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Chapter 1: Preface

1.1 Introduction

Samhita® Enterprise Document Management software offers an organization wide platform for
capturing, creating, managing, retrieving and archiving large volumes of documents.

Samhita® incorporates best practices to redefine the transition from an office based on paper
documents to an office based on electronic documents. Samhita® not only helps organizations
manage the increasing volumes of paper documents; it also provides a platform to organize and
monitor unstructured data.

An integral part of the DBSentry Corp’s product suite, Samhita Enterprise Document
Management offers a wide range of functionalities, which help organizations reduce misfiling,
document retrieval time and costly photocopying and paper distribution — all processes that
impede information access.

The electronic document management features in Sambhita are essential functionality for the
organization and maintenance of files and documents. The web based document management
software from DBSentry Corp. brings a number of benefits to end users working or managing
documents throughout the document life cycle.

Benefits of Samhita includes:
Secured Document Access

Samhita® incorporates industry standard security features that allows secure control and
authorization of users as they access documents. Samhita® security features provides a tight
control of who can access what folders, documents and information and the degree of access
they can have (read, add, edit, delete and Admin). It also provides advance security to a
granular level by providing encryption on documents, which gives option to access Folders, but
restrict access to documents within the Folders.

User Access Audit Report

Samhita® incorporates an essential requirement for regulatory compliance — of who added or
read the document / record or when it was deleted from the repository. It also tracks the
movement of the documents through a document life cycle with proof of access and changes at
every stage of the process and the cycle.

Document Version Control



Samhita® provide an easy to use Check in/ Check out facility that prevents documents from
being overwritten or deleted as documents are updated. Document can be easily rolled back to
their previous versions as and when required. All the versions are maintained and can be viewed
from within the browser. Each document version allows user to track the timing of when the
versions were added and who added them.

Document Watch

Users can subscribe to documents or folders using this feature. This allows users or a user group
to be notified of changes or addition of documents in Samhita®. Users can manage all the
document subscription of watch from a central list.

Retrieve critical documents faster

Samhita® provides advanced document search and retrieval features to ensure that users are
more productive than before as the search time reduces drastically. There are multiple search
options provided by Samhita® to make sure, User get the information they are looking for how
they want it whenever they want it.

Centralized Storage

Samhita® provides a centralized repository to streamline the management of mission critical
documents maintaining current and effective versions of business documents.

In this chapter we shall look into the following topics:
Starting Sambhita
Login
Elements on User's Home page

Logout

1.2 Starting Samhita:

You can use any web browser (Internet Explorer, Firefox) to access Samhita Document
Management System. Launch a web browser of your choice and point to the Samhita URL (Ask
your system administrator for the URL). You will be presented with the Samhita login screen.



¥ Login - Mozilla Firefox — Ol x|
File Edit Wew Go EBookmatks Tools Help
Qﬂ hd E';) - @ @ @ Iﬁ htkp: f e, dbsentry, camfsamhita/login. jsp j I@,
DBSENTRY pronEnED oy
ORACLE
Corp.
Join the Revolution of Digital Document Management !
Samlm’ra &
Document Manager
User ID: I |
Password: | |
| Ok || Rezet |
Recomrmended resolution 1024 = TE2 .t
| Done -

Hllustration 1: Samhita Login Screen

1.3 Login:

Launch Smahita URL using your favorite web browser

Enter your userid and password

Click on “OK” button




) Document Management System - Mozilla Firefox =10l =|
Eile Edit Wiew Go Bookmarks Tools  Help
<:E| A ED b @ o @ Iﬁ httpe /e dbsentry . comfsamhitafloginaction. do j I@,
ﬁDucument Management 5ystem | Guogle @
Help | Preferences | Logout
L]
Samhita
Document Manager
Client's Company Mame

Welcome, manish!

PG

i 8%) va

User Group Theme Security Adapter
= 1] %
% = | %W

Docurnent Scheduler Mail Fax Wark Flow

Capyright @ DBESentry Carp.

| Done

Hllustration 2: Samhita User Home Page

1.4 Elements on User Home Page:

The followin

g table describe various elements on Samhita User Home Page.

Screen Description
Element
Help Link to context sensitive help. This element is present on every screen.
Preferences Link to user preferences window. This element is present on every screen.
Logout Logout Link. This element is present on every screen.




Screen Description

Element

Link to User administration page

Link to Group administration page

Link to a page where custom theme can be defined.

themes

%.P

security

Link to document/user security page

. Link to adapter page that integrates samhita with your other information
-1('1'1 systems (For e.g. Peoplesoft Financials).

adapter
g Link to document management page.
documents
Link to scheduler page where you can monitor status of your email/fax jobs

1]
L]

scheduler

Link to email page where you can email documents

Elmgﬁ

email

=

Link to fax page where you can fax documents

fax

Link to workflow page.

o’
W

Workflow

1.5: Logout
Click on the “Logout” link on the top right of the page to logout of the Sambhita app



Chapter 2: Document Management

In this chapter we shall look into the following topics:
Introduction
Elements on Toolbar
How to use address bar
How to use navigation panel
How to use folder/document list
How to Search
How to create a new document
How to create a new folder
How to rename a folder/document
How to upload a document
How to download a document
How to apply an ACL to a document/folder
How to create a permanent/transient link to a document
How to view document/access log
How to activate a watch feature on a document
How to view a document as HTML document
How to Cut/Copy/Paste a document/folder
How to delete a document/folder
How to copy a document/folder to a new location
How to move a document/folder to a new location
How to make a document versionable
How to check-out a document

How to check-in a document



How to undo a checkout on a document
How to view version history of a document
How to encrypt a document

How to decrypt a document

How to zip a document/folder

How to unzip a document/folder

How to email a document

How to fax a document

How to submit a document/folder to a workflow

2.1 Introduction:

To access Document Management explorer, while Logging in, select Document icon | g @ to

view the folders/documents listing for the logged-in user, and the shared document for that user.

Document/Folder page consists of following parts.

Tool-bar consists of icons which assists you to perform various operations on
Folder/Document List.

Menu-bar consists of drop down lists which assists you to various operations on
Folder/Document Lists.

Address-bar assists you to navigate through the folders by directly entering the path of
the folder separated by '/ .

Navigation Panel consists of Tree view which lists the folders. You can navigate
through the folders by selecting the folders icon.

Folder/Document List Panel consists of listing of folder and documents.

Search Panel consists of various search criteria's. You can search for the documents.
Status-bar consists of two parts
« Message-bar: displays the message of the operations performed on the
Folder/Document List.
- Navigation-bar: helps in navigating through the result when the total items are
more than the displayed items

12
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E)Folder & Document List - Mozilla Firefox -0l x|

File Edit Yiew Go EBookmarks Tools Help

QE' T ED v l@ @ @ IE http:.l’.l’wwwﬂa entry.com/samhita/folderDocMenuclickAction. do j I@,

Home Preferences
Sa ME ita
Document Manager

Help Logout

Welcome, PSFADMIM

User | Group | Theme | Security | Document | Scheduler | Mail | Fax | Work Flow | Repo

Toolbar

HE8=Dn® b0

Edit [ Version [
BY | B B | pf @ 20 @ & Be Be | 0| 2 &0

Download File

Upload File __________7} |l/h0me.-"PSFADMIN | (&)

mmt_}‘— Folder/Document List
Enc on

Decryption - .n Mame 1) Modified Date

Zip .

Unzi I~ C3rmail (1) FOLDER 03/29/2006 06:06:43 EST
L —

Mail

Fax

Generate Link(s)

View Document Log
Submit To WorkFlow
Add Watch

View As HTML
5 rmal

H{ ] PSFSUBMIT
H{] PSHRADMIN

[

[2

F{] PSHRSUBMIT
H{] RFINM

H{] ROHIT

H{] ROOTS
BEH{] SAPADMIN
B SAPSUBMIT
F{] saTvaM
F{] SAURABH @+ Folder "PSFADMIN" contains 1 itern M 4 pPage[ 1f[e] of 1 » M

1| |*]

Address
Bar

| Dane \ \ 4

Hllustration 3: Document Management Explorer

Navigation Folder/Document
Panel List Panel

2.2 Elements on Toolbar:

The following table describes various elements on the toolbar

Element Description

[J- | New Document

&7 | New Folder

A-+E

BB Change name of folder/document

&, Upload a file

L Download a file

13




Element

Description

ACL

e

Apply ACL to document or folder

View file or folder property

Generate a permanent or a transient link to a document or a folder

View document log

Add a watch on a document

LY e m

£
=
=
=

View a document as an HTML document

Cut

|

Copy

Paste

Delete

Copy to

Move to

Make a document versionable

Check-Out

o Check-in

<@ | Undo check-out

Ee) View version history
W@ | Encrypt

Fem | Decrypt
B Zip

JE  |Unzip

Email a document

Fax a document

Submit a document or folder to a workflow.

Back

Forward

Go a level on top from the current level

Search

Refresh

Bl R et |oe D

Go to user home

14



2.3 How to use Address Bar:

@ | Fhomne/systern

| [

+ Enter the path where you would like to navigate.

+ Press 'Go' icon to go to display the record of the entered path.

+ Folder/Document will be displayed corresponding to the path entered.

2.4 How to use Navigation Panel:

Folders

H{] rk3nz
H{] rk3os

H{] rk3os

H{] scott

H{] sudheer
Rl stem

-] Brajendu
-] leetendra
-] Manish
-] Rajan
-C] sudheer
H{] mail
H{] tesEn

B ifs

B examples
E{ api

-] outbox

ol

'/ " indicates root folder.

'-' indicates expanded state of the folder. Clicking on it will hide
the sub folders.

'+' indicates collapsed state of the folder. Clicking on it will display
the sub folders.

Clicking on the folder will display the contents of the folder in the
Folder/Document List on the right-hand side.

Open Folder indicates that the contents of the folder are displayed
in the Folder/Document List and vice-versa.

15



2.5 How to use Folder/Document List:

[ Folder/ocument List |

mle=  ame | Sizekd) | Type | Modified Date |
[~ ] ersjendu FOLDER 07/03/2004 11:56:24 IST
™ ] Jestendra FOLDER 07/03/2004 11:57:14 15T
I ;1 mall FOLDER 05242004 14:09:35 IST
I __'__] Manigh FOLDER 07/03/2004 11:57:36 IST
™ 1 Rajan FOLDER 07/03/2004 11:56:57 5T
™ 1 Sudheer FOLDER 07/03/2004 11:57:27 15T
r E YT 758.3 application/octet-straam O7/D2f2004 17:49:51 IST
[T [ AccariCentrallist.dos 24.5 application/msword 05/18/2004 13:04:52 IST
™ [ data 24.63 application/octet-stream 07/03/2004 11:56:11 15T
[ @ solutionsl.zip 2.87 applicationszip 07/0L 2004 17:09:32 IST
I wim.te 0.85 text/plain 07/01/2004 16:23:58 IST
[T B vnizen.leg 447 application/octat-stresm 07/01/2004 16:22:45 IST
I [y untitledi.pdf 3.66 application/pdf O7/02/2004 18:43:44 IST
.l'_!,‘r Mew Folder Created [ H 4 Page .'l: & OF 1 b H.

* Above displayed icons are:
- Folder [ 1]
« Document [ B ]
+  Checked-Out Document [ & ]
- Versioned Document [ [E ]
-+ To see the content of the folder click on the text of the corresponding icon.
To view the document click on the text of the corresponding icon.

- To view the folder above the displayed folder click up icon.

«  You can navigate through the Folder/Document List using the Previous, Next, Up icons,

it view the corresponding pages.

2.6 How to Search a folder/document

Click on Search [ # ] to bring up the search screen

Search for Folders & Documents : Enter the name of the folder/document to be searched

Description/Keyword: Enter the description/keyword of folder/document to be searched.

Containing Text: Enter the containing text of the document to be searched.
Look In: Enter the path where the search has to be performed
[...] Select the path where search has to be performed using look-up next to the Look In text.

16



Search

Search for Folders & Docurments

|jaitle1,r.txt

(vou can use wild card * and *)

Descriptiony Keyword

|jaitle1,r

Containing Text

Search Options...

ljaitley |
Lock In:

|fhnme,-’syrstem |E|
| Search || Stop || Resat |

W Date...
[ Files Modified - |

| AtLeast =l ske

¥ advanced Cptions...
¥ search sub Folders
WV Case Sensitive...

fram | | B
ta | | By
pT\;pe...
|textfhtm| ;I
V¥ size...

Search: Press 'Search' to perform the search based on
the criteria entered.

Stop: Press 'Stop' to stop the search.

Reset: Press 'Reset' to reset entries to enable another
search.

Date: Check this option to search folder/document
based on date entered in From or/and To Date.

You can select date using look-up next to the 'from/to
Textbox'.

Type: Check this option to specify the type of
document to be searched like doc.

+ Size: Check this option to search
folder/document based on the size.

+ Advanced Options: Check this option to search
folder/ document using either "Search Sub
Folders" or "Case Sensitive" search or both.

2.7 How to create a new document

- Please note that this funcionality is accessible only through Microsoft Internet Explorer.

+ In Folder/Document List click the folder where you would like to create new document.

. Click on the 'Create New Document' icon [ []~ ]

- It is possible to create a new MSWord document, a new MSExcel document, a new
MSPowerPoint presentation or a new Text document (Refer the figure below in clockwise

sense).

+ Click on the document type icon shown below to start the procedure.

= || @

@ |Create Mews MS Word Du:u:umentl

+ The user will be prompted with the new document window shown below.
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2 New Document - Microsoft Internet Explorer - o] x|

Mew Docurment ]

Mew Document: transaction_Jlan2005 |

Ol || Cancel || Help |

- Enter the name of the document.
+ Press 'Ok’ to create new document.
+ Enter your network id and password when prompted to do so.
+ The application corresponding to the selected document type will be initiated.
« The user can then proceed to create his/her document and save it.
« Press 'Cancel' to abort creating new document.
Not able to create new document?
- Insufficient rights to create new document in the selected location.
+ Try creating new document in your Home Folder.

« Or Contact system Administrator.

2.8 How to create a new folder
+ In Folder/Document List click the folder where you would like to create new folder.

«  Click on the New Folder' icon [ £7* ] or select from menu File->New Folder.

3 Folder - Microsoft Internet Explorer =101 x|

Folder ]

Falder: |admin |

Desct |admin related informations here| |

| Ok || Cancel || Help |

+ Enter the name of the folder.

+ Enter the description of the folder(optional)
« Press 'Ok’ to create new folder.

- Press 'Cancel' to abort creating new folder.

Not able to create New Folder



- Insufficient rights to create New Folder in the selected location.
+ Try creating New Folder in your Home Folder.

+ Or Contact system Administrator.

2.9 How to rename a folder/document
« From the Folder/Document List select the folder/document to be renamed.
+  You can select multiple folders/documents.

- Click on the "Rename' icon [ g ] or select from menu Edit->Rename.

3} Rename Document - Microsoft Internet Explorer - 0] x|

Rename Docurment / Folder ]

2ld Mame: newFolder -

Renarne To: |newFu:uI|:|er |

Desc:|agentTesting purpose |

2ld Marne: jdbe.btml
Rename To: [jdbe.html |

Dese: |

| Ok || Cancel || Help |

+ 0Old name, Current name(Rename To), Description are displayed for each selection.
- Enter the name to which you would like to rename.

- Enter new description for the same(optional).By default, the original description is displayed(if
any).
- Press 'Ok’ to bring into effect the names and descriptions you have changed.

« Press 'Cancel' to abort renaming.

2.10 How to upload a document
+ In Folder/Document List click the folder where you would like to upload new file.

+ Click on the upload icon [ @] or select from menu File->Upload File.
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4 Upload Document - Microsoft Internet Explorer B ] |

Upload Docurnents ]

Upload To: fhomefsystem

Locate FiIe|E:Hprintnun‘\web sitehcormnpl.jpg || Browze. ..

Cescription Compl description here =

@ |
[Mote: rou can upload upto 100ME., |

Press 'Browse' to select the file to be uploaded from your system.
Select the file to be uploaded.

Enter the description. (optional)

Press 'Add' to add the file in file-list .

Press 'Remove' to remove selected file(s) from file-list.

Press "Upload' to upload file(s) from file-list.

Press 'Cancel' to abort uploading.

2.11 How to download a document

From the document list select documents you want to download

Click on download icon [Vil'i ] to download the files

2.12 How to apply an ACL to a document/folder

In Folder/Document List select the folder/document on which you would like to apply ACL.

You can select multiple folder/document.
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+ Click on the 'Apply ACL"icon [ & ] or select from menu File- >Apply ACL.

2y Search And "il.-ll"tt Acel - Microsolt Inbernet Exphorer _‘:'-;_ ] . |
[ Select And Search Acl ]
Search By Al Name | &
Enter & word in the tEx! bax and click Search. You can aha use wild card *7° and "*°
—m 2
f" AnandACL system 05-Jun-2004
" ClassPrivate system 07-}an-2004
= ClassPublic syskam 07-Jan-2004
" ClassRestrictCraation systam 07-Jan-2004
" DuolsteNone rajan 25-Jun-2004
" NoDebete rajan 25-Jun-2004
= Private syskam 31-Mar-2004
" Protected systam 20-May-2004
™ Public system 24-Fab-2004
= Published system 07-Jan-2004
= Steffiafc syskam 03-Jun-2004
" ddddd rajan 15-Jun-2004
& ghjgthafhofhaf rajan 15-Jun-2004
= rajan rajan 14-Jun-2004 -
r Apply Rg-mrsi\.leh’i Swlad || Cancal | | Halp |
D» Selsct an ACL to apply "M 4 page[ 1[elof 2z » M

+ Select an ACL to be applied on Folder/Document or search an ACL by giving the keyword.
(Enter a word in the text box and click Search. You can also use wild card "*")

+ Apply Recursively - Check this option if you would like to apply ACL on sub Folders and
documents.

« Press 'Select' to apply ACL on the Folder/Document.
+ Press 'Cancel' to abort applying ACL.

2.13 How to view property of Folder/Document:

+ In Folder/Document List select the folder/document for which you would like to see the
Property.

+  You can select multiple folders/documents.

« Click on the Property icon [ [£] ] or select from menu File->Property.
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 Fodder Property - Microsolt Internet Explorer = Clﬁl

Property |

3 [mail
Type : Falders
Daseription
Location : /homess ystemymail
Size (KB) ]
Containg : 3 Folders, O Files

Creatad Date : 05/24/2004 14:09:35 IST
Created By  : systam
Modified Date : 05/24,/2004 14:09:35 IST
Modsfied By 1 system

Acl : [Private B

Shared : false

ok [ close |[ nelp |

+ You can rename the folder/document or apply another ACL to it.

+ Press 'OK' to save the changes made.

« Press 'Cancel' to abort 'Rename' or applying 'ACL".

2.13 How to create a permanent/transient link to a document

a http:;

|@ [one

f#192.168.0.7:5988 - URL Reference Page - Microsoft Internet Explorer o IEIIﬂ
Docurmnent Link(s) ]
Folder Mame 2006-05-09
Link Expires On: |Fri Jun 9 2006 23:59:5'1 Ey= Allow: j Cownloads
[ Mever
Docurment Mame: Attachments.zip
Link Expires On: | | BE1= Allow: l:lﬂ Downloads
V¥ never
| Generate || Help
|4 Internet 4
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a http://192.168.0.7:8988 - URL Reference Page - Microsoft Internet Explorer

From the Folder/Document List select the items for whom links are to be generated.
Click on the generate link(s) icon [ & ] or select from menu: File ->Generate Link(s).For
every item selected, there are 3 options,which are explained below .

Link Expires On: Select the date on which this item's link will be rendered ineffective in
displaying it's contents.(It is assumed that the link will then expire at 23:59:59 on the selected
date. )

Allow [] Downloads: An editable dropdown that will enable you to set the number of times the
link would work. After which the link would expire..

Never: .Select this so that the link generated for this item will never expire.

After specifying the desired options for each selected item, press "Generate" button so that the
respective links are generated.

=10] x|

Docurnent Link(s) ]

Docurnent Mame; Attachments.zip

Link Generated: |htt|3:,.f,.f192 165.0.7: 898chlrns'l.l'l.l'DrkSpace-clrns-cuntext-rootf'shuwCDnterI |Cc-p~,- |

Folder Name 2006-05-09
Link Generated: |http://192 168.0.7:8988/dmsWorkSpace-dms-context-root/showFolder| | Copy |

| Ok || Help |

|:E| Dane l_ ’_ l_ l_ ’_ |ﬂ Internet i

Respective Item Name (Folder Name or Document Name) and Link Generated are displayed.

A link for a document would display the it's content whereas, a link for a folder would display a
list of immediate documents in it enabling the user to download them one by one.

A copy button next to each document link facilitates copying corresponding link to clipboard
(available in Internet Explorer only).

Users can then paste the copied link on the browser addressbar to view contents.

Users can forward these links to recipients who can then access the respective items.
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+ The user himself can click on the document names to ensure that links are generated correctly.

« Press "Ok" to close widow.

2.14 How to view document/access log

« In Folder/Document List select the document whose log you wish to view.

+ Click on the View Document Log icon [ == ] or select from menu File->View Document Log.

<3 Doc Log Yiewer - Microsoft Internet Explorer o ] A
Document Log List ]
~Log Info Date
Llser:|s1,r* HIl me;|Wed Feb 23 2005 16:09:35 4 B
Log T}rpe:lS.ﬁ.MHIT.ﬁ. | T|:|:|Fri Feb 25 2005 16:09:35 .ﬁ.s| H
0z/24/2005 13:59:23 system Doc Uploaded
02/24/2005 16:03:42 system Description changed to; a new description added
0z/24/2005 16;03:55 system ACL Changed :Private
0z/24/2005 16;03:55 system Copy Generated At shomessysterm/bbby
02/24/2005 16:04:14 system Copy Generated At Shomefsystern/Components,
0z/24/2005 16:05;37 system Doc Maved to:/hame/systemdaaa’
0z/24/2005 16;05:53 system DocRenamed to: Renarmedjaitley txt

- The page displays a list of activities that were carried out on the document till date.

« Each entry format is of the type "TimeStamp , User , Action".

+  You can also apply search criteria on the log list .

« The search can be performed based upon "User" and/or "Date".

- Search patterns for "User" can be one of the following forms: *sam,sam*,*sam* samhita.

- Depending upon the search criteria entered, appropriate log list is displayed.
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2.15 How to activate a watch feature on a document

Add Watch helps users keep track of their documents.

Any operation performed on the document will be notified to the users who have applied watch
to it.

The notifications will be in the form of emails to the users,so it is mandatory that the users have
their email id set in sambhita.

If the email id is not set,the user will not be able to add watch to documents and will need to
contact his system administrator to set his email id.

In Folder/Document List select the documents for whom watch is to be applied.
Click on the add watch icon [ ] or select from menu: File ->Add Watch.

If watch operation is successful, a message "Watch Added Successfully to selected items" will
be displayed below in the statusbar.

In case of any error appropriate error message will be displayed in the statusbar.

Please note that multiple users can add watch to a single document, but a single user cannot add
watch to a document more than once.

2.16 How to view a document as HTML document

This functionality aims at the provision of viewing common document types in your browser
itself without any support of an external plugins.

Text contents of Office documents,XML,PDFs can be satisfactorily viewed in the browser.
For any document type whose text content cannot be displayed, a message "Operation not
supported the requested file type ." is displayed instead.

In Folder/Document List select the document whose content is to be viewed .

Click on the view as html icon [ ®E ] or select from menu: File ->View As HTML.

2.17 How to Cut/Copy/Paste a document/folder

How to Cut Folder/Document?

+ In Folder/Document List select the folder/document you would like to cut.
+  You can select multiple folder/document.
+ Click on the 'Cut' icon or select from menu Edit>Cut.

« Successful cut will give the message as 'Cut Action performed successfully' in the
Folder/Document List Task bar.

How to Copy Folder/Document?
+ In Folder/Document List select the folder/document you would like to copy.
+ You can select multiple folder/document.

+ Click on the 'Copy' icon or select from menu Edit>Copy.
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+ Successful copy will give the message as ' Copy action performed successfully' in the

Folder/Document List Task bar.

How to Paste Folder/Document?

+ In Folder/Document List select the folder where you would like to paste.

- Click on the 'Paste' icon or select from menu Edit>Paste.

« Successful Paste will give the message as 'The selected items were pasted successfully’

in the Folder/Document List Task bar.

2.18 How to delete a document/folder

Microsoft Internet Explorer x|

:\?) #ire you sure you want bo delebe?

QK Cancel
I | |

In Folder/Document List select the folder/document you would

like to delete.

You can select multiple folders/documents.

Click on the 'Delete' icon or select from menu Edit>Delete.

Successful delete will give the message as 'The selected items
were deleted successfully' in the Folder/Document List Task bar.

2.19 How to copy a document/folder to a new location

A} Folders/Documents - Microsoft

=101

|FnldcrlfDn:um:nll]
Copy FolderfDocument To ...

Path : /homefsystem

i )

a3 _| home
{7 Steffi
#{7] Steffia
#{] Usarl
#{] User10z
#1{7] Useriod
#{] User107
#{] encrypt
H{7] jiten
#{7] karmal
#{] maneesh
#{] rajan
#{7] rkoo1
#1{") rkoo2

| Salact Cancal ||Htu-F|>Id¢|

Halp

In Folder/Document List select the
folder/document you would like to copy.

You can select multiple folder/document.

Click on the 'Copy To' icon [ §% ] or select from
menu Edit->Copy To Folder.

Select the folder where you would like to Copy
the selected items.

Press 'Select' to copy the selected items to the
selected Folder.

Press 'Cancel' to abort copying.

Press 'New Folder' to create New Folder.
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2.20 How to move a document/folder to a new location

=10 |

| Folders fDocuments

Move Folderf/Document To .....
Path : /home/sysbem
)
={"] home
=] Steffi
)
#H{] mail

£y

40
+{]
4 0]
+{]
4 0]
+{]
4 0]
#H{)
4 0]

i {™

Steffia
Usarl
Userld2
Usarlid
Userld?
Bncrypt
pten
karnal

maneesh

ratan ;I

| Salact

Canoal ||Htu Fasldar Halp |

In Folder/Document List select the folder/document
you would like to move.

You can select multiple folder/document.

Click on the 'Move To' icon [ 5 ] or select from
menu Edit->Copy To Folder.

Select the folder where you would like to Copy the
selected items.

Press 'Select' to copy the selected items to the
selected Folder.

Successful copying to the selected folder will give
message as "The selected items were copied
successfully'.

Press 'Cancel' to abort copying.

Press 'New Folder' to create New Folder.

2.21 How to make a document versionable

+ In Folder/Document List select the document you would like to make versioned.

+ Click on the 'Make Versionable' icon [ E’E‘I] or select from menu Version->Make Versionable.

+ Successful making document versionable will give the message as
'The selected document is versionable' in the Folder/Document List Task bar.

+ The icon will get changed to the versioned document icon [ .

+ You can also select the folder and make the containing documents versionable.

2.22 How to check-out a document

+ In Folder/Document List select the document you would like to CheckOut.

. Click on the 'CheckOut' icon [ 5% ] or select from menu Version->CheckOut.

£} Check Dut - Microsoft Internet Explorer

Check-0ut |

Comment :

ok |[ cancel |[ Hele |
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Successful CheckOut will give the message as 'Checked out operation was performed
successfully' in the Folder/Document List Task bar.

The icon will get changed to the CheckOut document icon [ &].

You can also select the folder and Checkout the containing documents.

2.23 How to check-in a document
In Folder/Document List select the CheckedOut document you would like to Checkln.

Click on the 'CheckIn' icon [ _Eﬂ ] or select from menu Version>Checkln.

A Check In - Microsoft Internet Explorer L =101 x|
Check-In |
Keep Checked-Out : [
Camment | ﬂ
Ok | | Cancel Help |

1

Successful CheckIn will give the message as 'Checked in operation was performed successfully
in the Folder/Document List Task bar.
The icon will get changed to the CheckIn document icon.

You can also select the folder and ChecklIn the containing documents.

2.24 How to undo a checkout on a document
In Folder/Document List select the checkedout document you would like to undo CheckOut.

Click on the Undo CheckOut' icon [ 5# ] or select from menu Version->Undo CheckOut.

Microsoft Internet Explorer x|

::) Are you sure you wank to Cancel Checkout?
[ ok | coma |

Successful Cancel CheckOut will give the message as
'Cancel Checked out operation was performed successfully' in the Folder/Document List Task

bar.

The icon will get changed to the versioned document icon.

You can also select the folder and Cancel CheckOut the containing documents.
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2.25 How to view version history of a document

+ In Folder/Document List select the versioned document for which you would like to view

history.
- Click on the '"Version History' icon [ By ] or select from menu Version->History.
“j Document History - Microsaft Internet Explorer o [ 5 |
[ Document History ]
l.m? @™ Document : yyy
[Selectiver. o] wuser | versionDate | Action |
& z system 06/28/2004 15:40:14 15T E_Efd"’d
O 1 sysbem 04,/29/2004 13:06:56 IST Created
@ Document Histary M4 Page| 1|(er| of 1 » M
| Closa || Halp |

+ Document History page will be displayed with the versions.
« Press 'Close' to close the Document History.

- Click on the 'Version History detail' [ @¥ ] icon to view the detail of the selected version.

2.26 How to encrypt a document
+ In Folder/Document List select the document you would like to encrypt.

« Click on the 'Encrypt Document' icon [ m .

] Encryption F'asswnﬂ_i Microsoft Inbernet Explorer _- —~ |‘!|£|

[ Encryption Password ]

Encryption Password: |

Gk || cancel Help |

« Enter the Encryption password to encrypt the document
+ Press 'OK' if you would like to encrypt the document.

« Press 'Cancel' to abort encryption.



2.27 How to decrypt a document
+ In Folder/Document List select the document you would like to decrypt.

+ Click on the 'Decrypt Document' icon.

] D-:cnrpfrﬂ:::_!_l_’fsswnrd = Miorosoft Internet Explorer —~ _Iﬂ

| Decryption Password ]

Decryption Password: '|

Gk || cancel Help

- Enter the encryption password to decrypt the document.
+ Press 'OK' if you would like to decrypt the document.
« Press 'Cancel' to abort decryption.

2.28 How to zip a document/folder
+ In Folder/Document List select the document you would like to zip.

. Click on the € Zip Document' icon [ 2B 1.

| Zip |

Zip File Name: 1xTA-Exec-Brief.zip

Lol | | Cancel Help

« Enter the name of the document to be zipped.
+ Press 'Ok’ if you would like to zip the document.

« Press 'Cancel' to abort zipping

2.29 How to unzip a document/folder
+ In Folder/Document List select the document you would like to unzip.

« Click on the 'Unzip' icon [ B 1.

| UnZip |

UnZip File Name: [solutions htm

Ok || cancal Help

+ Enter the name of the document to be unzipped.
« Press 'Ok’ if you would like to unzip the document.

« Press 'Cancel' to abort unzipping.



2.30 How to email a document

Select documents you want to be emailed

Click on the Mail link.

Click on 'Mail' icon [ 6= ] from the Folder/Document List, Mail page appears with the selected
documents to be mailed.

This page allows submitting MAIL jobs to the scheduler. The user can specify the date/time on
which the job has to be dispatched. If the date is earlier than current date/time, the job will be
directly dispatched.
| Mailing |
[Eak Ul 2 2004 12:08:53 Asid 5 [ Send || Cancel
To: [receiver@domain.com
Cec! |receiver_L@domain.com
BCe: |racaiver_2@dormain.com

Subject: [Marketting
Mail: [Mail Content goes here ﬂ

Attachments:

fhome/system/AccessControlList.doc

At a-ch Rarmoud

2.31 How to fax a document

Select documents you want faxed

Click on the Fax link.

or Click on 'Fax' icon [ & | from the Folder/Document List, Mail page appears with the
selected documents to be mailed.

This page allows submitting FAX jobs to the scheduler. The user can specify the date/time on
which the job has to be dispatched. If the date is earlier than current date/time, the job will be
directly dispatched.
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[' Faxing

[Fri Jul 2 2004 19:00:44 Asial £ [ send Cancal
To:
Company Name:
Fax Number:
Comments: d
Attachrants:
Attach || Remove

2.32 How to submit a document/folder to a workflow

In Folder/Document List select the document for workflow submission.
Click on the Submit to Workflow icon [ O ] or select from menu File->Submit To Workflow.

Please note it is mandatory that the user's Workflow Acl must be set as well as valid.
If this is not the case,then the user must contact System Administrator.

User can view the status of his document by viewing Notification page.
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Chapter 3: User Administration

3.1 Introduction:

Sambhita users are accounts created in the product to maintain their files and Documents in a structured
way. Samhita user accounts can be one of three types:

- Regular users: are the end users who will store and retrieve files or other objects in the
repository.

- Administrators: are the people with privileges to all content and other objects in the repository
who can provide other users with the privileges needed to get their jobs done. Administrators
manage the users, folder structure, files, themes and access privileges.

- System Administrators:are the people with privileges to start, stop, and monitor the Oracle
CM SDK domain controller, nodes, services, servers, and agents (through the Oracle Enterprise
Manager Website), and who can reconfigure these components as needed. System
administrators also have complete Administrator privileges. System administrator's access and
control an Oracle CM SDK instance using the Oracle Enterprise Manager Website. The default
account that is created during installation for this set of privileges is the system account.
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D List OF Users - Mozilla Firefox

File Edit Wwiew Go

Bookmarks

Tools  Help

=10l x|

<:5' o E:> - @ @ IE hitkp: ffwovae, dbsentry. comfsamhita/relayAction. do?operation=user _list

Samﬁl’ro.
Document Manager

——

=l JIGL

Home Preferences Help

welcome, PEFADMIN

Logout

User | Group | Theme | Security | Document | Scheduler | Mail | Fax | Work Flow | Report Bug

User List
q’fp’*’ & & Search by User Name: [ |
[ ADVANTAGEDL Mon-Admin 30 25-Jan-2006 ADVANTAGEDL Published WORLD -
[ AMITMISHRA Mon-Admin 3n 21-Mov-2005 AMITMISHRA Published WORLD -
o archana Adrin 30 16-Aug-2004 archana Published W ORLD -
e ARINBAND Mon-Admin 30 13-Sep-Z005 ARINBAND Published WORLD -
i brajendu Admin 30 13-0Oct-2004 brajendu Fublished WORLD -
e DEMOUSER Mon-Admin 30 20-Aug-2005 DEMOUSER Published WORLD hd
[ FILESYMNCTEAM Admin Unlimited  13-Jan-200& FILESTNCTEAM Published WORLD -
i guest Maon-Admin Unlimited  29-Jun-2005 system Fublished WORLD -
o hkrein Mon-Admin 30 20-Aug-2004 hkrein Published W ORLD -
L] logger Systemn Admin Unlimited  10-Aug-2005 logger Published WORLD -
i maneesh System Admin Unlimited  14-Aug-Z004 maneesh Fublished Development -
o rnaneeshmishra Mon-Admin Unlimited  23-Aug-2005 maneeshrmishra Published W ORLD -
@ manish Systemn Admin Unlimited  16-Aug-Z004 manish Fublished WORLD -
[ MAVEEN adrmin 3n 10-Apr-2006 NAVEEN Published WORLD -
e METSPIDER Admin 30 08-Sep-2005 METSPIDER Published WORLD -
o M 4 Page[  1l[e] of 4 » M
Done

3.2 How to find a user:

- Enter search condition in 'Search by User Name' either full User Name or the starting words can
be entered to search for related Users. (You can also use wild card characters '*' or '?")

« The Users will be displayed in the User List which matches the entered text.

« If the search condition doesn't matches page will be displayed with text "There is no item to

display'.

3.3 How to create a new user:

« You can create one user at a time.

. Click on New User' Icon [ §* ] from the User List, New User Page appears with default

settings.
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Mew User
rGeneral:
User Name: | Password: | | rAdd Group(s)
Description: - Confirm Passward: | | | Add From Group List ...
Status:  System Admin
- " admin
Rermove From List
Credential Manager: IIfs j & ton Admin
Access Control List: [Published |E|
rProfile:
Home Folder: | | Mail Folder: | | Language: IEninsh =l
Quota: @ Limited ( Storage ME ) Ernail Address: | | Character Set: |Unicade (UTF-&) =l
" Unlimited Default Document Acl: | |E| Locale: IAmerican {en-Us) d
Default Folder Adl: | |[] Time Zone: [ [GMT-05:00] (EST) ES =
wark Flaw Acl: | |E|
Note:
A user's home folder is the default directory where a user starts when logging into the
application.

« The Email User Profile specifies the user's mail folder location and address.
+ Unless you change the default definitions, a user's e-mail folder is created under the
home folder. For example, /home/jsmith/mail.

3.4 How to modify a user:
- You can Edit one user at a time.

«  Click on 'Edit User' Icon [ 4 ] from the User List, Edit User Page appears with previously
saved data.

Edit User

rGeneral:
User Name: |BLEWIS Password: |****************** | Add Groupis)
Description: - Confirm Password: |****************** | | Add From Group List ... |
Status: 7 Systern Admin ’
-  admin
X | Rermove From List |
Credential Manager: |Ifs ;I i Non Admin
Access Control List: [Published Hzl
rProfile:
Home Folder: [shome/BLEWIS | Mail Folder: [fhome/BLEWIS/mail | Language: |Eng|ish =l
Quata: @ Limited { Storage|[  30[MB) Email Address: [blewis@yahao com | Character Set: |Unicode (UTF-&) =
 Unlimited Default Document Acl: |Pub|ished |E| Locale: IAmerican {en-Us) ;I
Default Folder Acl: [Published | ] Time Zone: [[GMT-05:00] (EST) ES < |
Work Flow Acl; |wf_approvers_finance |E|
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3.5 How to Delete a user:

- Select an User from the User list, Click on 'Delete User' icon [ & ], the User will be deleted,
User list will get refreshed and will appear with the message in the status Bar as "User 'Steffia’
successfully deleted."

User List |

** & * Search by User Hame:
m“—
[ Steffia Admin I1-May-2004 Steffia Published Marlc:!lm; -I
C Userl Mon-Ademin 30 2B-May-2004 Userl Published [worLD =1
" Userloz Mon-Admin 30 28-May-2004 Userl02 Published | Groupo1 |
 Userlod Mon-Admin 30 28-May-2004 Userl0d Published | Growpo2 =
[ Userld? System Adrmin 30 28-May-2004 UserlD? Published |'|'|'GIRLD d
e dbsentry Systemn Adrmin 30 0&-Apr-2004 systam Published |'|'|'ORLD =]
 encrypt Mon-Admin 30 19-Jun-2004 encrypt Published | worLD =
. ten Non=Admin a0 14=Jun-2004 pten Fublished |WORLD ;I
© kamal System Admin 30 16-Jun-2004 kamal Published [worLD =]
© manee Mon-Admin 30 03-Jul-2004 manes Published [ Groupny =1
@ [ « page| 1|(e| of 4 .

3.6 How to change user preferences:

«  User Preference is the profile of the logged-in user where information related to his profile is

displayed.

« The preferences of the logged-in user can be set like
'Login Password'.
"'Watch Documents'.
'Encrypt/Decrypt Password'.

+ 'Permitted tree access level'.

'Ttems to be displayed per page'.

'Open Document In New Window .
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User Preference ” fdapter Preference ]

~Mv Profile:

| Change Login Password |

| Change Encrypt/Decrypt Passwaord |

| Set URL Encrypt/Decrypt Password |

Watch Docurnents:

samnhita.txt

User Marne: | system

Cescription:

**Np Description found for system
EE

Horne Folder:| fhomedsystem

Quota: | Unlimited

Group: | WORLD =]

Email Address:| systern@yourcompany.com

Mail Folder: | fhome/system/mail

Access Control List:| Published

Default Docurnent Acl:
Default Folder Acl:

Language: | **Mot Set**
Charcter Set:| **not Set**
Locale:| **Not Set**

Time Zone: | **Not Set**

Select a Theme:l Default ;l Preview

Mavigation Tyrpe:lTree MWavigation _I

I~ Open Docurnent In Mew Window

* Permitted Tree Access Level: :

Iterns to be Displayed per page:

+

Please Re-Login for the changes to take effect.

| Ok || Cancel

@
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Chapter 4: Group Administration

4.1 Introduction:

Groups are composed of users that are related in some way. For example, the Marketing group
might contain all of the members of the corporate marketing organization.

Groups simplify user management. Instead of adding each user to an ACL for a file or folder,

you can add a group of users all at the same time. Sambhita product is shipped with WORLD, a

default group. When users are created, they are automatically added to this group. To create a

group, you define the group itself, then populate it. Group names are unique within the owner's

set of groups.

The default ACL of the user that created this group is assigned to any new group the user
creates. If you need to change the default ACL, you can do so by modifying the ACL for a

specific group

EDList OF Group - Mozilla Firefox

File Edt Wiew Go Bookmarks Toaols  Help

=10 x|

<:5' e E:> = @ o @ Iﬁ http:/ v, dbsentry .com/samhitafrelayAction, dofoperation=group_list

= cl

Samalfa
Document Manager

s Help Logout

welcome, PEFADMIN

!-
User | Group | Theme | Security | Document | Scheduler | Mail | Fax | Work Flow | Report Bug
Group List
T G % Search By Group Name: | |[e]
"  Dewelopment rmaneesh Published 04-Sep-2004
¢~ FinanceDepartment system testz 1Z-Aug-Z005
¢ HrTeam system tests 12-Aug-2005
timesheet systern Private 15-Maow-2005
" wvensiti vikas vensiti_acl 23-Aug-2005
©  WORLD system Published 29-Jun-2005
D M 4 Page|  1[e OF 1 b M

Crone
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4.2 How to find a group

- Enter search condition in 'Search by Group Name' either full Group Name or the starting words
can be entered to search for related Groups.(You can also use wild card characters '*' or '?'.)

+ The Group(s) will be displayed in the Group List which match the entered text.

- If the search condition doesn't match,a page will be displayed with text 'There is no item to
display'.
4.3 How to create a new group
+ You can create one group at a time.

. Click on New Group icon [ &#* ] from the Group List, New Group Page appears with default

settings.
Mew Group |
Group Mame: | Enter Group Mame here - Add Users/Groups:
Dascription: [wets s deseription note for this d e g
group. User roup
| Add From User List..
_:_I | Ramove From Ligk

Aceess Control List: | 1 E

Save || Cancel

4.4 How to modify a group:
+ You can edit one group at a time.

- Click on 'Edit Group' icon [ . ] from the Group List, Edit Group Page appears with
previously saved data.

| Edit Group |

Group Name: EEEEREID radd Users /Groups:

Description: [all Corporate Marketing Users =]

i F User " Grou
come under this group. P

Add Fromn User List...

;I Ramoyve From List
Acocess Control List: Protected

Save il Cancel
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4.5 How to delete a group:

«  Select a Group from the Group list, Click on 'Delete Group' icon [ &#* ], the Group will be
deleted, Group list will get refreshed and will appear with the message in the status Bar as
"Group 'Marketing' successfully deleted".

[ Group List |
*H' *‘/ #“ Search By Group Name: | ] .4
Selech _Weme | Oower | AL | CreateOste |
 Groupll System Published 2B-May-2004
" Group02 system HoDelats 26-May-2004
" Marketing system Protected O1-Jun-2004
 SeniorLawyer system Published J1-May-2004
WORLD System Published 07-Jan-2004
(D M 4 Page| 1/[e¢| Of 1 » M
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Chapter 5: Security Administration

5.1 Introduction and what is Access Control List (ACL)

Access permissions on *PublicObjects are managed with AccessControlLists (ACL's).
Whenever a user tries to access a *PublicObject, It first checks the associated
AccessControlList to verify that the user has been granted the appropriate permissions.

An AccessControlList is a list of users and groups who have been granted or revoked access
permissions to the *PublicObject. Each time a user or group is granted or revoked access
permissions, an entry is added to the AccessControlList.

In most cases, the standard ACL's that come with application should meet your needs, and the
remaining cases can be handled by creating a new ACL.

Application resolves a user's effective access to a *PublicObject by aggregating the
AccessControlEntries in the order that they were created in the AccessControlList. Each
AccessControlList is defined independently and applied to one or more *PublicObjects,
allowing you to centrally manage common security levels for *PublicObjects. Any user can
create an AccessControlList. When an AccessControlList is created, the user can determine who
else can apply the AccessControlList to *PublicObjects and manage the AccessControlList
entries. In this way, users can create personal AccessControlLists that they use to manage
access to their information, or share AccessControlLists to manage access to information that
they collaborate on with other users. Typically, a *PublicObject has only one
AccessControlList. When a user tries to access the *PublicObject, all AccessControlLists will
be used to resolve the user's permissions. While AccessControlLists can be used to grant and
revoke standard permissions defined by Application, including Discover, GetContent,
SetAttribute, SetContent, and Delete, Application allows you to define custom permissions.
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'“;}Acl List - Mozilla Firefox

File Edit Wiew Go Bookmarks Tools  Help

~=lolx|

QEI @ ED = @ @ @ IE http: fhanane, dbsentry . comj'samhitarelavaction.do?operation=acl_list

=l icL

Samlﬁl’ra
Document Manager

User | Group | Theme | Security | Document | Scheduler | Mail | Fax | Work Flow | Report Bug

Home Preferences

Help Logout

Wielcome, PSFADMIN

Acl List ” Permission Bundle ]

ol o5 opt Search Acl: | |
Selec ACL Mame Qwner Securing Acl Is Shared
i bulbulacl rmaneesh Fublished true 19-Aug-2005
~ ClassPrivate systern Fublished true 29-Jun-2005
~ ClassPublic systermn Fublished true 29-Jun-2005
{~ ClassRestrictCreation systern Fublished true 29-Jun-2005
 demouser DEMOUSER Fublished true 18-Nov-2005
= Private systern Fublished true 29-Jun-2005
= Protected systermn Fublished true 29-Jun-2005
= PSF_NIH systern Fublished true 21-Mar-2006
= PSF_NORTH systermn Fublished true 10-Apr-2006
= PSHR_MORTH systern Fublished true 29-Mar-2006
= Public systermn Fublished true 29-Jun-2005
= Published systern Fublished true 29-Jun-2005
= samacl systermn Fublished true 19-Aug-2005
{~ Samhitascl systern Fublished true 17-Aug-2005
= Samhitascl rajan Fublished true 16-Aug-2005
@ M 4 page[ 3f[e] of 2z » M

Done

5.2: How to search for an ACL:

« Enter search condition in 'Search ACL' either full ACL Name or the starting words can be
entered to search for related ACL's.(You can also use wild card characters '*' or '?")

+ The ACL will be displayed in the ACL List which match the entered text.

- If the search condition doesn't match,a page will be displayed with text 'There is no item to

display'.
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5.3 How to create a new ACL:

« You can create one ACL at a time.

. Click on 'New ACL' icon [ =E] from the ACL List, New ACL page appears with the default

settings.

Mew Acl ]

Al Mame: |PSF_Sam|JIel

Description: (Sammple People Soft Financial

ACL

-

-

acl Type: |Peop|e Soft Financial

—

Owner Mame: |system

Securing Acl Name: [Published

|[]

o |

&dd |L|ser

add ||

Find |

Category

Permission

Save || Cancel

[@»

5.4: How to Edit an ACL:

- You can edit one ACL at a time.

- Click on 'Edit ACL' icon [ *% ] from the ACL List, Edit ACL page appears with default

settings.
Edit acl
Acl Hame: (ClassRestrictCreation | Owner Mame: [system
Description: || ﬂ Securing fcl Mame: [Published ||Z|
-
add [user = | |[ada [ Find ]
.. B RS .= R = =% =)
WORLD Grantad E
Lol 3
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5.5 How to Delete an ACL:

Select an ACL from the ACL list, Click on 'Delete ACL' icon [ & ], the selected ACL will be
deleted, ACL list will get refreshed and will appear with the message in the status Bar as "ACL
'SteffiaAcl' successfully deleted."

[ Acl List |z Permission Bundle |
'-‘ﬂ'-t'ilE el \‘-'ﬂx Search Acl: | o+
mmm
AnandACL systam Published true 05-Jun-2004
ClassPrivate systam Published true 07-lan-Z004
" ClassPublic system Published true 07 -lan-2004
" ClassRestrictCreation system Published true 07 -lan-2004
T DeleteNone rajan Publizhed true 25-Jun-2004
T NoDelabe rajan Published true 25-Jun-Z004
& Private system Private true 31-Mar-2004
Protected system Published true 20-May-2004
T Public systam Published frus 24-Fab-2004
" Published sysham Published trus 07-lan-2004
" Steffiascl system Published true 03-Jun- 2004

= M 4 Page| alet| of 2 » M

5.6 What is Permission Bundle:

To manage access more broadly than the permissions defined by AccessLevel, you can use
PermissionBundle to group AccessLevels. PermissionBundles are stored persistently in the
database, and can be used to represent higher level security settings which may be granted to
users.

For example, you might group the Discover, Add Item, and Remove Item permissions together
into a ModifyFolder Permission Bundle to more easily grant users the ability to modify folders.

5.7 How to Search Permission Bundle:

Enter search condition in 'Search Permission' either full Permission Bundle Name or the starting
words can be entered to search for related Permission Bundle.
(You can also use wild card characters "*' or '?")

The Permission Bundles will be displayed in the Permission Bundle List which match the
entered text.

If the search condition doesn't match,a page will be displayed with text 'There is no item to
display'.
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5.8 What is Permission Bundle List:

« Permission Bundle List consists of the Permission Bundles.

| Acl List ” Permission Bundle ] .
ﬂj'* ﬁjf .ﬁj[" Search Permission: o
[Selectl  Permissionbame ] Descripon |

" AddDocFolder

oAl All standard Permissions enabled

i ClassPublic SelectorAccass, Create Permissions enabled

" ClassRestrictCreation SelectorAccess Permission enabled

 Delete Delete, Discover Permissions enabled

" DeleteNone

© Modify All modifying Permissions enabled
Group the Discover, Add Ibem, and Remove Item

€ ModifyFaldar N o e S ek aosr e i 8 oty
folders.

" Protected Discover, Additem, Removeltem Permissions enabled

" Read Discover, GetContent Permissions anabled

i rwertart

@ WA Page[ 1|[et] of 1 » M

5.9 How to create a Permission Bundle:
- You can create one Permission Bundle at a time.

+ Click on 'New Permission Bundle' icon [ EN ] from the Permission Bundle List, New
Permission Bundle Page appears with default settings.

[ Mew Permission ]

Permission Bundle Name: | ]
Description: | 3

rAccess Level:
Available Permissions Selected Permissions

| sava || cCancal |
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5.10 How to Edit a Permission Bundle:
«  You can edit one Permission Bundle at a time.

- Click on 'Edit Permission Bundle' Icon [ &27 ] from the Permission Bundle List, Edit Permission
Bundle Page appears with the previously saved data.

| Edit Permission J

Permission Bundle Name: [AddDaocFolder |
Drescription: | d

CAccess Level:
Available Permissions Selected Permissions

gave || Cancal

5.11 How to Delete a Permission Bundle:

+ Select a Permission Bundle from the Permission Bundle list, Click on Delete 'Permission
Bundle' icon, the Permission Bundle will be deleted, Permission Bundle list will get refreshed
and will appear with the message in the status Bar as "Permission Bundle 'BundleName'

successfully deleted."
Acl List ] Permission Bundle ]
gaf* e a3t Search Permission: | |
Select]  Permissionbame ] Descripon |
" AddDocFolder
Al All standard Permissions enabled
i ClassPublic SelectorAccass, Create Permissions enabled
" ClassRestrictCreation SelectorAccess Permission enablad
" Delete Delete, Discover Permissions enabled
" DeleteNone
 Modify All modifying Permissions enabled
Group the Discover, Add Item, q:Fl_'ud Remove ltem
. permissions together into & ModifyFolder Permission
€ ModifyFalder Bundle to rmore easily grant users the ability to modify
folders.
= Protected Discover, &dditem, Removeltem Permissions enabled
"  Read Discover, GetContent Permissions enabled
© rwertart
e H 4 Page| 1[ef| OF 1 ¢ M
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Chapter 6: Scheduler

6.1 Introduction:

« Scheduler is the background process responsible for scheduling mail/fax jobs. Scheduler keeps
track of the entire scheduled jobs and dispatches them on the specified DateTime.

BT @ B ¢
Job Info Created Date Dispatch Dats |
User:| [.] Frarm: | | E5x Fram: | | E5=
Job Type: [l =] T | E= To:| | B
Y S I e Y
 job_systemlt:1d:43--2004-12-06-15T MAIL  systam }g“wzum 16114:43 }gmﬁaum 1611349 ga
€ job_system1:16:37--2004-12-06-1ST FAX  system R e
€ job_systam16:15:01--2004-12-06-1ST MAIL  system ALMZOUEIE TRIEEN G A0/ D L O (P

6.2 How to Start/Stop the scheduler

« In Scheduler List there is a toggle icon which stops the scheduler if it is currently started and
vice versa.

6.3 Search a Job

Job search can be done with following criteria:
+ User: Enter the name of the user who created the job.

- Job Type: Select the type of job that is MAIL,FAX or ALL.

« Created Date:

« From: Enter the 'From' create time/date for job as search criteria.
« To: Enter the 'To' create time/date for job as search criteria.

+ Dispatch Date:
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+  From: Enter the 'From' dispatch time/date for job as search criteria.
« To: Enter the 'To' dispatch time/date for job as search criteria.

Scheduler List .
| B @ B =
|~ 30k 1nfo- 1 Craated Date - 17 Dispatch Date 1
User: | || Fram: | JE{"H Fram:| | &5
Job Type: [l | o | Ex roul | G
mm—
job_systeml6:14:43--2004-12-06-1ST MAIL  system 12"‘5‘”?004 16:14:43 }g}W?UN 16:13:49  gaa
©  job_system16:16:37--2004-12-06-1ST Fa% system ;l;‘.lr'ﬂﬁ\.-"?ﬂﬂd 16:16:37 ;2-'13«’2004 16:14:53 o,
©  job_systamis:15:01--2004-12-06-1ST MAIL  system l’gfr'“”?nm 16:15:01 i'lé;lw?um 16:24:04 g

+ The jobs which match the given criteria will be displayed in the joblist.

« If the search condition doesn't match,a page will be displayed with text 'There is no item to
display'.

- All the search criteria given above are optional and can be given in any combination.
If none is given then a list of all the jobs will be listed.

6.4 Create a new Job

+  Scheduling is done through the Mail & Fax Interface. For scheduling a job you either create a
mail job or a fax job.

6.5 Reschedule a new Job
« n Scheduler List first select the Job to be re-scheduled.
- Click on the 'Re-schedule a job' Icon [ By, ].

[ Reschedule ]

Job Name : |jub_rajan1$:32:13--20&1-05-03-15T
Job Type : [MAIL

User : |rajan

Create Date : [Mon May 3 2004 16:32:13 A
Dispatch Date : [Fri Jun 4 2004 16:32:57 Asi2 £7

[ ok [ cancel |

+ Re-schedule job page will be displayed.
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- Change the date/time for 'Dispatch Date:'
« Press 'Ok’ to reschedule the Job.

« Press 'Cancel' to abort changes.

6.6 Delete a Job
. Select a Job from the Job list, Click on Delete Job Icon [ B&* ], the Job will be deleted, Job list

will get refreshed and will appear with the message in the status Bar as Job successfully deleted.

Scheduler List
|

R B B
~Job Info Created Cabe Dispatch Date
user: | 1] From: | | E5= Fram: | f=E
Job Type:[&N = Toi | B9~ Toil =0
job_systemlé:1di43-2004-12-06-15T MAIL  system }gT"WE'-"“ 16:14:43 %é;“’-"’”‘“ 16:13:4% g
© job_systemle:l6:37--2004-12-06-15T Fa Systam ;.gr.awmq 16:16:37 %g:.yzonq 16:14:53 o,
€ job_systaml6:15:01--2004-12-06-15T MAIL  systam ot Rl DRLERE, - el bl Uik s sy
e I
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Chapter 7: Mail and Fax

7.1 Introduction

«  Mail and Fax allows you to email or fax a document.

- Email or Fax functionality can be access in two ways:

- First, select Mail or Fax icon from the Users Home Page

« Second, select documents and click on mail or fax icon on the toolbar

7.2 How to create a mail job:

« Click on the Mail link.

+ or Click on 'Mail' icon [ a=1 ] from the Folder/Document List, Mail page appears with the

selected documents to be mailed.

« This page allows submitting MAIL jobs to the scheduler. The user can specify the date/time on

which the job has to be dispatched. If the date is earlier than current date/time, the job will be

directly dispatched.

| Mailing |

[Sat3ul 2 2004 12:08:53 Asid B |

1 [receiver@domain.com
1 [receiver_1d@domain,com
1 |recaiver_2@dormain, oo

1 [Markatting

Hail Content goes here

Attachments:

Send

< ancel

fomeSsystem/AccessControllist.doc

Akt ach

Rarmeud
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7.3 How to create a fax Job:

Click on the Fax link.
or Click on 'Fax' icon [ e ] from the Folder/Document List, Mail page appears with the
selected documents to be mailed.

This page allows submitting FAX jobs to the scheduler. The user can specify the date/time on
which the job has to be dispatched. If the date is earlier than current date/time, the job will be

directly dispatched.
[ Fawing |
[Fri Jul 2 2004 19:00:44 Asial £5 [ send Cancal
To:
Company Name:
Fax Number;
Commants: =]
Attachrents:
Attach || Remouve
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Chapter 8: Workflow

8.1 Introduction

- Workflow automates and streamlines business processes contained within and between
enterprises.

+ For example, you can use workflow processes to:
Add personalized trading partner rules
Validate self-service transactions
Achieve closed loop business intelligence
Approve standard business documents
Step through daily transaction flows
Integrate with trading partner systems
«  Workflow lets you focus on managing business processes,not individual transactions.

- Samhita workflow has been modelled in such a way that it can accomodate both types of
workflow ie

1) Where only one approver is present.
2) Where a list of approvers are present according to a hierarchy

When a list of approvers are present according to a hierarchy,the workflow process takes the
approval requisition from one approver to his immediate senior(if the previous approver
approves it) else rejection by any approver leads to the rejection of the requisition and the
requestor is notified.

The last person in this hierarchy is the final approver.If he decides to approve the document, the
document is finally approved and a notification is sent to the requestor.

The requestor also gets the notification regarding the movement of document along the
hierarchy.

8.2 How to use Workflow:

Following are the necessary steps for using workflow

1) First create an ACL for the list of approvers: Create a permission bundle named "approver"
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with GetContent and Discover permissions.Create an ACL with list of users which will act as
approvers in the same hierarchy as the organizational structure with grant on "approver"
permission bundle(if there is only one approver then only one entry will be there in this acl).The
last person/user in this ACL is the highest in the hierarchy.This particular ACL's name should
start with "wt".

Edit &l

|

Acl Mame: |wf_approvers_ﬁnance

| CQwner Mame: |svstem |

Description: [for workflow purpose ﬂ Securing Acl Mame: |Pub|ished |E|
-
add [User =l [ #dd _|[ _Find |
SPIERSON Granted =l
K ALKER Granted =
| Save ” Cancel |

e

2) Edit the user who will act as requestor and select the workflow ACL for him.Save the
settings.

Edit User
rGeneral:
User Mame: \BLEWIS Password: Aadd Groupis)
Description: - Confirm Passward: ‘ Add From Group List ... |
status: © Systemn Admin ’
-  pdrin
‘ Rernove From List |
Credential Manager: |Ifs ;I * Non Admin
Access Control List: |Published Hzl
rProfile:
Home Folder: |.fh0me;"’BLEWIS | Mail Folder: |/home/BLEWIS/mail Language: IEninsh 'l
Quota; @ Limited ( Storage MB ) Emnail Address: |blewis@yahoo com Character Set: IUnicode (UTF-&) vl
= Unlimited Default Docurnent Acl: |Published El Locale: IArnerican {en-Us) 'I
Default Folder Acl: |Published El Time Zone: I[GMT-DS:DD] (EST) ES” 'I

Work Flow Acl: \wf_approvers_finance El

Save Cancel

3) Now the user is workflow enabled and he can submit docs for approval.

4) Go to the document page with requester logged in and select one document and click on
"Submit to workflow icon"[ €% ] or select from menu File->Submit To Workflow.

5) Now the requester can go to his notifications page and view the document status and its
movement. He shall also get the final result as notification ie(approved or rejected). All the
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notifications for the requester will be of type FYI.

Wiark Flow

Te
~Motification Beqgin Date End Date
statusi [Open = T = Fom | Ex

Begin Date

" COPEN 05/12/2005 Requisition architecture htm has been approved
" OPEN 05/12/2005 Requisition architecture htm has been forwarded to KWALKER far approval
" OPEN 05/12/2005 Requisition WFTest.java has been farmarded to SPIERSON far approval
" COPEN 05/12/2005 Requisition admman.htm has been forwarded to KWALKER for approval
" OPEN 05/12/2005 Requisition WFTest,java has been forwarded to SPIERSON for approval
" OPEN 05/12/2005 Requisition Workflow Specs.doc has been forwarded to SPIERSON for approval
‘@» ||<<Page of 1 kM ‘

6) Meanwhile the first person in the list of approvers gets the notification on which he can
respond by clicking approve or reject button.

Motification Details

Motification Mame: [APPROVE_REQUISITION_REMINDER |

Wotification Sent: [SPIERSON |

Motification Subject: |REMINDER: Requisition for docurment architecture . htm requires your apprnva|

Motification Cormments: [pear Mr SPIERSON -
This is a reminder message.architecture htm has been submitted for

yvour approval . The document url is Document URL ¢
http:/f192.168.0.1: 5988 /dmsWorkSpace-dms-context-
root/showContentiction.doy
auth=AAAAAAAAAAAALALAAAARAAAAALALAAAAAAAAAAALALARLVFD
%2BshBCrhlAid6CZb2ZRgSSCMERME S 0AaULCRP KW %
ZFnZZ2xEgV¥»clMlasSg0G=Cy %
ZFUoVjxZelmAP6SheriBVesAqnsalqvBl1did3dZ2a43185g=1%0AqavD 7%
ZB3UISwhzl%
ZFyaQsVITVESHXKMICOcHYFCEmPjih2EeRTvEY Y ZqiQrzCrIdClhn NIeB S Ly M
GPU%0AxaTZiHk %30 hal

Mote:

Fs

(Approwvers can write a note while approving or rejecting the requisition.)

| Approve || Reject |

(@ |

7) If it is approved the requisition goes to the next approver and the cycle continues until the
document is either rejected by anyone of them or it is approved by all of them, after which the
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doc is considered approved.

Motification Details

Motification Mame
Motification Sent

Motification Subject

Motification Comments:

B |REQUISITION_F\PPROUED

|
: |BLEWIS |
|

B |Requisiti0n architecture htrn has been approved

Dear Mr BLEWIS

The Document architecture htm with URL Document URL @
http://192.,168.0.1:8988/dmsWorkSpace-dms-context-
root/showContentaction.do?
auth=AAAAARAAAAAAAAAAAAAAALALAAAAAAAAALALAAAAAAABLIVFD
Y Z2BshBNCrhlaidaCZbzRgS S CMER NI %04 aULCEBP KW
ZFn2Z2xEqWXclMDasSqcxCy %
ZFUoVjxZelmAPesbe?iBVesiqnsalqvBldjs3dZad4 31850 ]%:08gavD 7ok
Z2BIUISwhzU%
ZFyoQsVITVESKKMICOcHYFCSmPjiRZEeRTve v wZqiQrzCrid CIw N IeBSLyM
GPU%%0AxaTZiHk% 30 and Description Requisition for approval has been
approved.

|»

Approved By K ALKER

1]

MNote From Approver: good wark

Claze

55



Chapter 9: Adapters

9.1 Introduction:
Adapter facilitates integration of various ERP applications and Sambhita.

At present,Sambhita provides tight integration with People Soft Financials , People Soft HR and
SAP.

Inorder to access adapters , click on the "Adapter" [ '€x), ] icon on the home page.

A page with various appropriate enabled adapters is displayed as shown below.

Horme | Help | Preferences | Logout

H Document Manager

Client's Company Name

Welcome, CDOUGLAS!

P= Fin PSS HR ShAP

Copyright @ DESentry Corp.

Sample Adapter Screen

Here , "PS Fin" and "PS HR" are enabled adapters while "SAP" is the disabled adapter.
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-« Not every user has adapter access by default. Only those users whose name appear in adapter
specific ACLs will be able to access adapters.

9.2 Adapter Preferences:

Adapter Preference is the user interface through which system administrator can manage adapters in
sambhita.

« The preferences can be set for
+ Enabling / Disabling Adapters
« Managing Folders For Adapters

User Preference ][ Adapter Preference ]
rManage Adapters
Available Adapters Enabled Adapters
Soft Financial
‘eople Soft HR
[¥ Manage Folder For: IPeapIe Soft Financial ;I Wiew List
Screen Key: |Samp|e Key |
Select Folder: |fhnmef|:dnuglas Hzl

(@ |

9.3 How to enable/disable an adapter:

Inorder to enable adapters,
 Select the desired adapters from "Available Adapters "and move them to "Enabled Adapters"

+ Click "Save" below "Enabled Adapters" in fig 1 to save the changes made

Inorder to disable adapters,
+ Select the desired adapters from "Enabled Adapters "and move them to "Available Adapters"
+ Click "Save" below "Enabled Adapters" in fig 1 to save the changes made



9.4 How to manage folders for adapter:

a Manage Adapter Folder - Microsoft Internet Explorer - |EI|£|
Aooess
EI Folder & Manage Folder Path
M1 Sdbsentry ftest
| fdbsentry ftest

To create a new screen key for an enabled adapter:
Select the adapter from the dropdown next to "Manage Folder For" as shown in fig 1

Select "Manage Folder For" option as shown in fig 1
Enter a new and unique Screen Key
Select the desired folder to which this key should correspond using the Look In... button

Once the screen key and folder path have been entered, Click "Save" adjacent to the Look In...
button in fig 1 to create and save the key

To view the list of screen key(s) for an enabled adapter:

Select the adapter from the dropdown next to "Manage Folder For"

Click "View List" to view the list of screen keys and the corresponding folder paths
To delete screen key(s) for an enabled adapter:

Select the adapter from the dropdown next to "Manage Folder For"

Click "View List" to view the list of screen keys and the corresponding folder paths as shown in
illustration.

Select the key(s) to be deleted and press "Delete" to delete the same
Please note that deleting key(s) does not delete the corresponding folder(s)
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Chapter 10: Themes

10.1 Introduction:

Theme helps in customizing user interface by selecting the supplied or customizable themes.
Theme consists of 4 parts:

« Style
« Color scheme
- Fonts

-+ Backgrounds

Only Super Users (Administrator) have rights to create/modify/delete Themes. Normal Users
can only select the Theme for themselves.

) Theme List - Mozilla Firefox = =10 =|

File Edit Vew Go Bookmarks Tools Help

<:§| = ED = Q @ @ IE htkp: i, dbsentry . comjsamhitajrelay Action.da?operation=theme_list j I@'

Saw\ﬁl’ra
Document Manager
— =
User | Group | Theme | Security | Document | Scheduler | Mail | Fax | Work Flow | Report Bug
Theme List

Home Preferences Help Logout

welcorne, manish

Search by Theme Name: | |

Theme Name

Coolblue

-~
[ Desert
[ classicrain
0 testl

Dr 14 4 page[ 3[e] of 1 » M

Dane v




10.2 How to apply theme:

Click Preferences

Select the Theme from 'Select a Theme' option in the User Preference page.

Press 'Preview’ to see the preview of the Theme selected from the above mentioned option.
Press 'OK' to apply the changes to the User-Interface.

Press 'Cancel' to go back to the previous page accessed.

Note: To Create, Modify or Delete a theme, user should have access rights to Themes.

10.3 How to Search a theme:

Enter search condition in 'Search by Theme' either full Theme Name or the starting words can
be entered to search for related Themes.
(You can also use wild card characters '*' or '?")

The Themes will be displayed in the Theme List which match the entered text.

If the search condition doesn't match,a page will be displayed with text 'There is no item to
display'.

10.4 What is Theme List:

Theme List is list of supplied and customizable Themes.

[ Theme List |

B B " Search by Theme Name: | e
Select) ThemeName |

ClassicDesert
ClassicForest
Classic0caan
ClassicRose
ClassicSilver
StandardForest
StandardOcasn
StandardRose
StandardSilver

ol B o [ o e O e T o

StandartDesert

fom) [

M A pPage| 1|er|Of 2 kM
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10.5 How to create a Theme:

- Click on 'New Theme' icon [ E&* | from the Theme List, New Theme Page appears with default
settings.

[ New Theme 1

Theme Elaments: Choicas:
SEE - R [=ocean
e et . =
\FF Fonts 3 cClassic |3 Desert
E Backgrounds: El| Forest
D Rose
E Silver
B & FPreferences Help  Logout
I Headings Text — |
- * User | Group | Theme | Security | Document
| Body Text i
P Data J Elements |
| Bold Text — I o B o T _j‘ Search By Hame | N ]
1
— mm Column 3
| Elarnant Taxt = - 1
| — T Mon-Admin % ManSysten I |
[ sadorounds:  |—r—e | C  system System Admin [KOFL3 =l
testAcll Non-Admin [woRLD B |
Therme Narne |[ sava ][ cancal

@
Select the Theme Elements.

+ Styles:Choose a Style from the Choices box and
corresponding ColorScheme for the selected Styles.

Select Font with Calar:

Headings Text |Verd - ;
eadings Text | verdans - D + Fonts: Choose font from the corresponding combo
Body Text |Verdana =l . and color for Heading Text, Body Text, Bold Text
Bald Text [verdana =y | and Element Text.
Elemnent Text [verdana Bl B - Backgrounds: Choose either color or image from

'Select a Background' option.

+ Color: Choose the color which you would like to keep as background color from the color
palette.

Color Picker ]

Select a Color
LTRSS
HRRRENNNNNNNNEN

ARERERRENNNNNNNNNEN
N [ #eesst | N
| Ok || Cancel |
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- Image: Choose the image which you would like to keep as background from the list of images.

ct a Background [ ® Calor / @ Image ]

« Theme Name: Enter a unique Theme Name, It is a mandatory field.
+ Press 'Preview’ to see the preview of the Theme.

+ Press 'Save' to save the newly created Theme, the Theme will be saved and Theme list will
appear with the message in the status Bar as "Theme 'StandardDesert' successfully saved".

« Press 'Cancel to abort New Theme creation.

10.6 How to edit a Theme:

« Click on 'Edit Theme' icon [ E@» ] from the Theme List, Edit Theme Page appears with
previously saved data.

[ Edit Theme ]

Themea Elerments: Choices:

EI Rose
B Silver

+ F'rufaram:a# Help  Logout

Headings Text F——1
! ¥ Llsi=r [ Graup | Thirnae [ Securily 1 Dacasmant

Body Text E
| * Data ]! Elements J
| Bold Tact = B2E B _ip" Search By Name | .I
s BN oeol counni | Coumnz | colmns
Elarnant Taxt =

———F— scolf Won-Adrmin % MarSystem =1

| Backgrounds: S . e system System Admin [KOFL3 =
[ testaell Man-Admh I'-.'\.’EIF:LU ;l
Therma Name [ClassicDesert [ save ][ caneal |

@
Now select the Theme Elements.

« Styles:Choose a Style from the Choices box and corresponding ColorScheme for the selected
Styles.

«  Fonts: Choose font from the corresponding combo and color for Heading Text, Body Text,
Bold Text and Element Text.
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Select Font with Color:

Headings Text |Verdana = D
Body Text |verdana B .
Bold Textl'-.-'erdana -] .

Elernent Textl'-.-'erdana -] .|:|

Backgrounds: Choose either color or image from 'Select a Background' option.

Color: Pick the color which you would like to keep as background color from the color palette.
Color Picker ]

Select a Color

EENEEN RN RN RN A RREAA R
EENENN RN NNRRRNARREE
ENNENNEENNN NERNNNNEE
ENNENNERNNNNRRRNNANEE
EENENNERNNNNNRRNAN
EENENNERENENRRREAE

] [ #ee3sit | N

| Ok || Cancel |

Image: Choose the image which you would like to keep as background from the list of images.

Select a Background [ '® Color / @ Image ]

Press 'Preview' to see the preview of the Theme.
Press 'Save' to save the modified Theme, the Theme will be saved and Theme list will appear
with the message in the status Bar as "Theme 'StandardDesert' successfully saved".

Press 'Cancel' to abort changes done on the Theme.

10.7 How to Delete a Theme:

Select a theme from the theme list, Click on 'Delete Theme' icon [ E&* ], the theme will be

deleted, then the theme list will get refreshed and will appear with the message in the status Bar
as "Theme 'ClassicDesert' successfully deleted".

63



Appendix A: Using Peoplesoft Financials Adapter

A.1 Introduction:

Samhita, a comprehensive and user-friendly framework that can quickly and cost-effectively leverage
your technology investments enhancing your existing business process by storing documents, vouchers
and invoices, linking them to the appropriate records. Making information accessible with a single click
from your existing software application enhancing work processes in areas such as accounts payable,
procurement, customer service, compliance and many others.

Samhita comes with various adapters that make integration of samhita with other application easier.
One of such adapter is Peoplesoft Financial adapter. This adapter can be used to automate some of the
key business processes in the Peoplsoft Financials. One of such process is Accounts Payable invoice
processing. Samhita allows you to streamline invoice processing by removing common paper-related
bottlenecks. Sambhita lets staff bind receipts and invoices electronically to their respective transactions
in your accounts payable software and access those documents instantly from a central repository. A
strong workflow ensures routing of items through the approval cycle more efficiently.

@ — Peoplesoft| |~ ¥ Approval —» | Payment
AP

Q [=oo

This streamlined invoice processing is achieved by following few steps. The first step is to import and
capture invoice data. Paper invoices are in multiple forms and need to be transformed into images via

scanning and then submitted to rigorous image preprocessing, or cleanup, to ensure that data is easily

readable and accurate as it moves through the system.

The invoice captured in the first step, then is store in Samhita system in a logical folder structure. At
this point a link is generated to this stored invoice, which would allow one to access the invoice.

Link generated in the second step is incorporated in the Accounts Payable(AP) system. This would
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enable a filing clerk or an auditor to access the physical invoice by clicking on the link.

> >
PeopleSoft Invoice Entry

Samhita™
+

Receive Paper

Invoices Scan Single Step Data Entry

A.2 How to submit vouchers to the workflow:

3.'_‘_:;}http:,‘-"‘.-"www.dbsentry.cum - Select Workflow - Mozilla Firefox - |E| ﬂ

Select WorkFlow ]

Select Create Date
" PSF_MNORTH systermn 29-Mar-2006

Select || Cancel || Help

‘ Dane 4

A.3 How to enter vouchers in the Peoplesoft:

Make sure you have requisite
privileges to submit documents to
workflow.

Scan all the invoices received as
paper.

Upload all the images to Samhita into
a folder.

Select the folder into which all the
images are uploaded

Click on Submit Workflow icon

Select the appropriate workflow based
on a queue

Click on OK

«  Make sure you have web browser pop-up blocker disabled for samhita website.

« Login into Peoplesoft
- Navigate to Voucher Data entry screen

- Create a new voucher (Follow the illustrations)
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IRegular Entey - I

Ble Ede dew Go  Bockmarks

a Firefox Beta 1

Iodls el

¢-2-809]

PeopleSoft.

Meni =]

-

I Mairlain
[ Apprgsa
(r Condral Groups
[ Paymenis
[ Balch Processes
& R A caunts Paieable
Infa
[ Archiving
[ Reports
= Aceounts Paabile Coe
[+ Yandors
[ Manager Seif-Senice
[ Genaral Ladger
[ SetLIp Financialsrsupph
Chain
(> Demand Planning
[ Inventory Folicy Planning
[ Supply Planning
[+ Cushormers
[+ Parinars
[ Products
[ Catabog Mansgenent

Add & New Valie

Brsiness Uitz
Moucher I0:

ooFo o
NEXT

Voucher Style:
Short Vendor Mame:
Vendor |0z [}
Vendor Locatlone I I
Address Saquence Number: (11

Imvoice Mumber:

Imvalce Date: B
Gross mveice Amount: e
Estimatad Mo. of Invoice Lines: 1

Edd I

[ Reguiar voucnar

Regular Entry - Microsoft Internet Explorer

o

0.0

2 cl

Mz Wairddows | Help | 12

File Edit Yiew Favorites Tools Help
J FBack » = - @ ) ”Jngldressl

PeopleSoft.

- AddiUpdate

— Quick Invoice Entry
— Complete Register
Waoucher
[> Maintain
[ Approve
[ Control Groups
[ Payments
[ Batch Processes
[ Review Accounts Payahle
Info
[+ Archiving
[ Repors
— Accounts Pavable Center
[ Vendors
[- Manager Self-Service
[ General Ledger
[= Set Up FinancialsiSupply
Chain
[> Demand Planning
[+ Inventory Policy Planning
[ Supply Planning
[ Customers

B

Invoice Information

Business Unit: QCFO

Voucher ID: MEXT

Voucher Style:  Regular

Vendor: Q
Name: Q
Location:

*Address:

-4

Home

MultiChannel Con

Mew Windaw | Help | Customize Page | B, 4l

Invoice Number: |

Invoice Date: El
Misc. Amount:

Freight Amount:

Sales Tax:

Total: I 0.00
Balance: 0.00
[~ Tax Exempt Flag

Use Tax: 0.00

=

+EGet Hext Image

hlanage Image

= Show Image

Mon Merchandise Summary

@ javascript:saveiarning(' TargetContent',null,'_top','http: f{pars.nas.edu: 881 1/psp/fsdevs/EMPLOYEE/ERP ?cmd=logout)

,_ ,_ ,_ |4 Internet

«  Click on “Get

Next Image” button
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+ A new image should open in a separate window
+ Perform data entry by looking at the image
+  Save the voucher

« The Voucher image is permanently a tied to the recently created voucher in Peoplesoft, which
can be viewed by clicking on the “Show Image” button.
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A.3 How to monitor voucher queues:
« To be able to perform this operation you should have queue management rights
- Login into Samhita
Click on Adapters
«  Click on Peoplsoft Financials adapter

« Select the Voucher Reports tab.

Select the Zone (queue) for which you want the report for.

) Ps Youcher Report - Mozilla Firefox - 1ol x|
Eil= Edit Wew Go Bookmarks  Tools  Help
CEI - E\‘> - @ O @ ||_| httpeffxnrcS0.nas, edu 7777 samhita/psvoucherReportackion. do LI IGI,
II Sam 1+a II welcome, PEFIM
Docume nt Eunuger
!-
e ———————————————————— Report Bug
Youcher List ][ Voucher Report ]
~ Search:
From Date: | EL
ToDate: | =%

&-
4
Mo, of
wvouchers
2
o
) rocess

« Click on the Generate button

| cone

N

«  You should be presented with a screen showing a bar chart showing the status of the whole
voucher process.

A.4 How to administer voucher queue:

Some times you need to reset the voucher status from “in-process” to “in-queue” again. This
situation arises when AP data entry personnel clicks on “Get next image” button in peoplesoft, but
does not perform the data entry leaving the voucher status to “in-process”

To be able to perform this operation you should have queue management rights
-+ Login into Samhita

+  Click on Adapters
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+  Click on Peoplsoft Financials adapter

«  Select appropriate queue (zone)

«  Select vouchers you want to reset

¥ Ps Youcher Status - Mozilla Firefox =101x=|
File Edit Wiew Go  Bookmarks  Tools  Help
qil - ED - @ @ I [] http:ffxnrcan.nas. edu: 7777 samhitaadapterRelayaction.do j I Gl,

L _rom=__osou: S

Wwelcome, PSFIM

" SOMEI‘FO.
Document Manager
!-
Report Bug

Youcher List ” PS Report ]
Search:
Status: [Erocessed ....[r] From Date: | | =
InQueus
Zone! InProcess ToDate: | |@"‘

n Cocurnent Name Current Status | Inqueue Date | Inprocess Date

T 00005839.pdf Processed 21-Feb-2006 21-Feb-2006& 21-Feb-Z006&

T 10G as std one.pdf Processed 21-Feb-2006 21-Feb-z006 21-Feb-z006
o 4 4 Page[ 1[e] of 1 » M

Dane 4

«  Click on reset icon to reset selected vouchers

A.5 How to create new queue:
« In order to be able to perform this operation you must have system administration provileges.
« Login to the Samhita as system administrator.
+  Click on Security icon

«  Click on create new ACL
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E)New Acl - Mozilla Firefox ]
File Edt Mew Go Bookmarks Tools  Help {:}

@ - @ - @ @ @' Iﬁ htkp:f feman. dbsentry, comysambitafrelayAction. do j I@,

Home Prefe s Help Logout

Sam';£|+a welcome, manish
Document nager
r . ___________________________________|
ﬁ User | Group | Theme | Security | Document | Scheduler | Mail | Fax | Work Flow | Report
B

Bug

Mew Acl ]
Aacl Mame: |PSF_SOLITH_EAST Acl Type: | People Soft Financial ;I
Description: [Queue for South East Region Owner Name: [manish |
Securing Acl Mame: |F‘ub|ished ||:|
add [User ~| lPsFaDmIn [ add  |[I Find 1]

Save || Cancel |

O} 3

| Done S

+ Create a new ACL with a new name, with ACL Type as “Peoplesoft Financial”.
« Add users who will be the queue managers in the ACL

«  Click on the Save button.
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