can be created with a set of default permissions (permissions previously
specified in the document type). In this case the document will have access permissions
other than the ones inherited from the parent folder.

Apart from the Access tab, access permissions are managed:

e When a document is sent for acquaintance or approval;
e When a document-related task is created;

¢ In routing processes and business processes where the document is involved.




When you send a document for acquaintance, approval or attach it to a task, one of
the executors from your list might not have the rights to View/Load the document. In
this case, ELMA will offer to give them the corresponding permissions (Fig. 104). Once

set, click Save Permissions.

Assign access permissions X
The selected users do not have permission for some documents

View/Load Edit Manage Permissions Full Access

® B Baldwin Ed v v

Allow "View/Load" for All

Allow "Edit" for All

Allow "Manage Permissions" for All
Allow "Full Access” for All

Save Permissions Cancel

Fig. 104. Access permissions dialogue box




3.4.4Document Type Settings

The system administrator can manage general document type settings

in

Administration — Document Management — Document Types (Fig. 105). Each

document type is managed separately.
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Fig. 105. Administration — Document Management — Document Types.

As an example, configure the Incoming Mail document type. To start, click on the

document type’s name in the current section. The configuration page contains several

tabs (Fig. 106).

Let’s apply the following logic for creating and assigning access permissions: any

user can create an incoming letter or an e-mail message, which is then stored in Shared

Folders, in the Incoming Mail folder. After creating an electronic document, the author

can edit the document and give access permissions to other users. All the executives

must have access to View/Load and Manage Permissions. The secretary must have

Full Access to all incoming documents. All the other users must be able to see the letter

or e-mail message only if they are assigned with a task, related to this letter or e-mail.

Implement this logic in configuring the Incoming Mail document type as shown in

Fig. 106.
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Fig. 106. General Settings of the Incoming Mail document type

The next tab, Permissions to Create, specifies those users who can create
documents of this type in ELMA. By default, all the users are allowed to do that. For
some document types (for example, contracts, invoices or other financial documents)
you can limit the number of users with this privilege. For Incoming Mail, leave the

default settings.

In the Templates tab, add templates for automatic generation of documents of this
type. See Chapter 9 and ELMA Help for more information on creating and using
templates.

In Notifications Settings select users who will receive notifications about actions
or changes made to the document. This is called subscription to a document. ELMA
generates a large number of notifications, consider it when subscribing users to the
current document. Add the Secretary to the list of users who receive notifications about

changes made to incoming mail.




The Permissions to Sign tab specifies the users who can sign documents of this
type. For these users, the Sign document option is added to the document's page. It
becomes available in the Actions button drop-down menu. By default, this list is empty.
Incoming mail does not require a signer. For outgoing mail, however, you will need to
specify this list.

Click Save to save the settings. Later, you can modify the document type settings
whenever you want.




3.5 Modeling a Route for Incoming Mail

Document routing is a type of process consisting of a sequence of tasks with the
document performed by different executors. Modeled document routes increase the
quality of document management. They allow you to track the document progress at any

moment of time, set up schedule compliance and so on.
Routes are created in ELMA Designer and are assigned to a certain document type.

Let’s learn to create document routes in ELMA ECM+, taking Incoming Mail as an

example.
Model the route according to the following legend:

Any user can receive an incoming letter or e-mail. Once they receive it, they have to
introduce it into ELMA (capture the document) and send it to the secretary for
registration. After the document is registered, the secretary sends it for consideration to
one of the Chief Officers (CEO, Chief Commercial Officer, or Chief Technology Officer).
The secretary chooses who will consider the document and who will get acquainted with
it. The person responsible for making a decision on the document can change the list of
users who must get acquainted with it. He or she can also assigns tasks to other users.
This is called document movement. It is possible to send the document for acquaintance
to any list of users. Once the document-related tasks and the acquaintance task are
completed, work on the document is considered accomplished. The document’s route

must include automatic updating of life cycle statuses.

The document routes are modeled in ELMA Designer just like any business process
(see ELMA Help and ELMA BPM Platform quick-start manual). There is a difference
though: a route always requires a context variable with a document type, and uses a lot

of Document Management modeling elements.

To create a document route, start by creating a new process in the Processes tab of
ELMA Designer. Title it “Incoming Mail”. The second step is to create Swimlanes, but

skip it for now, we shall get back to that later. Now you have a draft of your route.

First, you have to add the context variable to the rout. Go to the Context tab of your

process page and create the following variables:

¢ Incoming mail - Incoming Mail type (Fig. 107), input (Fig. 108);

¢ Responsible — User type with a limited user selection list (only Chief Officers)
(Fig. 109);

e List of users acquainted with the document — User type, List link type.

e Initiator — User type.
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Fig. 107. Property settings for Incoming Mail. Common tab.
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Fig. 108. Property settings for Incoming Mail. More tab, Input option.
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Fig. 109. “Responsible” property settings. Limiting user selection.

After you add all the context variables, the Context tab of your Incoming Mail

process will look as shown in Fig. 110.
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Responsible Responsible User (Object) O O O
Acquaintance Sheet Acquaintance Sheet List=User (Object)s (N-N) O O O
Initigtar Initiatar User {Object) O O O

Fig. 110. Context tab of the Incoming Mail routing process.

Your next step is to set automatic naming of route instances. All the active Incoming Mail
routes will be named as follows: the word “Route” + the document’s name.
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Here is how it is set up: when you click Instance Names in the process page toolbar
(Fig. 111), the Instance Naming Method window appears. Select Template and create
a naming template. Type “Route” in the template field, then add a document name
through the Insert Variable button.

Click Insert Variable then select Context — Incoming Mail —» Name (Fig. 111).
The template field  will then display  the following  text Route
{$Context.IncomingMail. Name}. 1t will define the document’s name when the route is
started and will be displayed in the route instance name. Click OK in the Instance

Naming Method window to save the changes.

=
Instance
Names

¥ Instance Naming Method - O *

Manually

{fa key varzble is defined, itz name will be used as the name of the instance. Otherwise users will have o specify
st manually when starting the process

® Template

The instance name will be gensrated from the femplste. Jt may comtsin custom fext with inserts like
{3\ ariabiahamel

Route

Context 2 Process Instance

Active Instance # uio
Incoming kil 3 Ui
Fesponsible Mame

Initiator Authar 3

[ ate created

[Drate modified

Parent Folder

Fig. 111. Instance Name button and Naming settings.

When you have set the context variables and instance names, go to modeling the

route map for Incoming Mail.




3.5.1Swimlanes

Configure the swimlanes. To add a swimlane, go to the Graphic Model tab in the
process page and drag the BMPN Element Vertical swimlane into the empty filed on the
right.

Add five swimlanes and configure them (Fig. 112).

| Initiatar | Main Office Secretary | Responsible | Executor of decision-based tasks Persons Acquainted

Fig. 112. Swimlanes of a document routing process

Initiator is a dynamic swimlane. As the executor variable, select the previously
created Imitiator context variable. Since any user can be the initiator, select the All

Users group in the list of job positions.

Main Office Secretary is a static swimlane. In the organization structure, select the
executor, the job position of the person responsible for registering incoming documents
in the company. In the Access Permissions tab set automatic distribution of Full

Access to the Secretary.

Responsible is a dynamic swimlane. For the executor variable, select the previously
created Responsible context variable. In this swimlane, the executor makes a decision
on the document and assigns tasks. The list of executors is limited to Chief Officers only.
In the Access Permissions tab, set automatic distribution of Reading/loading rights

to the executor.

The following two swimlanes, Executor of decision-based tasks and Persons

Acquainted are of a specific type, Business Role.

The Business Role swimlane is used for document management. It allows the
process flow to send a document for acquaintance, approval or task execution to several

users at once.

With just a single block of the Graphic model (Approval, Acquaintance or

Consideration), you can at once set several tasks of one kind to various executors. The




process is suspended until each executor has accomplished their tasks. Then the
process becomes active again. Unlike other swimlane types, Business Role can set one
task to several executors.

There are three Business Role types: Acquaintance, Approval, and Consideration.
For more information on them, see ELMA Help.

For the Executor of decision-based tasks, change the swimlane type to Business
Role, then change the Business Role Type to Consideration (Fig. 113). In the Access

Permissions tab set automatic distribution of Reading/loading rights.

¥ Executor of decision-based tasks — O *

Common ' Context Yariable Visibiity ' Access Permizzions
Name * Executor of decision-based tasks|
Swimlane Type
Change Type Business Role
Business Role Type

Change Type =) Consideration

E—N

:"_) Ok, @ Cancel

Fig. 113. Setting the “Executor of decision-based tasks” swimlane.

Set the Persons Acquainted swimlane type as in Fig. 114. In the Access

Permissions tab set automatic distribution of Reading/loading rights.
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O Persons Acquainted — O X

Common r__I:ontth W ariable Yisibility | Access Permissians

MName * | Persons Acquainted |

Swimlane Type

Change Type Business Role ‘

Business Role Type

7 M
Change Type é Acguaintance ‘

@ Ok @ Cancel

Fig. 114. Setting the “Persons Acquainted” swimlane.

In business processes and routes, you can set access permissions for documents
during modeling, when setting up swimlanes. In the Access Permissions tab you can
enable automatic distribution of rights to executors of the current swimlane (Fig. 115).
You can also use scripts to manage access permissions to a document (see ELMA Help).
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¥ Main Office Secretary — O =

Common ' Contest Variable Vizibiiy ' More |Access Permssions

| futomatically distribute permissions for documents for this swimlane
® Reading / loading
Edit, View/Load
Full

Giving permissions for the document

I@ aF. @ Cancel

Fig. 115. Setting automatic distribution of permissions in a swimlane

For reassigned tasks you can configure permissions in Administration - Document
Management — General Settings for Document Management Section. Set the “If a
document task is reassigned, automatically set permissions for attached document” option

to Yes.

When all the swimlanes are configured, the document routing map will look like

shown in Fig. 112.

Now you have to model the Incoming Mail route itself.




3.5.2Document Management Activities

Use the specific Document Management activities to model the document route.
They are located in the Document Management section, on the side panel of the
Graphic Model tab (Fig. 116).

Document Management
=[] Approval
- @) Send for Approval
- @) New Approval Sheet
- (@) Approval
=[] Acguaintance
- |8 Send for Acquaintance
- (@) New Acquaintance Sheet
- |8 Acgquaintance
=-|_] Consideration
- () Make Decision
Q) Create Decision Based Tasks
-] Execute and Control Decision Based
=t-|__] Operations with Document
&l Register Document
- |[&) Create Document
Change Document Status
) Sign Document

Change Document Dispatch Status
Dispatch Document

4 I ] .3

Fig. 116. Graphic model tab. Document Management operations

These activities always require a context variable with a document.
All document management activities are divided into 4 groups:

e Approval;
e Acquaintance;
e Consideration;

e Operations with Document.

For the Incoming Mail route, you will need the Acquaintance and Consideration
activities as well as some activities from the Operations with Document section. To

learn more about other document management activities, see ELMA Help.

It is possible to create a document outside a route and then assign it to the route.
Or you can create the document in the route itself. From the very beginning you have to
specify how the routing process will start.




Suppose, a document is created in ELMA Web Application and then the user directs

it by the route. Model the route according to the abovementioned legend.

In the Initiator swimlane, place the Start event. Then add a user task to confirm
sending the document by the route. Also provide the possibility to end (cancel) the
process at this point. Then, the Main Office Secretary must register the document
(“Register Document” activity) and select the responsible to consider the document. The
Responsible makes a decision and assigns document-related tasks to other users
(“Make Decision” activity). Add the “Execute and control decision tasks” activity to the
Executor of decision-based tasks swimlane. Add the “Acquaintance” activity to the

Persons Acquainted swimlane.

In the Graphic Model section of your process, drag the required elements to the

process map and link them with connectors (Fig. 117).

[ Initiatar | Secretary Responsible Executor of decision-hased tasks Fersons Acquainted I

[ o— q
i sending .
Change Status to Make Decision
—> ﬂﬂc:‘["'::em by CM’O “Consideration’” T on the Document
Change Document
Send for Registration . ngusm
Send for Consideration Completed "Exet Uted"

Change Status to Register Change Status to T
"Registration® > Document "Execution” Q
Execute and
( > Control Tasks ompleted >
+ }\cquamteﬁ
(o]
MNewAcquaintance o A
> Shest 4 with Document

Fig. 117. Incoming Mail routing process with Document Management elements

Since task execution and acquaintance with a document can be done at the same

time, use the AND Gateway.
Now learn how to configure the elements of the route’s graphic model.

The first task, Confirm sending a document by route, allows you to cancel the
document routing if, for example, you set if off by mistake. In the task form, select the
Incoming Mail context variable with nested properties and select Reading only (Fig. 118).

Further you will specify that the route can only be started from the document page.
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(¥ Confirm sending the document by route - O X
Common | Form [Context) ' Fam Settings | Execution Time ' Transitions 'édvanced ' Policies
Fom Type: #® Simple Form Form Builder
| o Add Mave = Up % Down & Edit 3 Delete
Al Properties Displayed Properties
Incoming Mail Property Name on Form | HeqL| Hea(‘ "Vl
Responsible P || |/ incoming Mail Incoming Mail O O
Acquaintance Sheet l* Author Author O o0
Intistor D || || subject Subject O O
Date Date O 0O
4
4
"On Load™ form action script
Not selected Add Secript
@ ok @ Cancel

Fig. 118. Form (Context) tab of the “Confirm sending document by route” task

The Change Document Status activity is used for automatic status update
according to the document’s lifecycle. This activity is not displayed in the Web
Application when the document goes through the route and does not require any user
actions. Our route model has four activities of this type. They differ by the status that
they assign to the document when it reaches a certain point.

To configure the activity, double click on its shape in the process graphic model. The
set up window opens (Fig. 119).
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¥ Change Document Status - O X
Eummnﬁ'{pocuments' r._l:hange a status
Name * Change Document Status to Registration
Dlescription
@ 0] @ Cancel

Fig. 119. Change Document Status window, Common tab

The Common tab allows you to change the activity name. In the Documents tab, you
have to select the context variable that stores the document. In the Change Status tab,
specify the status that the document acquire at this step of the routing process. To select

a status, click on the link in the Final status column.

()} Change Document Status to "Registration” — [m| X
Comman ' Documents Change aslamé"-__
Document Type Final Status
Incoming Mail <Nat defin <Not defined>
DCraft
Registration
Sent for consideration
Active
Executed
In Archive
@ oK (@) Cancel

Fig. 120. “Change Document Status to Registration” window. Change Status tab

ELMA ECM+ Application

103



Now set up other Change Document Status activities.

The Register Document activity creates the Register document task in the Web
Application which is similar to the registration page of an existing document (Fig. 121).
This activity can be placed either in a static or a dynamic swimlane. Double right-click

on the activity shape in the graphic model to open the configuration window.

1) Register Document — O *

Common 'Documents ' Context | Execution Time | Additional
MName * Register Document

Task Name ® | |Ise operation name

The name is generated from a template
Document Type @ Incarming Mail x|~

Folder - o Add Variable

Description

The description is generated from a

Availabilty on external devices and applications

!"3‘ This task is availzble on external devices and applications

Fig. 122. Register Document activity. Common tab

In the Common tab (Fig. 122), you can change the task name and specify the
Document Type to be registered. In our case, it is Incoming Mail. In the Documents
tab, move the document variable from the process context to the Selected Variables

column.

In the Context tab, select the properties that will be displayed in the task. In this
route, the Secretary specifies the person who will consider the document, and prepares
a list of users who should read the document. So, add the following properties

Responsible (required) and List of users acquainted with the document (Fig. 123).




1) Register Document — O *
Common ' Documernts | Conbest | Execution Time | Additional
o Add Mave =P Up % Down & Edt 3% Delets
All Properties Displayed Properties
Incoming Mail @ Property Name on Form Reqr Reac "Val
Responsible Responsible Responsible O
Acqu SNes Acquaintance Sheet Acquaintance Shest O
Initistar @
4
4
On Load™ form action script
Mot selecied Add Script
p_",l oK @ Cancel

Fig. 123. Register Document operation. Context tab

In the Execution Time tab you can limit the time report for the task, just like you

would do for a user task.

The Additional tab is used to set up document registration properties (Fig. 124).
With the Record card is recognized by option you can specify how the Record Card is
recognized, and select the document flow or Document Registration Variant. All this
makes registration much faster. You have already set up the registration variant (section
3.3.3). Select it to make it easier for the Secretary to register a document. Also enable
the Automatically give permissions for registration office in the selected variant
option. This way you can avoid the situation when a user cannot register a document
because they do not have permissions for the registration office (for example, if the
employee is being substituted or the Secretary’s access permissions are not configured
as they should be).




1) Register Document — O *
Caommon ' Documents ' Context ' Execution Time | Additional
Arecord cardis recognized by
Change Walue Document Registration Variant
Registration Variant
Incoming Mail [Registration location: "Main office’’; Case: "Incoming Mail) -

Registration Task Help

@ Show from Record Card Type Select Document

#| Automatically give permissions for registration office in the selected variant

Fig. 124. Register Document operation. Additional tab

Configure the Register Document activity as shown in Fig. 122 - Fig. 124 and click
OK to save the changes.

Make Decision on the Document. This activity opens a decision-making form in

Web Application.

The Common tab allows you to change the task name. In the Documents tab, move
the context variable that stores a document to the Selected Variables column. In the
Context tab select List of users acquainted with the document. It is not the required

field, so the person responsible can modify the list as necessary.
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¥ Make Decision on the Document — O >
Eommon\r.\D ocuments\f[:onlﬁd (\‘Execution Time\r‘t‘ﬂdvanced\' _
lii' Add Movel* L Up W Down z Edit x Delete
All Properties . Displayed Properties -
Incoming Mail =» Property Name on Form | HeqL| Hea(| "Wal
Responsible =» Acquaintance Sheet Acquaintance Shest
Acquaintance Sheet
Initiator I*
4
4
"On Load™ form action script
Mot selected Add Script
@ Ok @ Cancel

Fig. 125. Make Decision on the Document operation. Context tab

In the Advanced tab you can enable the Allow to create tasks option. When it is

enabled, the decision form features the Create tasks according to the decision on the
document section (Fig. 126).

w Create tasks according to the decision on the document

Subject Executor Supervisor End Date

Mo data to display
- Add Task

Fig. 126. Creating decision-based tasks in ELMA
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This activity guarantees that all the decision-based tasks will be assigned to
executors. The routing process will be suspended until all the tasks are completed and

verified.

Execute and Control Tasks. Place this activity in the Business Role swimlane. The
activity can be performed by several executors; they are specified when decision-based
tasks are assigned. To set up this activity, go to the Documents tab and select the

context variable of the document in question.

The New Acquaintance Sheet and Acquaintance with Document elements are

related.

The generation of a New Acquaintance Sheet does not require any actions from the
user. In our case, the list of users acquainted with the document must be created
beforehand and specified in the Acquaintance activity. In the Incoming Mail routing
process, the Secretary and the user responsible for the consideration of the document
make the list, which is why all the elements of the list are specified. You can also use
the New Acquaintance Sheet if the Acquaintance activity is located in the static
swimlane where executors are defined according to the organization structure. To
configure this activity, go to the Documents tab and select the context variable that the

document stores.

If this list is not specified, then use the combination of the Send for Acquaintance
and Acquaintance activities. The Send for Acquaintance activity must be placed in a
static or dynamic swimlane, while Acquaintance must be placed in the Business Role
swimlane. The executor whose swimlane features the Send for Acquaintance activity

will receive a task to make a list of users who must get acquainted with the document.

The Acquaintance activity creates an acquaintance task in Web Application. You
can configure this activity. In the Common tab you can change the activity name, write
a description, add a list of users to the context variable, change the label (labels are
described further down below), specify that acquaintance must be confirmed with a

digital signature (Require digital signature option).
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¥ Acquaintance with Document — O *
Common r_Documents' [ Contest | Execution Time
MName * Acquaintance with Document |
Task Name Use operation name
®) Use the document name
The name is generated from a template
Description
The description is generated from a
The context variable containing a list of tors
Acquaintance Sheet - | Eﬁ Add Wariable
Use the "First Response” mechanism
MNew Acquaintance Sheet and Send for Acquaintance operations
Change Operation New Acguaintance Sheet (Label 1)
Require digital signature
Availabilty on external devices and applications
5 Check Availability
@ ak. @ Cancel

Fig. 127. Acquaintance with Document operation. Common tab

In a process, acquaintance can be done a lot of times. You need to link the
Acquaintance with Document activity to either the New Acquaintance Sheet or the
Send for Acquaintance activity (Fig. 128, Fig. 129). The system generates the label
names, but they can be changed. In the Acquaintance with Document activity, select
a corresponding label, New Acquaintance sheet or Send for Acquaintance.
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¥ New Acquaintance Sheet

Common ' Documents

Mame Mew Acquaintance Sheet

Label * Label 1

Ok =) Cancel

Fig. 128. New Acquaintance Sheet label

¥ Acquaintance with Document

Common ' Documents ' Contest | Execution Time

Name Acquaintance with Document

Task Name Use operation name

Use the document name
The name is generated from a template

Diescription |

The context varizble containing a list of executors
Acquaintance Shest

lse the "First Response” mechanism

@ Add Vaniable

l Change Dperation

{Newﬁcq.ﬁinmgﬂetaﬂ&rdfurﬁcq.ﬁinta'mupaﬁm

Mew Acquaintance Sheet (Label 1)

aF. =) Cancel

Fig. 129. Selecting a label in the Acquaintance with Document element
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In the Documents tab you have to select a context variable with the document for
acquaintance (Incoming Mail in our case). In the Context tab you can specify the
properties that the user will see in their task page, and specify the document itself (for
the current route, it is not necessary). In the Execution Time tab you can limit the time

given to get acquainted with the document.

In this chapter we have only reviewed those document management activities that
are used in the Incoming Mail routing process. To learn about other activities, go to
ELMA Help or Knowledge Base.




3.5.3Publishing Routing Process

Once the graphic model is configured, the route is created. You need to publish the
route to make it executable in the Web Application and bind it to the document type.

You also need to publish it to apply any changes that you have made.

ELMA executes route instances in accordance with the published model. If at the
moment of publication there are active route instances, they will be completed according
to the old version of the model.

To publish, click Publish in the Save button drop-down menu (Fig. 130).

3]

Fig. 130. Publish button in the routing process toolbar

The publishing window will appear, providing the serial number of the published
version and featuring the process start variants. You can also briefly describe the new
route’s specifics (Fig. 131). This description will be visible in the Comments column of
the route’s version history. If you want the users to start the route from the document
page only, disable the Manually option in Process Start Variants. Click OK to confirm

publication.




) Publish the Incoming Mail process - O bt
Version No. 2
Process Start Variants
Manually From external
Comment Status Changing blocks addes
Generate documentation
@ (] @ Cancel

Fig. 131. Publication window, “Manually” option

Publishing will take a while. ELMA checks the route for errors and does not permit
to publish a route if there are any.

Once the route is successfully published, you can launch it in Web Application.

Bind the route to a document type to allow routing documents of this type from a
document page.




3.5.4Binding Route to a Document Type

You can bind routes to the document types in ELMA Designer. Go to the Document
Management tab, open the document type page and the Business Processes tab. Then
click Add in the toolbar to add the route (Fig. 132).

Add

U Document Type List Incoming Mal ©

||ﬂ Description | L4 Attibutes |2 Life Cycle | _ Business Processes | [ Addiional <> Fams [Views) 123 Seripts
| Name | Version | Author | Date published | Document

Fig. 132. Business Processes tab. Add button

In the window that pops up, select the required process (Fig. 133). The window only

shows the processes whose context variable specifies the current document type.

) Select Process — O *,
| Name Author
_ Process Incoming Mail Administrator ELMA
. Incoming Mail Administrator ELMA
@ ak. @ Cancel

Fig. 133. Process selection window

Double left click on the route’s name to add it. It will then appear in the list of

processes available for the current document type (Fig. 134).




% Dacument Type List Incoming Mal €

|,ﬂ Description | L Attributes |E Life Cycle | Business Processes | @ Additional '[== Foims [Views) |c‘i3 Scripts

| Mame | Version | Author | Date published | Document
Incoming Mail 2 Administrator ELMA TA7/2015 4:51 PM Incoming Mail

Fig. 134. Business Processes tab with the added process

Each document type may have numerous routes. When routing a document in

ELMA Web Application, the user has to select one of them, if that is the case.

To make the changes available, save and publish the document type, click Publish

in the Save button drop-down menu of the document type page (Fig. 36).




3.6 Routing a Document

After you bind the route and publish the document type, the route becomes available
in Web Application for the current document type. To start the routing process, click Start
Process in the top menu of the document page in Web Application (Fig. 135).

-
LY

5tart Process

Fig. 135. Start Process button in the document page

This button is only available if the user has rights to route documents (this is

configured in the swimlane that features the start event).

After clicking Start Process you have to confirm it and to select a route if there are

several routes available (Fig. 136).
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Start a business process X

To start a process, select one, enter the instance name and press Enter or click Send
Process Instance Name *

Route{$Context.IncomingMail.Name}
Process *

Incoming Mail v

Fig. 136. Business process start confirmation.

When you click the Send button, the document is processed according to the
selected route. The executors will receive document-related tasks according to the route

graphical model.
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3.6.1Document Route Execution

By route execution we understand tasks consequently assigned and completed
according to the routing model.

Consider routing Incoming Mail. Go to the main page of Web Application and click
Create Document to create an Incoming Mail document (Fig. 38). Save the document
and click Start Process in the document page. Select the “Incoming Mail” route (Fig. 136).
The first “Confirm sending document by route” task opens at once (Fig. 137).

\\ Dec 16 0 “ v I 1

Wed nesda}-‘ Completed Start Execution Actions Process Map Impraove
*’oTaSks Confirm sending document by route
%o Task List » Process Information

Incoming
Main Page  History
Outgoing

Search i
car Incoming Mail dated 12/16/2015 12:00 AM Informatic Q
2| Periodic Tasks
Author Baldwin Ed (Chief Marketing Officer, Hez 1

L) Time Report
Subject

¢ Sender 3

Date 12/16/2015 [=

Cancel

Send for Regisiration

Fig. 137. “Confirm Sending Document by Route” task in ELMA Web Application.

The executor receives a notification about the task being assigned. The task appears
in their task list (Fig. 138) and the Tasks portlet (Fig. 139).

- Miller A.
="

» 99= ¢

e Ta5kS
©

72| Task List
Incoming
Outgoing

Search

~  Confirm sending document by Route dated 12/16/2015 12:00 AM Informational  Incoming 12/16/2015 Willer 2 .
Miller A
* route message from Abakion Mail 12:10 PM

Fig. 138. Document routing task in the Tasks section.

Click on the task name to go to the task page (Fig. 137).




- Miller A.

» 99= o

W T25KS
(13)
Route dated
12162015
Confirm 12:00 AM
o sending Informational  Incoming .
document  message rom  Mail
by route Abakion

Fig. 139. Document routing task in the Tasks portlet.

In the Tasks portlet and the task list, the user’s tasks related to document routing
are depicted with . Tasks that are assigned in the routing process with document
management activities are depicted in the following way: [@ for the Document

Registration operation, "L for the Consideration operation, '© for the Acquaintance

operation.

Any task concerning document routing contains information about the route in the
collapsed Process Information panel. It also features the process map. Access to the
process map can be limited, for more information see ELMA Help and ELMA BPM
Platform quick-start manual (Fig. 140).

s

Process Map

~ Process Information

Process Name Incoming Mail (version 1)

Process Instance Route dated 12116/2015 12:00 AM Initiator
Informational message from Abakion Miller A.
from Abakion

Start Date 1216/2015 1210 PM Responsible Miller A.

Fig. 140. Information about the process and Process Map button.

Click Send for Registration in the task page to confirm sending the document for

registration (Fig. 137) and following consideration.




The page of the Registration document routing task in Web Application (Fig. 141)
is similar to the page of the document registration page (Fig. 85). There are several
differences: process information, process map (Fig. 140) and the Responsible and List
of users acquainted with the document context variables (when the Document

Registration is configured, these variables are specified in the Context tab (Fig. 123).

8 =g - v + o Carter A.
Register ProcessMap | StartExecution  Actions Improve Completed a g -
Register Document (7
» Process Information Registration

Common Records Classification Scheme About Task History
No current versions

Registration Number * Ine.003 (Expected Number) Business Processes
Warning! After registration, the actual document number may differ from the expected one, asit 3¢ v Route dated 12/16/2015 12:00 AM Informational message from
may depend on the fields of the currant form or somebody else may have registered another Abakion from Abakion Map
guSS e e e B Reaister Document Carter A

Use Reserved Number N - . .
Active Tasks »  Active Document Tasks : 1

Registration Date * 12/16/2015 [&] 12:17
~ Process Context
Responsible * &

Acguaintance Sheet

# dated 12/16/2015 12:00 AM Informational message from Abakion from Abakion

General Information Preview Links 0 Access  Tasks 1 History

» Document Registration
v Additional Information

Document Attributes

Fig. 141. Register Document task of the Incoming Mail routing process.

In this task, the secretary has to select the user who will consider the document. It
is also possible to add users to the List of users acquainted with the document. Then
click either Register in the top menu or Send for Consideration.

The executors perform their tasks according to the workflow. They do not have to
decide what the next process step is, the system automatically assigns necessary tasks

according to the graphic model, ensuring that the document does not get lost.




3.6.2 Execution Control

ELMA ECM+ features several tools to monitor execution of tasks related to the
routed documents.

The My Processes portlet and Process Monitor page are used for in-process control.
With the Report on document task compliance (3.1) you can review document-related

tasks. In addition, you can always check the current tasks in the process map.

In the My Processes section you can monitor the processes and routes in which the
current user participates (as initiator, participant or person responsible). There are
process filters which you can use to monitor the processes started by the user and
identify the ones that are “stuck” (Fig. 142).
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Fig. 142. My Processes section. Created by Me (All) filter

The My Processes portlet offers similar functions (Fig. 143). You can place it on the
main page of Web Application.




[B My Processes 0]

\'\Appm\'e Incoming Contract
Quantity: | 15 ltems found: 1 Pages: AR - 3
Instance N Process N Active Tasks, Operations and € Start C End C Respon: Mz

Incoming
confract
with Real A 6192
pprove Approve the incoming Carter
Estate Incoming 1251 M
contract (Flores P.) A
Agency Contract PM
of

6/19/2015

Ul
Ed

Fig. 143. My Processes portlet on the main page.

You can open the process map from the route task page (if you have the rights to do
so), from the process instance page or from the process list given in the My Processes
page (or My Process portlet). The Process Map shows at which point the document is at
the moment. The completed tasks and transitions are outlined in blue; the current task

is outlined in green (Fig. 144).

I Initiator Secretary Responsible Executorof decision-based tasks Persons Acquainted |
fi di 2
irm sending o
(Change Status to Make Decision
doclr):;e‘gt by nce “Consideration™ on the Documen|
r Registration r Consideration Completed Cha';?ai,s“fo“ -
“Executed”
(Change Status to! Register Change Status to
"Registrafion™ Document “Execution” Q
> Execute and ’/ + y
Control Tasks Completed \ /
\
+\S Acquainted
\ //
@
g\lewAcquaintance 5 A il
Sheet ¥ with Document

Fig. 144. Map of the active Incoming Mail routing process

Report on document task compliance (3.1) (3.1) is included in ELMA. It is
available in the Reports section. By default, only the Administrator has access to this
section. All the other users need privileges to access it. Specify the report parameters
(task types, statuses, dates) and click Show Report in the top menu. Fig. 145 shows an

example of settings for a list of tasks with document attachments and approval tasks.
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ail )
Dec17 € )
Thursd ay Back Show Report
Sgees Report on document task compliance (3.1)
a CRM v Parameters
EBTasks Tasks with document attachments *) Yes No
.!- Company Approval tasks *) Yes No
L}
Acquaintance tasks Yes * No
E Calendar
Decision tasks Yes * No
Processes
@ Decision Author v ‘
e <
ﬁ Entities Created From &
&
r Documents Created To =
| Reports Registered From =]
Registered To =]

,? Administration

@ KPI
E, Projects

Fig. 145. Report on document task compliance (3.1)

Once set, click Show Report. You will see the following list of document-related tasks
(Fig. 146):

@ Eé H s Administrator
Back Show Report Print D ¢ £
ac oW Repol I'II ocu:nen ° L‘ Iﬁ @

Report on document task compliance (3.1)

> Parameters

Report on document task compliance
Quantity- |10 v | ltemsfound 129 | Pages 1 2 3 13

Type Task Executor End Date Task Stalus
Rental charges of 6/22/2015 11:13 AM

|_—Q Rentalchargesef 6222045141340
Insurance payments.docx of 6/19/2015 11:30 AM

@ {nsurance-payments-docof 640045400 A1
Adverfising campaign.docx of 6162015 3.59 PM

EEMAE204E 150 PIY

Sales incenfive program.docx

@ Sales incentive program.docx Brooks Tom 12M5/2015 Executing

|_—Q Sales incentive program.docx Willer Adam 12/15/2015 New Task
Incoming mail No.00002 from Cygni Registered: 51112015 Decision: Keller Carl

|—Q Mak ionabeut e el KeterCan Gompleted

|i| Inform the client about claim rejection Harris David 6232015 New Task

Regi&tef—thﬁﬂemﬂgmaﬂ

Business proposal for Gatewit
|_—9 Appreve
Total documents: 6
Total tasks: 10

Incomplete tasks: 0
Overdues tasks: 0

Fig. 146. Report on document task compliance. List of tasks
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You can save the report as a web document or print it out. You can also create your
own reports on documents and routing processes (this possibility is described in ELMA
Help).

To find information fast, use filter folders with document life cycle statuses. They

can show, for example, the documents that are currently in work (Fig. 147).

‘ Dec 16 v, v Q Adm
\ wWed mesda}f Document Create Filter Actions Selected Send Table M o
Documents Active
: w2 migneu .
i ¥ 3 Paid Shared Folders \ Mail \Incoming Mail 1 Active
;4 i Inwoices
Incoming Invoices
Outgoing Invoices
4 Mail Quantity: 15 ltems found: 4  Pages EeAlE A -
¥ : Incoming Mail Name Author Date created
|9 Active

008 dated 12/11/2015 12:00 AM Project Charter from Administrator

o Year 2015 Shd Administrator 711512015 5:36 PM
¥ vesr 2015 & ELua A
Outgoing Mail
3 » Ev] dated 12/16/2015 12:00 AM Informational message from Abakion Miller A& 12/16/2015 12:08 PM
= rojects <
' = Inc.003 dated 12/16/2015 12:00 AM Informational message from
By Bring SMART LK to M = L 2 . & Miller A 12/16/2015 12:08 PM
! Abakion from Abakion
E g Equipmentimplemen
! Shd dated 12/16/2015 12:00 AM Informational Letter rom Abakion Carter A. 12162015 11:59 AM

Financial Documer

Technical Docume

Fig. 147. Filter folder for active documents

To monitor key indicators, you need to set up a system of metrics and document
route indicators. For example, you can schedule route duration; the system will mark
all the routes that exceed the scheduled duration. This manual does not describe metrics
and indicators; for more details, see ELMA Help or ELMA BPM Platform quick-start

manual.

The Tasks tab of the document page shows all the document-related tasks, also the
ones included in the route. The page also contains a link to the document’s route and

current related tasks (Fig. 148).
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seneral Information Preview
Document Registration
¢ Additional Information

Document Attributes

Business Processes

w Route dated 1216/2015 12:00 AM Informational message

from Abakion Map
RegisterDocument Carter A.

Active Tasks v Active Document Tasks : 1
Quantity: 15 v Iltems found: 1 F'ages:n @

Subject Executor

Register Document
dated 12/16/2015 12:00 AM Informational
message from Abakion Carter A
The Route dated 12/16/2015 12:00 AM
Informational message from Abakion instance
in the "Incoming Mail" process

Fig. 148. Business Processes section of the document page

With these tools you can easily monitor how documents are handled in ELMA ECM+.
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3.7 Creating a Document in the Routing Process

In section 3.5 you learned to model a route for a previously created document. In
ELMA ECM+ you can also create a document in the route itself. In the route’s model,
use the Create Document activity from the Operation with Documents section (Fig.
149).

{ i Create Document

Fig. 149. Create Document activity

Modify the Incoming Mail route that you have modeled previously. Replace the

Confirm sending document by route task with the Create Document activity.

Initistor Miain Office Secretary Responsible Executor of decision-based tasks Persons Acquainted

\.~'+ T RS 3 ?ﬂake Decision
resee Cancel stalus 1o on the Document

"eonsideration”
"""""""" Change Dacument
Status to
"Executed"
For registration .
Send for Consideration T
Change Dacument a2 5 Change Document
Ststsuto Ly  Redister Status to Q
‘Registretion” | poHesamentoo ‘Execution” y [Fxecuteand 3
{ Control Tasks Conjplete
+ chuiamed

Lo
e Acquaintance
> Sheet

J .
¢ with Document

Fig. 150.Incoming Mail routing process including the Create Document operation




Configure the Create Document operation. Select the Incoming Mail document
type in the Common tab (Fig. 151).

¥ Create Document — | =

Common ' Documents ' Context ' Execution Time ' Binding document attributes

Name * Create Document

Task Name @ Lise operation name

The name is generated from a template

Document Type @ Incaming b4 ail x|

Folder | -] i Add Variable

Description |

The description is generated from a
Awailabilty on external devices and applications

b This task is available on external devices and applications

@ ()8 @ Cancel

Fig. 151. Create Document settings. Common tab

In the Documents tab, select the Incoming Mail context variable (this tab is similar
to other document management tabs). Save the changes by clicking OK in the
configuration window.

Now set up the Cancel transition as shown in Fig. 152 so that there is no need to
fill in the required document properties: select the Cancel Operation status. To do so,
click Change Status and select the status required




Transition Status

Change Status Cancel Operation

Fig. 152. Cancel transition settings . Change Status button

After adding the activity, there are other changes you have to make to the routing

model. The process as it is will not work for a newly created document.

First, cancel binding the route to the document type (section 3.5.4). Then allow for

manual start, selecting the Manually checkbox (Fig. 131).

Now this routing process can be started like a regular process (for example, from the
main page, using the Start Process button). Documents of the Incoming Mail type will
not have the Start Process button in the document page). The first task of the new
modified process is creating a document which will then be routed. The Create
Document task (Fig. 153) in the routing process is similar to the one in Web Application
(Fig. 38), though it also contains information about the route and a button to complete
the task.
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Save Cancel Process Map

Create Document

» Process Information

Main Fage History

Subject *
Sender *

Registration number *

| Date *
General Information

Name

O % ©E  *

Completed

Miller A.

Q0=

Start Execution Actions
v

Improve

Jla+

IFthe lefter or message does not have a registration number, set the field to n/a

v

{5Document RegistrationCard[0]. RegMumber} dated {$Document.Date} {$Document.Subject} from {$Document.Sender.Name}

The document name will be generated from template

Parent Folder

Version

Attach a file from the computer

Load File (not more than 1000 MB)
You can load a file by dragging it to this area

Make it Current? * Yes

Advanced

Shared Folders/Mailincoming Mail

Aftach a file from the scanner”

Scan

Get a version file from the scanner. Scanning is performed
with ELMA Agent.

Description

Send for Registration

Fig. 153. Create Document task of the Incoming Mail routing process in ELMA Web

Application
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Chapter 4. Processing of other
Document Flows

Chapter 2 gave a general description of Electronic Document Management,

necessary document flows and recommendations.

Chapter 3 gave an example of how it all works: you learned how to configure processing
of incoming mail in ELMA ECM+.

Other document flows are configured in a similar way step by step.

The first stage of document flow management requires to specify the engaged
document types, create them, and define their properties (section 3.1). Then you have
to decide if document registration is required, create and configure the Records
Classification Scheme (section 3.3); set access to Record Management and assign
permission to register documents to those users who are responsible for document

registration.

Then you have to set up the document storage structure: create a folder tree that

stores documents and filter folders, configure access permissions (section 3.4).

The next step is to elaborate document routes, if document routing is used in the
company (sections 3.5 — 3.7). Some document types do not require routing, they can be
managed with the basic document management functions described in Chapter S.

The last step is to set up user instructions for document management, accept company
policies regarding handling documents in the Electronic Document Management system, if

necessary.

ELMA experts have developed ready-to-use solutions for document management
within a company. They are all available in ELMA Store (https://store.elma-bpm.com/).

Some of them are free and can be used to launch electronic document management in
your company. ELMA Store features general-purpose processes that can be adjusted to

the company’s requirements for document management.



https://store.elma-bpm.com/

Chapter 5. Common Document
Management Operations

ELMA ECM+ application features common document management operations. They
allow you to modify the document and make these changes available to all the users

who have viewing permissions for the document.

The common operations are available from the drop-down menu of the Send button
in the document page’s toolbar (Fig. 154). They can also be used in a routing process, if

required by the route (section 3.5.2).

Send

& Send for Acquaintance
Send for Approval

f Send for Registration
Discuss Document

v, Aftach to Task

Fig. 154. Common operations

5.1 Acquaintance

The Send for Acquaintance activity sends the document for acquaintance to any
user or a list of users. ELMA creates an acquaintance task with the document attached,

allowing to review the document and add a comment if necessary.

To send a document for acquaintance, click Send in the top menu and select Send
for Acquaintance (Fig. 154). The Send for Acquaintance form will be provided (Fig. 155).




L Administrator

Send Time Report 9 e

Limit

Send to "001 dated 12/14/2015 12:00 AM Project Charter from Administrator ELMA" for
acquaintance

Send for Acquaintance Document (open in a new window)

Subject * 001 dated 12/14/2015 12:00 AM Project Charter from Administrator ELMA
To * &_)
Get Acquainted Before * 12/15/2015 [& Specify time
Inform me when executors are v N
acquainted es o
<
Document Versions * 001 dated 12/14/2015.__strator ELMA

2 Inc.001 dated 12.14.20915 Project Charter from Abakion.doc
(No.1, Administrator ELMA, 12/15/2015 8:29:00 AM)

o _’ Edit

Select Version

v Advanced

Category Q

Note

Fig. 155. Send for Acquaintance form

The form features two tabs, Send for Acquaintance and Document (contains the

document page).
The Send for Acquaintance tab contains fields that must be filled in before sending:

Subject — Title of the acquaintance task. By default this field is filled in with the

name of the document being sent, but you can change it, if needed.

To - List of users who must get acquainted with the document, they will be executors

of the acquaintance task.

Get Acquainted Before — Date by which the executors have to get acquainted with

the document.

Inform me when executors are acquainted - If this option is set to Yes, the
initiator is notified once the executor gets acquainted with the document. By default,

this option is set to No.

Document Versions — If the document has several versions, you can select which

version you want to send for acquaintance. By default, the current version is selected.




In the More section you can add information related to the document or the

acquaintance task, and select task category (if categories are configured).

After filling in the fields, click Send in the top menu of the form to assign the
acquaintance task (Fig. 155).

The users specified in the To field will receive a task to get acquainted with the
document (Fig. 156). If some of them do not have rights to View/Load a document, the
system will offer to give them corresponding permissions. The document version is
available for viewing or downloading in the Acquaintance tab. To complete the task,
click Acquainted in the top menu of the task.

Ib Baldwin E.
Send Time Report @ @ p—
Liml!3 ~ I

Send to "001 dated 12/15/2015 12:00 AM Project Charter from Baldwin Ed" for approval

Send for Approval ~ Document (open in a new window)

Subject * 001 dated 12/15/2015 12:00 AM Project Charter from Baldwin Ed
To * 3 N
Approve Before * 12/15/2015 [& Specify time
Document Versions * 001 dated 12/15/2015...m Baldwin Ed
¢ ( .E’Nr?edsgh:ne[gscz 50015 9-45.27 AM)  Select Version
QO # Edt
v Advanced
Category Q

Note

Fig. 156. Acquaintance task

After that, the Add Comment window opens. The comment will be added to the
acquaintance sheet. Click Save to finish work (Fig. 157).
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Add Comment X

> Time Report
Comment

I have reviewed the document and find it rather convenient, let's discuss

Sign Attributes with Digital Signature Sign Content with Digital Signature

Fig. 157. Add Comment window

The Acquaintance tab of the document page shows whether a user has been
acquainted with the document or not (Fig. 158).

Document "Sales incentive program.docx"

General Information  Preview Versions 2 Links 0 Access  Tasks 1 History  Acquaintance 1

* Acqguaintance Sheet No.9, author: Bailey F., sent on: 12/15/2015

Subject Sales incentive program.docx

Pending Acquaintance
=} Add Executor % Interrupt Acquaintance

The acquaintance sheet contains active fasks
Executor Decision Date Comment

Brooks T. Pending Acquaintance Version for Acquaintance

Download Document
(No.2, Miller Adam, 6/19/2015 9:33:37 AM)

Fig. 158. Document page. Acquaintance tab

A document can be sent for acquaintance numerous times. Each time a new

acquaintance sheet is generated. All the acquaintance sheets are available in the
Acquaintance tab.
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5.2 Approval

You can send a document for approval to any user or a list of users. ELMA creates
an approval task with the document attached to it.

To send a document for approval, click Send for Approval in the drop-down menu of
the Send button (Fig. 154); the approval form will appear (Fig. 159).

Ib Baldwin E.
Send Time Report @ @ p—
Liml!3 ~ I

Send to "001 dated 12/15/2015 12:00 AM Project Charter from Baldwin Ed" for approval

Send for Approval ~ Document (open in a new window)

Subject * 001 dated 12/15/2015 12:00 AM Project Charter from Baldwin Ed
To * ‘ o 4
Approve Before * 12/15/2015 & Specify time

Document Versions * 001 dated 12/15/2015...m Baldwin Ed

Project Charter.doc
< S (No.1, Baldwin Ed, 12/15/2015 9:45:27 AM)

QO #Edt

Select Version

v Advanced

Category Q

Note

Fig. 159. Send for Approval form

The Send for Approval form is similar to the Send for Acquaintance form (Fig. 155)
and contains the same fields. The To and Approve Before fields are required fields.
Once all the fields are filled in, click Send in the form’s top panel.

If there are several users listed in the To field, the Approval Type option appears,
offering to select either parallel or serial approval. For more information on this function,
see ELMA Help.




Approval type Parallel
If one approver rejected the document

Continue the approval procedure

Fig. 160. Approval type.

The users specified in the To field receive the task to approve the document (Fig. 161).
According to the approval type, they receive the task at the same time or one by one. If
neither of them have rights to view/load the document, ELMA will offer to give
corresponding permissions. The document version that has to be approved is available

for viewing or downloading in the Approval tab.

Once you have made a decision on the document, click Approve or Reject in the
top menu of the task. A window will be provided to make a comment on the decision
made (similar to the acquaintance task, Fig. 157). The comment will be added to the

approval sheet. Click either Approved or Rejected, according to the decision made.




Bailey F.
v v
e

Approve Reject Start Execution Actions @ o —
v S Lw)

001 dated 12/15/2015 12:00 AM Project Charter from Baldwin Ed

Approval Preview  About Task  History  Document (open in a new window)

v Documents
001 dated 12/15/2015...m Baldwin Ed

V7 Download Document
& (No.1, Baldwin Ed, 12/15/2015 9:45:27 AM)

~ Approval Sheet

¢ Executor 001 dated 12/15/2015 12:00 AM Project Charter from Baldwin Ed Date Comment
Brooks T. Approved 12/15/2015 10:08 AM
Bailey F. Pending Approval

Fig. 161. Approval task

Information about approval is available in the Approval tab of the document page
(Fig. 162). The buttons for managing approval (Interrupt Approval Procedure, Add
Approvers and Delete Executor K) are only available to the approval sheet author

(initiator).
Document "Sales incentive program.docx”

General Information Preview Versions 2 Links 0 Access  Tasks 3 History  Approval 1 Acquaintance 1

~ Approval Sheet No.40, author: Bailey F., sent on: 12/15/2015

Subject Sales incentive program.docx

Add Approver |9 Interrupt Approval Procedure Parallel

If rejected: "Continue the approval procedure”

Executor  Decision Date Comment
Miller A. Pending Approval b 4 ‘f |
Version for Approva
< Brooks T. Approved 12/15/2015 10:20 AM PP

//' Download Document
& (No.2, Miller Adam, 6/19/2015 9:33:37 AM)

Fig. 162. Document page. Approval tab.

A document can be sent for approval multiple times. Each time, an approval sheet
is generated. All the sheets are available in the Approval tab (Fig. 162).




5.3 Consideration of a Document

This operation allows you to send a document to the user for consideration and
decision-making. The system creates a consideration task with the document attached.

When the decision is made, the user can assign relevant tasks.

Only a registered document can be sent for consideration. To send a document for
consideration, click Send in the top menu and select Send for Consideration (Fig. 154).
A sending form will open (Fig. 163).

L Bailey F.

4 0
Send Time Repaort @ va |

Lirnit

Send for consideration - "Incoming mail No.00001 from REWE Markt"

Send for consideration =~ Document (open in a new window)

To* b &

End Date 12/15/2015  [= Specify time

Description

Fig. 163. Send for Consideration form.

In the To field, specify the user who will consider the document, indicate the due
dates and make a comment in the description field. Once the fields are filled it, click

Send to send the document for consideration.

The user specified in the To field will be assigned with a task to consider the

document (Fig. 164).




v . v Baldwin E.
Considered Start Execution Actions @ v@ =

Make a decision on the document - "Incoming mail No.00001 from REWE Markt"

Please review the document

Consideration'Tasks ~ Decision  Decument (open in a new window) History

~ Enter a decision Current Version

> Incoming mail.docx
<" (No.1, Carter Ann, 5/20/2015 2:16:42 PM)

O O Vew

~ Create tasks according to the decision on the document

Subject Executor Supervisor End Date
No data to display
Add Task

Fig. 164. Consideration task.

The task contains the document, the preview tab, and the tab with active
consideration tasks and list of decision-based tasks.

A document can be send for consideration various times to the same user or to
different users. Each of them can create decision-based tasks and send the document
for approval, consideration, acquaintance, etc. If the same user re-considers the

document, the text of the decision made previously becomes available for editing.

To complete the consideration task, you have to write a decision in the Decision tab,

and create decision-based tasks if necessary. Then click Considered in the top menu of
the task.

To add new decision-based tasks use the Add Task button located in the Create

tasks according to the decision on the document section. For more information, see
ELMA Help.




w Create tasks according to the decision on the document

Subject Executor Supervisor End Date
121152015
. . . ) 7
Make an analysis of possible outcomes  Baldwin Ed Baldwin Ed 11-59:50 PM X 4
Add Task

Fig. 165. List of added decision-based tasks.

Once the consideration task is completed, all the decision-based tasks will be assigned
to the executors. Decision-based tasks are similar to the user tasks, but they also

contain the document and the decision itself (Fig. 166).

v . ,,e \, Baldwin E.
Completed Start Execution Cannot Actions @ N
i Execute "@ Ao\
Consider possible outcomes, make an analysis
About Task
End Date from 12/15/2015 till Today (12/15/2015) [© Author
. Miller A S
Decision Chigf Commercial Officer -
Document [ :;0 Incoming mail No.00001 from REWE Markt BoEms
Baldwin E. ~
Chigf Marketing Officer, Head of Marketing...
Comments | | (@ Questions & Attachments - Actions Sort by Date
<
Task created (Miller A 12/15/2015 10:40:49 AM) Completion Check

Miller A ~
Chief Commercial Officer -

Date created
12115/2015 10:40 AM
Status

£ New

Fig. 166. Document-based task.

All the task assigned in the course of document consideration are displayed in the
document page, in Consideration and Tasks tabs. All the decisions are also available

in the Consideration tab (Fig. 167).
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General Information ~ Preview  Links 0 Access Tasks 6 History  Consideration

Consideration State Executing decision based tasks
~ List of decision based tasks

Quantity: 15 w ltems found: 5  Pages: n o
Type Task Date created ~ Author Executor End Date Priority Status

Make a decision about the
incoming mail
Incoming mail No.00001 from
REWE Markt
rq The processing of the incoming  5/21/2015 3:36 PM Carter A Collins E » Regular 9 Read
mail from REWE Markt of
5/20/2015 instance in the
"Process Incoming Mail”
process
A .
@ ﬁ?::r::;""ﬂ“ No.00001 from 12/15/2015 10:27 AM Bailey F. Baldwin E. 121512015« Regular & Completed
REWE Markt

Create Decision Based Tasks

|h Incoming mail No.00001 from 12M15/2015 10:32 AM Baldwin E. Flores P. » Regular & New
REWE Markt
A .
s . "

@& Incoming mail No. 00001 from 12/15/2015 10:39 AM Baldwin E. Miller A 121572015« Regular & Completed
REWE Markt

Consider possible outcomes,
M make an analysis 12/15/2015 10:40 AM Miller A Baldwin E. 121152015« Regular 9 Read
Task

Fig. 167. Document page. Consideration tab.
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5.4 Discussion

In ELMA, you can discuss a document with one or several users. All the comments
are visible in the message feeds of each participant, and are stored in the document
history.

To open a discussion, click Send in the document page top menu and select Discuss
Document (Fig. 154). The document discussion form will appear (Fig. 168).

Discussion X

Discussing [™ a& Incoming mail No.00001 from REWE Markt

Subject Incoming mail No.00001 from REWE Markt

To ; -

Channels Common Channels

#Company news

Other Channels

Message

Attached Files Attached Documents

Load Files

You

can foad a fil

Send Message Cancel

Fig. 168. Document discussion form.

In this form fill in the following fields: Subject (the default subject is the document’s
name) and To (select users or user groups who will participate in the discussion). Then

introduce the message, and attach related files or documents, if needed.

If you want to discuss the document in a public channel, select the channels from

the list of the available public channels (to learn more about how to create and use the




public channels, see ELMA Help). You can send the document for discussion both to a

list of users and to public channels at the same time.

To start the discussion click Send Message in the top menu (Fig. 168). The other

participants then receive a new message containing the document in question in their

message feed (Fig. 169).

—&
Send Massage Read All Set Priority
Messages
From
Now viewing  New m All Messages Received
@ Incoming mail No.00001 from REWE Markt
- Message  from: Baldwin E. to: » Dunn T, Flores P.

Discussion: (™ f Incoming mail No.00001 from REWE Markt

Add Comment

Dunn T.

0= =
v P Lv) 0P
p— he o

: X

Today 12/15/2015 10:56 AM

Fig. 169. Notification about a discussion.

The history section of the document page will feature the discussion right from the

start, including all the comments made (Fig. 170). The Go to message link opens the

discussion and allows you to make a comment.

=] Comments | | @) Questions | | 42 Attachments <" Actions

9 Discussion started (Baldwin E. 12/15/2015 10:56:43 AM)

_'- Comments: 2 Go to message: Incoming mail No.00001 from REWE Markt

=| Comments | | (g Questions & Attachments +“| Actions

Discussion started (Baldwin E. 12/115/2015 10:56:43 AM)
- ) Comment added (Flores P. 12/15/2015 11:07 AM )

. Let's discuss our options

Comment added (Dunn T. 12/15/2015 11:11 AM )

We have to prepare the demo stand, who will be responsible?

Sort by Date

Fig. 170. Discussion in the History tab with comments collapsed and expanded.




5.5 Signing a Document

In ELMA, when you sign a document, you sign its current version, the further
versions you upload will not be automatically signed. It is possible to sign with a digital
signature or without it, simply marking the document as signed, but not adding an
actual signature (see section 12.2). By signing, you approve a document version.
Company policies might require for documents inside the company to be signed. A

signed document version cannot be modified.

Let’s take a File document type as an example to see how a document is signed
without a digital signature. This requires privileges to sign, and access permissions of a

level not lower than Edit.

Signing privileges are managed Administration — Document Management —
Document types — File, Permissions to Sign tab (Fig. 171).

File
General Settings Permissions to Create  Templates  Notifications Settings ~ History ~ Permissions to Sign

Define the list of the users, who can sign documents of this type

-

®X & AllUsers
¥ L Brooks Tom (Chief Executive Officer)

Aadd

Fig. 171. File document type settings. Permissions to Sign tab.

By default, users do not have permissions to sign custom design documents created
in ELMA Designer.

If a user is given signing privileges, the Sign Document option becomes available to
them in the document page, in the Actions button drop-down menu. If permissions are
configured as shown in Fig. 171, only the CEO will have the signing privileges for the

File document type.




v

Actions

=/| Add Comment

@ #skQuestion

|_-’: Change Status
7 sign Document
@1 Generate Approval Sheet

[ Generate Acquaintance Sheet

£ Rename

& Move
Copy

14 create Link

o Send to Archive

= View Subscriptions

ﬂ Register

Fig. 172. Sign Document option in the Actions menu.

When you select Actions — Sign Document, the Sign Document Version form
appears (Fig. 173). Left-click on the document version to select it (it will be highlighted
and marked in different color) and add a comment if necessary. To finish, click Sign

Document Version.

Sign Document Version X
Quantity: | 15 Items found: 2 Pages: L§—
No. File Date modified Modified by Status
2 c,ySaIes incentive program.docx 6/19/2015 9:33 AM Miller A. Current
1 cylncenti'.-'e pay plan of a sales ma... 12/26/2014 6:51 PM Miller A. Qutdated
Comment
Sign Attributes with Digital Signature Sign Content with Digital Signature

Sign Document Version Cancel

Fig. 173. Sign Document Version form

A signed version is marked with i (Fig. 174). The number in brackets stands for the
number of signers and is a link to a window offering brief information about the signers,

the digital signature if any, date of signing, and possible comment made (Fig. 175).
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Edit Send

v

&
Actions
v

Linked Close Contract Close Stages

Document

Add Version

~

Administrator

w =M EE

G '~ Document "Incoming Contract Ne 456"

Versions .

- Add Version

Quantity: Items found: 1 Pages:n =5AE - 3

T 1 #incoming Contract.docx

12/18/2015 10:15 AM Administrator 1211812015 10:15 AM Administrator

Current

Fig. 174. Document page. Versions tab.

Signature Information

X

Administrator 12M18/2015 10:18:58 AM

Fig. 175. Siganture Information.
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Chapter 6. Document Archive

The Document Archive is a subsection in ELMA that stores outdated or unused
documents, directed there by users (Fig. 176). The Archive is located in the Documents

section.
=6 Administrator
2} Dec 15 v v : (=]
\ Tuesday Document Create Filter Actions Selected Send Table M 9 =
Documents Archive
Ourgoing Mail Archive
=5 Projects

Bring SMART LK to Mz
Equipment implemean

Financial Dacumer

Technical Documel Quantity: | 15 Items found: 3 Pages itk -
Knowledge Base
Name Author Date created
Opening Branch Offic:
7| Templates v y Project budget template xIsx Flores P 1/12/2015 6:53 PM
Sales Department Vi Outgoing invoice for Key Solutions of 4/28/2015 11:07 Carter A 428/2015 11-07 AM
Competitive Analysis AM
_ I <
Important Informatior ¥| @@ [=5] Business proposal for Globoforce Taylor E 621/2015 3:08 PM
@ Lessons learned know
Page genersted in 625 ms ELMA v. 3.8.1.23600 R.00565006ecadbd
Rules
Templates

Business Proposal
Contract Template
Supplemeantal agre

el Archive

Fig. 176. Archive subsection.

The Archive becomes available to a user if they have access permissions to
View/Load or higher. By default, ELMA Administrator has full access to the document

archive.
With certain permissions, you can restore or delete documents from the Archive.

To send a document to the Archive, you need to have Full Access to the document

as well as rights to edit the document’s parent folder.

To move a single document to the Archive, use the Move to Archive button in the
document’s context menu, or the Send to Archive option in the Actions button drop-down

menu in the document’s page (Fig. 177).
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To Favorites

0 View

(™ ELMA Agent 3

0 send 3

Wy Create Link

Q Move

b Moveto Archive

Copy

v

Actions

W

[=] Add Comment

o Ask Question

[ Change Status

@ Generate Acquaintance Sheet

e Move

Copy
1y Create Link

ol Send to Archive

@ View Subscriptions

[§3 cConvert Document

Eﬂ Register

Fig. 177. Buttons for directing a document to Archive.

It is also possible to send various documents to the Archive at once. Go to the folder
where the documents are stored, select the checkboxes of the documents in question,
then go to Selected — Send Documents to Archive (Fig. 178). A confirmation window

will appear.

4
Selected

b Create Links for Documents
) Wove ltems
X Delete Links
o Send Documents to Archive

I3 Convert Documents

v

v

v

Incoming mail No.00003 from Key Solutions
Incoming mail No.00002 from Cygni
Incoming mail No.00001 from REWE Markt

Carter A
Carter A
Carter A

4/15/2015 1:41 PM
5/11/2015 1:44 PM

5/20/2015 2:13 PM

Fig. 178. Sending a list of document to the Archive.

When a document is placed in the Archive, the In Archive section is added to its

page (Fig. 179).
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n Archive v 12/15/2015 11:58 AM

The document is sent to archive: Administrator

Fig. 179. Document page. In Archive section.

To restore a document from the Archive, find it in the document list and click
Restored from Archive in its context menu, or go to the document page and click
Actions — Restored from Archive.

Documents are restored to their previous folders, their history now including
information about being sent to the archive and restored.

In ELMA you can only delete documents that are in the Archive. To delete a
document from the Archive, a user needs corresponding access permissions. By default,
it is available to the users who belong to the Administrators group. Access permissions
to delete documents are managed in Administration — Document Management —
Permissions for Accessing “Document Management” Section — Allow to delete
documents.

To delete a document, use the Delete option in the context menu, or go to Actions
— Delete Document in the document page.




Chapter 7. Additional Features of
Records Management

7.1 Reserving Registration Number

ELMA provides a possibility to reserve registration numbers. These numbers are

then stored in the system until they are used.

To enable this feature in the Records Classification Scheme, go to Category settings
(see section 3.3.2) and set the Allow to reserve the number option to Yes (Fig. 198).
The Records Classifications Scheme must not be published. Reservation is available for
both automatic and manual numeration of documents. After changing the settings,

publish the Records Classification Scheme.

Allow to reserve the number * Yes MNo

Fig. 180. “Allow to reserve the number” option in the Records Classification Scheme

settings.

This feature is rather useful for documents that go through long approval and
signing procedure prior to getting registered (such as outgoing contracts). It maintains

the order of registration numbers and dates.




Access to Documents and Record Management is required to reserve registration

numbers.

To reserve a number, go to Records Management and select Reserve Number in
the Register button (Fig. 181) or click Reserve number in the Document Management
portlet (on the Documents page).

e

Register

. Reserve Number

@ Reserved Numbers

Fig. 181. Reserve Number button.

The Reserving a registration number window will open (Fig. 182). Here, you have
to select a registration variant. If there is no registration variant available for your
document, click Manual Registration (Fig. 183).

Reserving a registration number X

w Recent Variants of Document Registration

Incoming Mail
Main office -= Incoming Mail -= Incoming Mail {Incoming)

» Available Registration Variants

Manual Reservation Cancel

Fig. 182. Reserving Registration Number form.




Reserving a registration number X

No registration variant available

Manual Reservation Cancel
Fig. 183. Reserving Registration Number form. No registration variant available.

If you select a variant with automatic registration, a confirmation window appears
(Fig. 183).

Reserving a registration number X

Aregistration number is reserved
Inc.004
in the "Incoming Mail” category

Close

Fig. 184. Reserving a registration number. Automatic numeration.

If you select Manual Registration, you have to select the document type, fill in all
the required fields (Fig. 185) and click Reserve. Then, depending on the category’s
numeration type, either a confirmation will appear (Fig. 183) or you will have to enter

the number manually (Fig. 184).

Reserving a registration number X

Document
-no document-
Document Flow

Registration Office

Category

Registration Variants Save Variant Cancel

Fig. 185. Reserving a registration number. Manual reservation.
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To use the reserved number, select Use Reserved Number when registering the
document (Fig. 186) and then either select the number from the list of reserved numbers
or user the Q button (Fig. 187).

Register an incoming document

Common  Records Classification Scheme
Registration Number * Inc.007 (Expected Number)

Warning! After registration, the actual document number may differ from the expected one, as it may depend on the fields ofthe >
current form or somebody else may have registered another document meanwhile

I | Use Reserved Number I

Registration Date * 12/17/2015 (@] 17:31

Fig. 186. User Reserved Number option

Select Element X

o
Quantity: Iltems found: 3 Pages:n E?

Inc.004 121772015 518 PM Administrator

Inc.005 121772015 521 FM Administrator
Inc.006 12M17/2015 525 FM Carter A.

Fig. 187. List of reserved numbers.
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7.2 Outgoing Document Dispatch Tracker

Some documents are sent to their addressees in printed form. ELMA ECM+ has a

feature that allows you to monitor such paper documents.

To view it, create a new document type in ELMA Designer, Outgoing Mail (section
3.1). Add the following attributes:

e Subject — String type, required field;

e Recipient — Contractor type, required field;

e Text — Text type, not a required field. We will use this property when
considering document generation from template;

e In Response to—- Record Card Attribute type, Outgoing record card, In Response
to’ attribute.

To enable the dispatch tracker, open the Description tab of the document type and
select the Dispatch tracker checkbox (Fig. 188). Select Yes in the notification box that

appears.

Information

'@‘ If you select "Dispatch racker” for this document type, you wil not be able to remove it later, fre you sure you wan! ta sclect "Dispaich hacker” for "Oulgaing Mal "7

Yes Ho

Dispatchtracker

Fig. 188. Dispatch Tracker option and notification box

New attributes are created in the document type to make tracking possible (Fig. 189).

They are filled in when you perform certain document tracking activities.




Dispatch Status SendStatus SendStatus (Enumeration)
Send Date SendDate Date/Time
Send By SendlUser User {Object)
Dispatch Type SendDocument Type Dispatch Type (Object)
Dispatch No. SendNumber String
Scan Copy SendScanCopy File O

Fig. 189. Added document properties for dispatch tracking

When you have created the document type and enabled the Dispatch tracker,
publish the document type and restart the ELMA server.

You also need to fill in the Dispatch Type entity with required values (by default,
only Administrators have permissions to do that). Go to Entities — Dispatch Type and

add items such as e-mail, express mail or postal service.

I ﬁ Dispatch Type

Fig. 190. Dispatch Type entity




Now, the State the fact of dispatching option is available for all outgoing mail. It

is located in the Actions button of the document page (Fig. 191).

v

Actions

Add Comment

0 Ask Question

£, Rename
Move
Copy

il Create Link

b Sendto Archive

a View Subscriptions
Convert Document
State the fact of dizpatching

@ Register

Fig. 191. Actions button, “Sate the fact of dispatching” option

The documents, whose fact of dispatching is not stated, are sent to Records

Management — Outgoing — Unsent (Fig. 192). This sections displays documents

according to the user’s access permissions. Therefore, it is important to give these

permissions to the users who are responsible for dispatching original documents.

N Dec 17

‘ Thursday
Documeants
:l@ Incoming

=g Answer Required
3 Dutgoing

© Unsent
@ Internal
ﬁ Contracts
Drafts
l_.l Registration Log
El Contract Management
iJ Incoming Contracts
- (%8 All Contracts

- (% Certificates of Accept:)

% Closed Contracts

Register

Unsent

v,

Dacument Create Filter Actions

Records Management Cutgoing Y Unsent

Name

from Carter Ann

from Administrator ELMA
from Miller Adam

from Administrator ELMA

from Carter Ann

'

Selected

Send

Author

Carter A

Administrator

Miller A,

Administrator

Carter A.

Carter A.
Table @ v@ = ‘i‘_’:'
Qoo
Quantity: | 15 ltems found: 5 Pages: ot -

Date created

12/15/2015 12:29 PM

7132015 9:40 PM

713/2015 9:57 PM

7/15/2015 6:45 P

12172015 11:00 AM

Fig. 192. Records Management — Outgoing — Unsent

When sending an original document, state the fact of dispatching in the document

page. Use State the fact of dispatching action in the Actions button (Fig. 191). Enter

all the necessary information in the provided Send the document window (Fig. 193).




Send the document X

Dispatch Status Sent

Send Date 12/15/2015 | [&]

Dispatch Type Postal Service Q
Dispatch Mo. 45231563221

Scan Copy Load File (notmore than 1000 MB)
You can

load a file by dragging it to this area

Fig. 193. Document dispatching form

When the form is filled in and the information is saved, the dispatching status
section is added to the document page (Fig. 194). When you left-click on the Sent to the

Addressee status, a window appears providing full dispatch information on the

document.
Document Dispatch Info X o (© 1271502015 12.00 AM
Status Sent
Send By: Administrator

Sent On 12/15/2015 12:00 AM

Send By Administrator

Dispatch Type Postal Service

No. 45231563221

Scan Copy

Close

Fig. 194.Dispatching Status section and Document Dispatch Info window

Document dispatching function is most effective when used in document routing.
Consider a simple route for outgoing mail: once a message is created it is sent for approval.
When approved, it is directed to the sender, the CEO. Then the secretary registers the

message and directs it to the addressee. The routing process map is shown in Fig. 195.




Initiator

Approver

Chief Executive Officer

Secretary

Cancel

O
ncel

l

Send Document
far Approval

TSEHCI for approval agai

Work on the
document

Document
dispatched

n

Approval

Fejected

—% Sign Document
Approved g

?

LY
7

Signéd

NN

Mot Signed

N

Register
Document

lRegister

Dispatch
Document

lDispatched

Change Document
Status

Fig. 195. Process map of Outgoing Mail process

The Dispatch Document and Change Document Dispatch Status are located in
ELMA Designer, Document Management — Operations with Document. [t is possible
to dispatch a single document or a whole package. The basic configuration for these

elements concerns specifying the context variable with the document in question. Do it

in the Document tab of the configuration window (Fig. 196).

In Web Application, the “Dispatch Document” routing task for the secretary will

O Dispatch Document — ] *
e
o Add Move =P £ Edi 3 Delete
Process Context Selected Variables
Outgoing Mail Variable | Type

Outgoing Mail

QOutgoing Mail (Document)

@ ok

@ Cancel

Fig. 196. Documents tab of the Dispatch Document element

look as shown in Fig. 197.




Chapter 7. Additional Features of Records Management

= o VO v 1+ Carter A.
Process Map Com;:leted Start Execution A:t\:ns Improve 0 v@ __' @

Dispatch Document

» Process Information
Dispatch Document — About Task History = Document (open in a new window)
from Carter Ann

Send Date 12/17/2015 &  19:32 w
Dispatch Type v | Q
Dispatch No

Scan Copy )
P Load File (not more than 1000 MB)

You can load a fiie by dragging it to this area

Dispatched

Fig. 197. Dispatch Document task

This task requires to fill in information about dispatching and click Sent.
Dispatching info will be saved in the document page. The document receives the Sent
to the Addressee status.
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7.3 Multiple Registration of Documents

In ELMA ECM+ you can register documents various times. This feature allows you

to register a document in different categories and registration offices.

Consider the following example: a company has several branch offices. An incoming
letter is received and registered in one of them. It is then sent to the main office where

it is registered once again in the document management system.

You can enable this feature in ELMA Designer when creating a document type. Go
to the Description tab of the document type page and select the Allow to register
documents of this type multiple times checkbox (Fig. 198). To make the changes
available, save the document type, publish it and restart the ELMA server.

| Allow to register documents of this type multiple times

Fig. 198. Document type page. “Allow to register documents of this type multiple times”

option

Each time a document is registered, a Record Card is created, and the document
receives a registration number. The document can be included in several filter folders of

the Records Management section, according to the document flows that is belongs to.
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from

Documents nc

da

Register History Document

# Inc.008 dated 12/18/2015 12:00 AM Proposal from Abakion

Answer Required General Information ~ Preview  Links 0 Access Tasks 1  History |

v Document Registration
> Record Card Attributes "2015 / Main office / Incoming contracts”

w Record Card Attributes "2015 / Main office / Incoming Mail"

Inc.002
If generated automatically, No. will be assigned upon the record card crealion

Registration Number

Document Flow & Incoming
) Fiscal Year Records Classification Scheme
Registration Office Main office
Category Main office / Mail / Incoming Mail
_ Date created 12/18/2015 9:17 AM
- . Author Carter A
: Date modified 12/18/2015 9:17 AM
a Document Type Incoming Mail
Registered By Carter A.
Modified by Carter A.

Fig. 199. Page of a document registered twice
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Chapter 8. Document Search

ELMA features quick, advanced or full text search.
You can open the ELMA document search form (Fig. 200) in:

e The main menu. Select Documents — Document Search;

e The Document section of the left menu, either from its main page or the
Document Search subsection;

e Any directory of the Documents section. In this case, document search is
limited to the current folder.

Advanced Search

Fig. 200. Document search form

You can also add a Document Search portlet containing the search form to the
main page (Fig. 201). For more information on portlets and their settings see ELMA Help
and ELMA BPM Platform quick-start manual.

Advanced Search

Fig. 201. Document Search portlet on the main page of ELMA Web Application




8.1 Quick Search

With Quick Search you can find a document by just a word or a phrase from the

document’s name, or string properties that participate in quick search.

To make a property available for quick search, go to the document type page in
ELMA Designer, open its settings and select the Patriciates in Quick Search checkbox
in the More tab (Fig. 202). This option is only available for String and Text properties.

Participates in Quick Search o

Fig. 202. Property Settings. “Participates in Quick Search” option

To perform a quick search, type a word or part of a phrase in the search filed (it is
non case-sensitive), then click the Search button (Fig. 200) or press Enter on your

keyboard.

The results will contain only those documents that the current user has permission
to View/Load or higher (Fig. 203).
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Document Search

mail

Advanced Search

= &

= @
= ¢
= ¢

Name
Incoming mail No.00003 from Key Solutions
Shared Folders/Mail/Incoming Mail
Incoming mail No.00001 from REWE Markt
Shared Folders/Mailfincoming Mail
Incoming mail No.00001 from Ormit Ltd
Shared Folders/Mail/Incoming Mail
Incoming mail No. from Vincit
Shared Folders/Mailfincoming Mail

QOutgoing mail Mo.00001 to REWE Markt
Shared Folders/Mail/Outgoing Mail

Quantity: 15 Items found: 19

Author

Carter A.

Carter A

Carter A.

Carter A.

Carter A.

Fig. 203. Quick Search results

Pages 2

Date created

4/15/2015 1:41 PM

5/20/2015 2213 PM

6/22/2015 2:20 PM

6/22/2015 3:40 PM

6/15/2015 5:37 PM

S0 e

You can expand the quick search by adding more properties: add the document

registration number and contractor’s name to the document naming template (similar

to the Incoming Mail document template).
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8.2 Advanced Search

With advanced search you can filter documents by a set of parameters.

To open the advanced search form, click Advanced Search in the quick search form
(Fig. 204).

Advanced Search

Fig. 204. Link to open the Advanced Search form

The advanced search page consists of a field group, containing document attributes that
participate in the search (Fig. 205). The page is divided into four sections: the quick search
filed, Folder selection, Document Attributes panel and Record Card Attributes panel

(when the form opens, this section is collapsed).

Folder Folder is not selected

+ Search in all folders {including "My Documents™)
~ Search in sub-folders

Search in archive

v Document Attributes

— to —

Document Date
Type modified
Use relative dates
Name
Modified
by 2
Author ;3 :
oot Archived Yes No
eply
Required Yes No
Do Not
Searchin Yes Mo
Date created =l to (&) Archive
Use relative dates Find
Documents
List of Links Only
to Status O‘

v Record Card Attributes

Record Card Type Category
Registration Number Date & to =
created
Use relative dates
Document Flow
Date = to =
Fiscal Year Q modified

Use relative dates
Registration Office

Registration = to (=
Date

Use relative dates

Find Documents

Hide Search Fields

Fig. 205. Advanced Search form




When several of these properties are filled in, ELMA searches for the documents that
feature all of them. For example, if you enter the author and specify creation dates, the
results will contain a list of documents created by this exact author throughout the given

period.

When you select a certain document type, fields with properties available for search
appear. Specify these properties for each document type in the More tab of their settings
window in ELMA Designer. Selecting the Participates in Search (Filter) checkbox in

the Property Settings page (Fig. 206).

Farticipates in Search (Filter) 4

List of values infilter

Use entity filter

Fig. 206. Property settings, search options

In case of Incoming Mail, you have previously enables this option for Subject, Sender,
Incoming Number and Date. Now, if you select this document type in advanced search,
additional fields for filtering will appear. By selecting the List of values in filter checkbox,

you can search by one or by various values, for example, by several senders.

When configuring a document type, consider which properties might be required for
advanced search, and set them accordingly. Later on, you can modify search fields for

the added properties.

Once all the changes are done, save the document type and restart the ELMA server.




8.3 Full Text Search

Full Text Search is available in the Standard and Enterprise ELMA Editions
(version 3.6 and higher) if additional software is installed and configured. Full Text

Search is performed by the following document properties:

o title;

e author;

e name of the folder where the document is stored;

e name of the category where the document is registered;

e current version content.

Search by content is available for most text formats and for the Microsoft Office

formats.

To perform the full text search, go to the Documents section and in the search field
type a word or phrase that the document’s title or text might contain. Then click Search
or press Enter. A table will appear under the search filed (Fig. 207) displaying all the
documents that contain the specified parameter. Words that completely or partially
match the keyword that you entered are highlighted yellow.

Document Search

Advanced Search

Quantity: 10 Items found: 39 Pages: 2 3 4 ig)

(> #| 1 Project charter.docx (10/23/2015 6:03 PM Webb Helen)
Documents (Webh Helen)
ELMAUP Support Contents Contents Infraduction Glossary Service Plans Support Procedure Customer Lifecycle Types of Requests What is the
Diffierence Between a Question and Consulting ? Request Status Behavior Matrix Changing Request Type to Consuliing Coniractor's Profile Support of
Leads Implementation Suppaort — With a Contract Support — Without a

Y

(o2 Specifications.Secret Key.docx (9/17/2015 4:10 PM Erooks Tom)
Shared folders/Projects/Secret Key

ELMAUP Support Contents Contents Introduction Glossary Service plans Support Procedure Customer Lifecycle Types of Requests What Is the
Difference Between a Question and Consulting ? Request Status Behavior Matrix Changing Request Type to Consulting Contractor's Profile Technical
Support Provided to Leads Implementation Support (With a Contract

Fig. 207. Full text search results

The full text search is performed only by the parameter entered in the quick search
field. If you specify any other properties, the search becomes advanced. To make full
text search available in ELMA you need to configure additional settings. For detailed
information see ELMA Help.




Chapter 9. Document Templates

It is often that a company uses the same documents over and over again, changing

the names, dates and titles, but maintaining the overall document style.

In ELMA ECM+ you can manage such documents by creating documents from a
template. Users only need to fill in the form and specify the data that has to be added to

the document. The system itself then creates a document file.

In ELMA ECM+, a document template is a file of a certain format (the supported
formats are .rtf, .txt, .doc, .docx, .xls, .xlsx, .xml, .html). It has a static and a dynamic
part. The static part always remains the same. The dynamic part contains names of
variables instead of data; their values are formed from the properties of an electronic

document or context variables of a process.

Here are some example of documents created form a template:

e Outgoing contracts. Contractor’s data and your company’s data is added
automatically to the contracts, supplemental agreements and other
companion documents;

e Employment agreements. Employee’s data and your company’s data is added
automatically;

e Outgoing mail. Ensures corporate style for all outgoing e-mails and letters,

adds address and contact person, prepares envelopes and so on.
To make a template available for creating a document you need to do the following:

e Create a document template in the required format.
e Add the template to the document type for which it was created.

Let’s see how templates are used to create an outgoing letter.




9.1 Creating a Template

Create a template for outgoing mail. We reviewed the Outgoing Mail document type

and its attributes earlier in section 7.2.

In a template, all the variables must look like this: {$variable_name}. The variable

name is a unique name representing a document property and written in Latin.

For this template use the following properties: Author, Recipient, Subject, and
Text. You can find the names of these properties in ELMA Designer, in the document

type card, Attributes tab, Property Name column (Fig. 208).

[ Author Creation futhor User (Object) | ]

Subject Subject String
Recipient Recipient Cantractor (Object)
Texdt Teodt Text

& E]
0

Fig. 208. Document prperties used in a template

Now create a document file of the .docx format and add the text and variables, as
shown in Fig. 209.
Tech Supplies Inc. {SRecipient}

407 N Greensferry Rd #1804
Post Falls, ID 83887

{SSubject}
{SText}

Office Supplies Director General Brooks, J.

{SAuthor.FullName}
{SAuthor.WorkPhone}

Fig. 209. Document template for Incoming mail




The Subject and Text properties (represented in the template as {$Subject} and
{$Text}) are of String and Text types correspondingly. They are included in the template
without additional properties. While Author and Recipient are objects of User and
Contractor types, so the template includes their property values with string data type.
You can find the names of an object’s properties in the Objects section of ELMA
Designer, in the object’s Properties tab (Fig. 210).

O ELMA 3.8.0.23547 — [m] x
Organizational Structure Processes Obijects Document Management Projects KP1 Reports Interface BFM Apps Scripts Publishing Style - MAX @
HO &
Save Close | Add  Edit Delete
Edit Entity Properties
Objects Documentation | User €
Show Displaved Name .| |[Cammen |Properbes | Additional | Forms [Views] Aetions
-] BPMépps s Displayed Name Property Name Type ol
EH-[] Calendar and Events “  Base Properties
EH- ] Commeon Module up Uid ulD {GUID)
B[] Content Status Status User Account Status (Enumeration)
B[] CRM Account Userblame String
e D_DCLmer'S Password Password String
&[] Files
-] KPI Management = | First Name FirstName String
&[] Messages s - Midde Name MiddieName String
|| Processes Last Name LastName String
- ] Projects + o 7 Full Nams FullName String e
&[] Reports E-Mail EMail String
=L Seheduler Bith Date BithDate Date/Time
Ek-[ ] Scripts |
& Tasks Hire Date EmployDate Date/Time
m-C7 Ul Office Phone WorkPhone String
=[] Users Mobile Phone Mobile Phone String
’ @ AssignedRoleSterectype Room No RoomMNumber String
B Mo user Description Description String
@ Organizational Structure Element - Serpe Serpe sing
Enumerations - - . ~ =

Fig. 210. User object, Properties tab

The layout of the {$variable_name} in the template is then applied to the text inserted
instead of the code.

When the template is created, save it and bind to the document type.




9.2 Binding Template to Document Type

Templates are bound to document types in Administration — Document
Management —» Document Types, in the document type page, Templates tab. You can
add templates from your local PC or use documents already included in ELMA.

Upload a file from your computer: click Add Template from File. In the window
provided, select a file that contains the template (Fig. 211). After you click Select, the
template is added to the list of available templates for the current document type. Click

Save; now you can use the template to create documents.

General Seftings Permissions to Create Templates Notifications Settings History Permissions to Sign
Tempiates for automatic generation of document version
Name Author Date created

&C.untradtluc Administrator ELMA 21712015 1:39 PM b4

Add Template from File Add Template from Document

Select the file X

Choose File | No file chosen

——

Fig. 211. Adding a template

One document type can have several templates, they are all available for usage.




9.3 Creating Document from Template

To create a document from a template in Web Application you need to fill in all the

document properties and then select Add Template in the Version section (Fig. 212).

Version

Attach a file from the computer Attach a file from the scanner” Create a file from template

Load File Scan Add Template

are specified individually for each document

Make it Current? * Yes No

Fig. 212. Creating a version from a template

If there are several templates available, select one (Fig. 213). If there is only one

template available, it is selected automatically.

Version

Create a file from template

To Other Variants *  Qutgoing mail docx
Templates are specified individually for each document
type

Make it Current? * Yes No

Fig. 213. Selecting document template

Save the document by clicking Save in the top menu. The document’s version is
then created from the template. Fig. 214 shows a document created from the template
featured in Fig. 209. The text outlined in blue was generated from the document’s

properties.
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Tech Supplies Inc. Blocket

407 N Greensferry Rd #1804
Post Falls, ID 83887

Client Status Update

We hereby inform you that your client status has been updated to VIP, providing
a 15% discount on your future orders.

Office Supplies Director General Brooks, J.

Miller Adam
+2691234567

Fig. 214. Document version created from the template
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In ELMA you can encrypt documents with a password to ensure data security and
to limit access to the document.

For a user to be able to encrypt a document,

* System Administrator has to enable document encrypting in ELMA Designer;
* User needs Full Access permissions to the document.

Let’s see how encrypting is done for the Incoming Mail document type.

10.1
ncrypting Settings

Enable encrypting for the Incoming Mail document type: tick the Encrypting
checkbox in the additional tab in ELMA Designer (Fig. 215).

Encrypting

&

Fig. 215. Document type page, Encrypting option

The Encrypt column then appears in the Attributes tab of the document type page.
Tick those attributes that need to be encrypted (Fig. 216). These attributes are then
replaced with asterisks (****) in all the data tables in ELMA Web Application, or are not
displayed at all. The encryption feature is available only for those properties that can
be encrypted, such as: user attributes of simple types (except for the Record Card




Attribute), or attributes that feature other system objects as their type. Tick Encrypt
for the Versions (Fig. 216) and Sender attributes.

Versions Versions ListDocument Version {Object)= (1-N) O l

Fig. 216. Versions property. Encrypt option

Then publish the document type and restart ELMA server.




10.2
sing Encrypting

To encrypt a document in Web Application, go to the Access tab of the document
page and click Encrypt Secret Document (Fig. 217).

Encrypting a document
ﬁ? Encrypt Secret Document

Fig. 217. Button for document encryption

In the window provided, enter and confirm the password and click Encrypt to encrypt

or Cancel to cancel encrypting.

When encrypted, the document is marked correspondingly in its page’s Access tab.
It is possible to delete encrypting or to change the password (Fig. 218). For that, you will

need to enter the current password.




Encrypting a document

The document is encrypted by the user: Administrator 12/18/2015 10:44 AM

_I Change Password §f Cancel Encryption

Fig. 218. Change Password or Cancel Encryption buttons.

The General Information tab of the encrypted document’s page contains the

Confidential section, which specifies the date and time of encrypting (Fig. 219).

@ confidential 1211812015 10:44 AM

Fig. 219. Confidential section of the document page

The users who have access to the document are able to see it in the folders, but
when they try to open the document page, ELMA asks them to enter a password (Fig.
220).




Chapter 10. Document Encrypting

Business Process
Management System

Cama

The document is confidential and encrypted. Enter the carrect password
to open this document.

‘ T Password

Open Document

Fig. 220. Window asking to enter the correct password
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Chapter 11. Document Barcoding
To use barcoding in ELMA ECM+ you need to:

e Have an activated Barcoding application;
e Have ELMA Agent installed and configured;

e Set up barcode generation.

ELMA supports the EAN-13, PDF417 and QR-code barcode formats and their

reading and printing devices.

A barcode is formed according to the registration number of a document when it is
registered, and is displayed in the document page (Barcode property). The barcode
image is stored in a .bmp file and can be downloaded to a local computer, printed out

and attached to the document.
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11.1
arcoding Settings

The Barcoding application is set in Administration — System — System Settings
— Barcode Generation Settings. Click to edit the settings. Set up the barcode
generation as shown in Fig. 221.

Barcode Generation Settings 4

Enable Barcode generation Yes
Provider PDF417
QR Code. Supports three data fype: text {ASCH), bytes and numbers.
Printwhen registering Yes
Barcode Dimensions Default

If you state "0"for any dimension, the defauit values will be used

Fig. 221. Barcode generation settings

With these settings, ELMA, via ELMA Agent, will offer to print a barcode each time

a document is registered (Fig. 222) (if the Print when registering option is set to Yes).

Document registered X

The "Incoming Contract ¢ Ne 456 oT " document is successfully registered.
Printthe document barcode?

Do not show this window again No

Fig. 222. Adding a barcode at document registration.

After registration, the barcode file (barcode property) is stored in the document page
(Fig. 223).

ELMA ECM+ Application 180



Barcode yBarw:Ie .bmp

l
N s |

Fig. 223. Barcode property and barcode image.

When creating a document from a template, you can add a barcode to the document

page using the BarcodeFile variable, which contains the generated barcode (Fig. 224).

[SBarcodeFile}

Fig. 224. Document template. «BarcodeFile» variable.




11.2
earch by Barcode

In ELMA you can search documents by their barcode. This tool can be added to the
Documents section menu or to the main page portlet of those users who need this
function for their work.

Let’s see how a portlet is configured. Add an HTML portlet from the portlet catalog
to the main page (for more details on managing portlets see ELMA Help). Click ELMA
in the portlet settings and select Add Action (Fig. 225).

ELMA ~

Add Action

Fig. 225. HTM portlet settings. Adding an action

In the provided Select Action window, click More to open the full list of actions.
Then select Search by Barcode in the Barcode Generation section (Fig. 226), then click
Next.
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Select Action

[+ Active links
[+I-Business Process Management
[+I-Calendar

[+ Comman

[+ CRM+
[#I-Documents
[#}-Messages

[+ Projects+

[+ Reports

[#-Tasks

(- Security

- acoss Gerrten

(% Search by Barcade (Dialog)

Fig. 226. Select Action window

The next step is to decide how you want the Search by Barcode link to be displayed.
By default it’s a link, but you can make it a button (Fig. 227). To save the settings, click
Done.

Configure Display Settings

‘ Search by Barcods

Dimensions ‘ 160 ‘ W) x ‘ Empiy

- | -
S

Search by Barcode

Fig. 227. Display settings.
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After the settings are adjusted, the portlet appears on the main page, featuring a

button that opens a window to scan a barcode and perform search.

Search by Barcode
Scanning X
Scan the barcode
The barcode type is set up in "Administrator” Now

the system is operating with "PDF417"

Search Cancel

Fig. 228. Search by Barcode portlet. Barcode scanning window
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Chapter 12. Digital Signature

A Digital Signature is a document property that contains information encrypted by

means of public-key cryptography. It authenticates the signer and verifies that the

message has not been altered since the moment it was signed.

A digital signature, authenticating the signer, can be used instead of a handwritten

signature in cases recognized by law.

Certain conditions are required for the digital signature to be used in ELMA:

A web-browser that supports using a digital signature in ELMA;

CAPICOM plugin installed in the browser;

ELMA ECM+ application activated;

User certificates and a certification center available;

Signature templates must be filled in and saved in Administration —
Document Management — Digital Signature Templates;

User must have signing privileges.




12.1
igital Signature Settings
The following settings are required for the digital signature to be available in ELMA:

e Digital Signature Settings;
e Digital Signature Templates settings;
e Access settings for signing documents;

e Security settings.

The Digital Signature Settings are managed in ELMA Web Application, in
Administration — System — System Settings, Digital Signature Settings section
(Fig. 229).

Encryption Provider Internal

Check correspondence of the signature

algorithm with the selected encryption provider No
Require a digital signature when approving MNo
Requirg a digital signature when getting No
acquainted

Require a digital signature when signing Yes

Fig. 229. Administration — System — System Settings, Digital Signature Settings section

To edit, click &, Make all the necessary modifications in the provided window and

click Save.

Encryption Provider. Here you have to select an encryption provider, internal or
other, form the drop-down list. This encryption provider will then allow users to sign
document versions (for each country encryption providers might be different). Before
selecting the internal encryption provider, you need to set up a certification center and

receive user certificates. These settings are thoroughly described in ELMA Help.

Check correspondence of the signature algorithm to the selected encryption

provider:

e Yes — Recognizes the certificate generation algorithm, compares the selected
encryption provider to the provider of the current certificate.
e No - Does not verify the certificate generation algorithm, does not compare

the selected encryption provider to the provider of the current certificate.




Require a Digital Signature when approving/getting acquainted/signing: If you

select Yes, all these operations will require a digital signature to be used.

In ELMA, Digital Signature templates are managed in Web Application:
Administration - Document Management — Digital Signature Templates (Fig. 230).

© o

Cancel Save

Administrator

00 -,

Digital Signature Templates

Document: {$DocumentVersion.Document. Name}
Creation Author: {$DocumentVersion. Document. CreationAuthor. FullName}
Creation Date: {FormatDateTime({$DocumentVersion. Document. CreationDate};

Text Template for Document
Version Signature

The text template for the document

version signature can use the
properties of the "Document Version
Signatory” object

Text Template for Document
Approval Procedure

The text template for document
approval with a digital signature can
use the properties of "Document
Approval Task" object

Text Template for Document
Acquaintance

The text template for document
acquaintance with a digital signature
can use the properties of the

'dd.MM.yyyy HH:mm:ss")}
Version: {$DocumentVersion.Version}
Creation Author: {$DocumentVersion. CreationAuthor. FullName}

Restore Default Template

{for item in {$ListItem.Results} }Document: {$item. Document. Name}if

{$itern. Document. CreationAuthor}>"}

Creation Author: {$item.Document. CreationAuthor. FullName}Hend if }-{if

{$item. Document. CreationDate}>"}

Creation Date: {FormatDateTime({$itern.Document.CreationDate}; 'dd.MM.yyyy
HH:mm:ss') H{end if H{if {$item.Document. Status}>"}

Restore Default Template

{for item in {$ListItem.Results } }Document: {$item.Document. Name}Hif

{$item. Document. CreationAuthor}>"}

Creation Author: {$item.Document. CreationAuthor. FullName}Hend if }-if

{$item. Document. CreationDate}>"}

Creation Date: {FormatDateTime({$item.Document.CreationDate}; "dd.MM.yyyy

"Document Acquaintance Task" object | HH:mm:ss")H{end if H{if {$item.Document. Status}>"} -

Restore Default Template

Fig. 230. Web Application: Administration — Document Management — Digital

Signature Templates

In this section you can configure the text that is formed automatically when a
document version is signed, approved or acquainted with (if a digital signature is
required for these operations). Text templates can contain both simple text and

properties (property names) of required objects.

Signature privileges are managed in Administration — Document Management

— Document Types for each document type (previously described in section 3.4.3).

Security settings are managed in Administration — System — System Settings
— User Management Settings (Fig. 231).




User Management Settings X

Authorized Sessions Suspend. if no response in:

0 day(s) O hour{s) 3 minute(s)

Delete, if no response in:
1 dayis) O hour{s) 0 minute(s)

Delete, if a user is inactive for:

0 day(s) 1 hour{s) 0 minute(s)

Certification-Center Server Address (used only

to get thumbprint) 192.168.18.184\CentCenter2003

Root Certificate Thumbprint 273399AAFD618D326918C1FFCT77DB2FI833B lgﬁl

Get from Certification Center

Time Stamp Service Address
Allow to sign in by certificate Yes * No 0 Help

Allow to sign in by token Yes * No @ Hep

Fig. 231. User Management Settings

The certification center issues and verifies a public key certificate that the user has
to enter in order to sign, get acquainted with, or approve a documents. A public key

certificate can also be used to login in ELMA.

In this section you need to specify the Certification-Center Server Address, Time
Stamp Service Address, and Root Certificate Thumbprint. Fig. 231 features an

example of the certification center address.

If certificates are installed correctly on the users’ computers, they can use the Digital

Signature to sign and approve document versions and to get acquainted with them.




12.2
Signing Documents with Digital Signature

If the Require a Digital Signature when signing option (Fig. 229) is set to Yes, it
will be possible to sign a document version with a digital signature only. In other cases,

a digital signature is not compulsory for signing a document.

To sign a document version, go to the Actions button of the document page and
select Sign Document. Then select the Sign Attributes with Digital Signature and/or
Sign Content with Digital Signature checkboxes in the Sign Document Version
window (Fig. 232). If using a digital signature is compulsory, these checkboxes are

selected automatically and cannot be deselected.

Sign Attributes with Digital Signature Sign Content with Digital Signature

Fig. 232. Options for signing with a digital signature.

Sign Attributes with Digital Signature — This option is always available if the
ECM+ application is activated. It ensures that only document properties are signed with

the digital signature (this option is valid only within ELMA).

Sign Content with Digital Signature — This option is displayed only if the External
encryption provider is selected, and if the ECM+ application is activated. This option
ensures that the current version of the document is signed. The signed version can be

then downloaded to a local computer.

When both of these options are selected, both the document version and its

properties are signed.

After you click Sign Document Version, the Digital Signature Creation dialogue
box opens (Fig. 233).




Create a digital signature X

Text to Sign

Document: InternalDoc.doce

Creation Author: Administrator ELMA

Creation Date: 21,12,2015 10:24:11

Version: 1

Creation Author: Administrator ELMA

Creation Date: 21.12,2015 10:25:03

Contains: 8d0bba®d15f71160da40b39c5c2c2706 (mds)

Signature Certificate *
Brooks (21.12.20158)

Owner: E=Brooks@mail. ru, CN=Brocks
Thumbprint: FOCFACBS36FFESESF3135E3FE2C31EEC3330DADS

Sign Cancel
Fig. 233. Creating a digital signature

In this box, select a certificate in the Signature Certificate field. Once it is selected,

the Text to Sign field will show information about the selected certificate, in the format
specified in template settings.

To sign the document version, click Sign.

The selected document version is then signed with a digital signature and marked

accordingly, as shown in (Fig. 234).

Signature Information X
User Digital Signature Date signed Comment
Administrator - Brooks (attributes) 1212172015 10:28:10 AM

Fig. 234. Information about the Digital Signature.

When you click on the user’s name in the Digital Signature column, a dialogue box
opens (Fig. 235), providing information about the selected signature. It also allows you

to download the text and the signature itself to your hard drive.
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Signature Information

Correct

Brooks.

CN=CERTSERV3-CA

FDCF3CB596FF6568F 3135E3FE2C31EEC3390DADY
RSA

12/2172015 9:49:24 AM

122112016 9:59:24 AM

Document: InternalDoc.docx
Creation Author:

d ELMA
Creation Date: 21.12.2015 10:24:11
Version: 1

Creation Author: Administrator ELMA
Creation Date: 21.12.2015 10:25:03
Contains: 1571160d240099¢5¢2¢2706 (md5)

@ Save the signed text to disk
& Save the signature to disk

Fig. 235. Information about the digital signature.
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12.3
Approving Documents with Digital Signature

A digital signature can be used for document approval. If the Require a Digital
Signature when approving option is set to Yes in the Digital Signature settings (Fig.

229) then it is only possible to approve a document version by using a digital signature.

To approve a document version with a digital signature (Fig. 161) click Approve or
Reject. Then, in the Add Comment window select the Sign attributes with digital
signature and/or Sign content with digital signature checkboxes (Fig. 236). These
options become available when an external encryption provider is selected in the Digital
Signature Settings (Fig. 229). If an internal encryption provider is selected, only the
Sign Attributes with Digital Signature option is available. If the provider is not
selected, this function is not available.

Sign Attributes with Digital Signature

Fig. 236. “Sign Attributes with Digital Ssignature” option

When you confirm the operation, the Digital Signature Creation dialogue box

appears (Fig. 233), just like for signing a document. To save approval results click Sign.

A document, approved or rejected with a digital signature, features a corresponding
notification in the General Information tab (Fig. 237). This information is also displayed
in the Approval tab.
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General Information Preview Versions 2 Links 0

v Additional Information

File

12/26/2014 6:51 PM

Access  Tasks 3 History ~ Approval 1 Acquaintance 1

@ Approved | 3 Approvers : 2

Current Version

Sales incentive program.docx

Fig. 237. Document page. General Information tab. Document status
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Chapter 13. ELMA BPM Mobile Apps

Users can work in ELMA not only from their PC or laptop, but also from a mobile
phone or tablet while not in the office. ELMA has developed specially-designed mobile
applications that allow you to start and execute routing processes, assign and monitor
document-related tasks, communicate and post in the Messages section.

Mobile apps are available for iPhone, iPad and Android devices. For the ELMA BPM
mobile app to function with Android, you need a 4.0 version or higher. In case of iOS, a

6.0 version or higher is required.

Mobile apps are available on Google Play and App Store. The Mobile Apps section
of ELMA Store (https://store.elma-bpm.com) features directs links to these

applications.

Mobile apps require separate licensing. One mobile license provides access from all
the mobile apps. To access ELMA from a mobile device, a user has to be added to the
BPM Mobile app users group in Administration — Users — Groups.



https://store.elma-bpm.ru/

13.1
nstalling Application

To install the ELMA BPM mobile app, go to Google Play or App Store and search
by “ELMA”. Then open the application’s description page and click “Install” in Google
Play or “Download” in App Store. Once downloaded, the application will be

automatically installed on your device.

When the application is installed, the ELMA BPM icon appears on the home screen,

allowing for quick-start of the application.

When the application is launched, the start window appears (Fig. 238, Fig. 239). Fill

in all the required fields and authorize in the system:

+ Server Address — Enter the address of the ELMA server through which you
want to connect to the system. The address is written in the following way:
http://<computer name><domain>:<port>,

* Login, Password — Enter your ELMA login and password

Then click Enter.

nd Performance
Management System

http://demo.elma-bpm.com x

Password

Fig. 238. ELMA BPM start window for Android.
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12:18 55% W ¢

Business Process and
Performance Management System

‘Oema

http://elma.elma-bpm.com

manager

CITXTITYS

Fig. 239. ELMA BPM start window for iOS.

When you first enter the system, a dialogue window appears showing a notification
about initial data upload. Click the OK button.

When the data is uploaded, the main application page opens (Fig. 240, Fig. 241).

Your application is now ready for work.

Caoma

28
k Messages
Process

(\ Synchronized
12/17/2015 2:58 PM

Y s
\‘eo@

Fig. 240. ELMA BPM mobile app for Android. Main page.
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iPad = 10:06 + 65 % =)

Company Employees

Birthdays

= Develop new marketing concept
Task Today
Brooks T.

@\ Flores Paul June 29
Edit the sales forecast according to market reaction E sad of Sales Departme Jand
06/11/2015

Shaw s

(  Approve the funding request (Travel expenses) ;;, Miller Adam July 09
P ¥

Process Task 06/23/2015
Dunn T.

@' Improve product competitiveness on the ™ Harris David July 18
i_nter_n_atinnal markets Tomarrow ‘r\ sad of Branch Office No. turd
SMART Task Baldwin E.

Adjust the advertising campaign according to the “s  New Employees
forecast changes 07/03/2015
Tosk Brooks T.

Murphy Evelyn May 14

= Redesign the product presentations
Task 07/03/2015
Brooks T.
Run the advertising campaign
07/31/2015
Baldwin E
@ Increase lead generation
SMART Task 07/03/2015
Brooks T.

o o @

Main Page

For. 241. ELMA BPM mobile app for iOS. Main page.

On ELMA demo stand you can try out the mobile app functions without having to
activate a license. To go to the demo stand, follow this link http://demo.elma-bpm.com
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13.2
Basic Functions of Mobile Apps

With basic functions of ELMA mobile apps you can:

e Start business processes (Fig. 242);

e Create, view and monitor user tasks, document-related tasks and business
process-related tasks;

e Create messages and add comments in the Messages section.

All the processes and routes available in ELMA Web Application are accessible from
the mobile app (Fig. 242). The Process Map shows the current stage of a business

process.

Carrier ¥ 12:06 PM -

< Start Process

v Operational Processes
' Production
\‘ Approve Claim Request
\‘ Accept and Process Order
\‘ Claim Settlement
> Sales
> Management processes
> Supporting Processes
' Functions
> Intermediate Timer Events, Scripts, Forms
v Time Regulation
\‘ Task Timers + Escalation
> Website Integration
Contract Management

Incoming/Outgoing Mails

AVARER VARV

Create Documentation

~ -

Fig. 242. Start Process window (iOS)




In ELMA BPM mobile apps, the task page contains all the information about the
task. The necessary document can be attached to the task. It is also possible to add a

comment, reassign the task and monitor its execution.

ELMA BPM mobile apps support acquaintance, approval and decision-making
tasks (Fig. 243). When making a document-based decision, you can assign follow-up
tasks to other employees. The application also allows you to find a required document

in no time at all.

< E] Considered E:D'( Decision —

Q. Make a decision abo...

to 10/20/2015 10:59 PM

Carter A.
Secretary
® Regular

& Incoming mail No.00002 from Cygni

File downloaded

Keller Carl(Head of Service Department)
This claim won't be settled
Keller Carl(Head of Service Department)
This claim won't be settled

C 8 O ¢ &

Fig. 243. Consideration task (Android)

When a task is opened in the mobile app for iPad, the left side of the screen shows
the form as displayed in Web Application. The right side is an info unit that displays

additional properties: process name, instance name and process map.

Messages is a tool for communication within the company. It shows all the
notifications, incoming tasks, messages from other users and so on. With the mobile

app you can track all the events, and create messages and comments (Fig. 244).




iPad = 10:55 57 % @ »

L I K3

Now Viewing  New @) All Messages

= Sales incentive program changes
k2
¥ il

- Messsage  from Miller Adam  toMiller &

As many of you know, we have adjusted the current sales incentive program to make it mere flexible. Please provide us with feedback.

o™ from Flares Paul
i3
i | offer to bring this matter up at weekly staff meeting. There's much to discuss.
9 from Collins Earl

‘ | agree. Some terms seems to be questionable

=] +| Adjust the prices according to the market changes
-
aledn |tk fom Brooks Ton

ﬁ from Brooks Tom Edited

-t i

Control Type Task Monitoring (previous: "Completion Check")

o (1]

Messagas

Fig. 244. Messages (iPad)

Mobile apps for document management can really benefit you.

Firstly, users always have access to business processes and can timely complete

tasks and thus make sure that business processes move on.

Secondly, you are always up to date with all your business processes. Full access to
the document workflow provides you with relevant information, allowing for fast
decision-making.

Each employee, no matter where they are, can participate in the company’s business
processes and take full advantage of the system’s functions.




Chapter 14. Useful References

Apart from the ELMA ECM+ quick-start manual, the following resources also

describe basic functions of ELMA applications:

uick Start of ELMA BPM Platform

uick Start of ELMA Web Portal

uick Start of ELMA CRM+

uick Start of ELMA Projects+

uick Start of ELMA KPI
These manuals describe the key features of ELMA. For a detail description of functions,
see ELMA Help.

References on each application are divided into three categories: for end-users, for

implementation and for administrator, which allows for quick search of information.

On ELMA website http://www.elma-bpm.com you can find the general description

and purchase conditions of ELMA applications. You can also press the Ask Question

button to ask us a question.

The online demo version features all the basic functions of ELMA and is available
on ELMA website. If you want to learn more about either application, you can download
a demo version with exactly the same settings as the online version. It is available on

the same page.

We continuously develop ELMA and its Platform-based components that deal with
more specific tasks. You can find a list of these components and purchase conditions
on ELMA Store: http://store.elma-bpm.com.

If you want to develop your own solutions, you will find the ELMA Knowledge Base

rather useful: http:/ /www.elma-bpm.com/Kkb.

If you are experiencing technical difficulties, please visit ELMA technical support

website: http:/ /support.elma-bpm.com.

If you need assistance with the system or have a question about partnership with

ELMA, please contact us:



https://www.elma-bpm./
https://www.elma-bpm.com/kb
http://support.elma-bpm.com/
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e Luxemburg: + 352 (2) 030 1140
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