Advanced Forms Manager
What is Advanced Forms Manager?
Advanced Forms is nothing but the utility to maintain the Employee Related Documents.

Why Advanced Forms Manager?

In SaralPayPack already we have one Documents utility in employee master screen , by
using this one can attach the document with one employee name . But Limitation of  Employee
Master ->Documents i s user canb6t view the all attached forms o

time, then user candt att ach tah emphoyee tandpatldingtheinewve s at a t |
user defined forms.

To overcome from this Limitation, we are introducing the new utility called Advanced
Forms Manager.

Introduction of Advanced Forms Manager

1.1  Attach the files
1.2 Detach the files
1.3 Sending the e-Mail of the attached files
1.4 Advanced Search of attached Forms
1.5 Create user defined Template Formats
1.5.1 Create a category
1.5.2 Create a sub category
1.5.3 Import New Template
1.5.4 Create a Template Format
1.5.5 Export Template
1.5.6 Select the fields
1.6 Edit the user Template Formats
1.7 Generate the Template Formats



To open the Advanced Forms Manager Goto fiTools menu A Forms Manager 0

Click Forms Manager to display dialog box

1I

Templates Created

Er; Statutory Forms

= General Click on the Template Format for Generate
File Mame | ‘ I Search Ildg. Searl:hl
‘ Document Name | Employee Name | Remarks

Right Click for Open Template Explorer.

From [Marszooe =] To [Marrzoos 7]

Ref. No. | Employee Name =
3z AMAND THRIPATI |
z7 ASHOKA
26 DEEPTHI
4z DINESH K.
13 DINESH RAIU
44 GAMESH K.
40 GAMESH MALHOTRA
37 GALTAM JAIN
10 GAUTHAM JAIN K.
2 JATARAIAN K rEmployee Wise Format Options
15 KA&MAL PREIT SINGH O Owerwrite Existing Files O attach the Document While Generating
[l 34 KAMALA >

Quik Seareh | MEenerorcl

| Document List Based on the Employee Selection |Employees Count : 46 | Documents Count: 0 |
¢ In this above screen left top box list user defined formats [Category -> Sub Category
-> Formats]

Left b elow box list the all the employees based on the Period Selected (for example

Select From and To Month) above the E mployee list

Right side center grid lists all the attached documents of the selected employee in the
left below box. Means Attached Document list based on the Employee selection.

Also above the document list , search text box for search the document among the listed
document below based on the document file name. In this search box user can use the
wildcard search symbol  * and ? this both the ¢  haracter will behave like same as the
windows wildcard search.

For example
*.xIs i search all the documents having the extension of xIs.
a*.doc - search all the documents start with a.

??7?7a* - search all the documents fourth character is a.



1.1 Attach the files.

For attaching the files for the employee, Click attach button to display below shown
dialog box

Attach'Document

Token No LI Employee Mame j Select File{s) Settings

File Name File path Remarks

o Before attach the files set the settings for that click on the Settings button. Set the
Default Location window will open

BE Set the Default Location X

Default Location

Select a Folder

|E:‘\D|:u:r'-'1.an

Then Click on the é buiotatonwhers you waatltoeset the defauét
location click on save button.

e Select the employeeto  whomyou want to attach the files
e After that Click on the select File(s) button, then file selection window will open



Select the Filefs) to’Attach T 1

Look i | <ee Local Disk [D:) ~| &= EB ok E-

A : |5 venkadesh Important
. [CadvDocan I fdvanced Document Manager gan.doc

My Recent [CT)Cross kab Query Y fdvanced
[Drocuments = Custom

¥ I5)Demo
|CT)Fackory Ack Forms
Desktop [=1Cons 21072009

ocumnent Manager.doc

=

YEM. eml

EditActiveReports.exe

_ [ Products [Z] EsT QUERY kxt
_._-} [C3Program Files @UpdateTest.mdh
[CTiProjects \wJvenkadesh.wab
ty Documents JRelvon
- hSignature

=

[C3)50L Server 2000 Sample Databases

by Compuiter

File narme: |".-'l'u:|\-'anceu:| Document Manager gan.doc' "Ad ﬂ Open |
My Metwork  Files of bupe: |1l Files %) ~| Cancel

Places
| Open as read-anly

@

Select one or more files want to attach , Click On Open , Selected files listed in the grid.

Then Click on the Attach button to attach the selected document to selected employee.

g el
[ AttachiOptions 1

Attach Options
&) idttaching the Document,: O While attaching Copy the Documents to Default Location

O While attaching Move the Documents to Default Location O

LFile is Selscted

Default Location :

E:YDocMan
This window show the Attach option, By using this user can simply a ttach the
document, or else make the copy of the attach document in default location, or move
the original document in to the default location. Once click one the Attach below status
window will open
( Attachment Statis W
Status Document Reason

Successfully attached | Dhvadvanced Document Manager.doc
Successfully Attached D:\ChequeBook.doc
Successfully attached D:yDaily Report_ 20020615 VEM.eml
successfully attached D:hDod and DOL.xIS

Search for file name, search the particular document based on their file name.
Clear Grid button for clear the listed document.



1.2

1.3

Delete the files

First select the document in main screen those want to delete, after click on the Delete
button, Then Delete the Document screen will open

"% Delete the Document

File Options

& Detach Document Fram Employvee ) Delete Permanently
Selected Employees Count : 102 l—j
Selected Documents Count : 702 Delete Cancel

Select the optio n to delete then click on the delete.

e Detach from Document List just detach the reference of the Document to
employee to whom it was attached.

o Delete permanently option ; Delete the document permanently form the system.
So be careful that selecting the opt ion of delete permanently.

Sending the e-Mail of the attached files

First select the document in main screen those want to send the e -Mail, then click on
the E - Mail button, Then E - Mail the Document screen will open , selected document  will
be listing with the more details like size of the Document, also optionally you can view
the Email id of the respective employee, for view the Email id  right click onthe list and

click on Show A EmaillD , Like wise show the Documen t Path.
There are two options for sendi ng the mail

1. respective employee and
2. selected document (s) tothe Specific Email Id

If second option is selected  then enter the required  email Id in the below box, for
mul ti pl e suseathel asiSdparator



4 E-Mail the Documen

Ref. No. Employee Name Document Name Size
2 JATARAJAN K JAYARAJAM K[2]_Mew_Category_Test Multiple Employee_Test Employ19.5 KB
[ MANDA KISHORE.B MAMDA KISHORE.B[G]_Mew_Categaory_Test Multiple Emplayee_Test E/19.5 KB
@ & RAJEEY.MN RAJEEY¥.N[8]_Mew_Category_Test Multiple Employee_Test Em
20 WAMSI GUPTHA VAMST GUPTHA[20]_Mew_Category_Test Multiple Employee_Test Emgl9.5 KB
22 SANDEEP SAMNDEEP[22]_Mew_Category_Test Multiple Employee_Test Employeg(19.5 KB
27 ASHOKA ASHOKA[27]_Mew_Category_Test Multiple Employvee_Test Employes |19.5 KB
EMP3Z ANAND THRIPATI AMANMD THRIPATI[EMP3Z] Mew_Category_Test Multiple Employee_Te|19.5 KB
Gd KAMALR KAMALA[34]_Mew_Category_Test Multiple Employee_Test Employee 119.5 KB
41 MAMIUMATH B. MANIUMATH B.[41]_Mew_Category_Test Multiple Employee_Test Emp|19.5 KB
3A FORM 34 TEST FORM 3A TEST[3A]_Mew_Category_Test Multiple Employee_Test Emp|19.5 KB

Quick Search |
r Email Sending Option
@ Selected Document(s) to the Respective Employee's E-Mail Id Q selected document(s) to the Specific Email 1d

‘ B Cocumnent not Found in the Local System

Listed : 10 Selected : 9

Then click on the Email button, if any e
document si ze exceeds the Limit 10MB,

mployee not having the email id or total selected
Then below warning message will show

Email Failed

Failed to sending the e-Mail for the following employee({s)
{a) e-Mail Id not found
{b) Attachment Size Exceeding the Limit 10 MB

Ref. Mo. Employee Name Total Size
41 MaMIUMNATH B 19.5 KB
38 FORM 38 TEST 19.5 KB

l__gkip _]| [Qancel _]|

Here click on the skip button for
button for abort the Email process.

sending email of the Remaining employee(s), Cancel

Once click on the skip button, Emailing Master screen will open.



1.4

E‘ saral PayPack 2009 - E-Mail

Please select options for sending verification files. Settings are
required for sending mails through Mail Server

) Mail Server (SMTPY

{ Default Mail Client (MAPI)
) Microsoft Outloalk

)} Exchange Server

ke

5]

Settings Next == iCancel

Advanced Search of attached documents

Advanced search is nothing but considering the

document. Those Factors are like below

File name with Wildcard charac  ter *and ?
Searching in the  content of the file
Searching the document based on the remarks enter while attaching

Searching the document  based on the location.
Searching document based on the creation date and modified date.

multiple factor s for search ing the



Ref. Mo. Employee Name ] File Search T Search Options
2 JATARAJAN K 1| &l or Part of the File Mame
=] MAND A KISHORE.B | |
8 RAJEEW .M - -
13 DINESH RAIL File Cantains
20 WAMST GUPTHA | |
22 SANDEEP &ll ar Part of the Remarks
27 ASHOKA | |
EMP3Z AMNAND THRIPATI
34 KAMALA Employee Count: 11 Document Count : O m
el a1 BAKTLIMATH B h
Quick Search | I—_gearchj I—_Qelete J I—_E—Mail J I—_glose J
Document Name Document Path Remarks

In the above screen Fi  |le Search Tab there are three options for searching the document
with All or Part of the File Name and File Contains and All or part of the Remarks.

For example, want to search the entire MS Word document which contains the word like
Appointment Letter.

First select the employees to be consider for search and enter the *.doc in the All or
Part of the File Name and enter the Appointment Letter in the File contains text box,
then click on the search, now all the attached ms word document Contains the word

Appointment Letter . Like wise search the document based on the Remarks, enter while
attaching the document.

For more searching option click on the Search Option Tab in the right side of the File
Search Tab.



1.5

Ref. Mo. Employee Name - File Search T Search Options

2 JAVARAIAN K —]| Look in Folder

=] MAND A KISHORE.B | | |
8 RAJEEW.N Files Date Modified Files Date Created

13 DIMESH RAIU

20 YAMSI GUPTHA From leleQUUU hi From Ul,l‘Dl,IrQDUD il
22 SaNDEER

ToO 01/11/2009 A To 01/11/2009 hd
27 ASHOK A

EMP32 ANAND THRIPATI

34 KAMALA Employee Count: 11 Document Count: 9 I Reset
v

A1 FALAKIIMATH B

Quick Search | Iiﬁﬂi‘th I—_QEh?tEJ I—_E‘Mﬂ" J I—_QDSE J

Document Name Document Path Remarks
-J.quAJ.qN.K[z]_New_Category_Test Mul Ex\DocMan,
MANDA KISHORE.B[6]_Mew_Category_Te E:\DocMan',
VAMSI GUPTHA[Z0]_Mew_Category_Test E:\DocMan',
SANDEEP[22]_New_Category_Test Multip E:\DocMan',
ASHOKA[27]_Mew_Category_Test Multipl E:\DocMan',
ANAND THRIPATI[EMP32]_Mew_Category E:\DocMan',
KaMaLA[34]_Mew_Category_Test Multiple E:\DocMan',
MANIUMATH B.[41]_Mew_Category_Test [E:\DocMan',
FORM 34 TEST[3A]_Mew_Category_Test [E:\DocMan',

ﬂ!!!!!!!!lﬂ

&

REEREEEEHE

In the above screen Search Options Tab having the three options to Search the
document based on the location and modified date and creation date.

Once c lick on the search button, all the documents are listing, which one fulfilling the
searching criteria.

Once documents are listed, one can delete th ose documents, same explained before,
likewise sending Email of those documents, same explained before.

Reset button for reset the searching option.
Create user defined Template Formats
Template Format is basic structure of the MS Word document body

For create a new Template Format Right click on the Template Created box, click on the
Template Explorer, here left side, list the entire Category and its sub category created.

Right side grid will display all the Template Formats created on the Selected Category
or Selected Category.



# Template Explorer X

m Category
=-{= EMPLOYEE DOC
~OerF
[ Est
[ GEMERAL
[—]@ Factory Act Forms
[ Gujarat
[ Karnataka
[ Tamil Madu
E-@ Testrearly
- [ rearly
== PF
D Farms
=& EMPLOYEE DOC.,
[ EsI
[} EsI.
“ [ GEMERAL
[—]@ Factory Act Forms.,
[ Gujarat
[ Karnataka
[ Tamil Madu
== CTC
- Mot
=2 New_Category
[} Test Multiple Employee

Select the Sub Category to add a new Format

Sub Category 'PF' is selected,

Formats Name

Category

Sub Category

Remarks

Dedlaration Form

EMPLOYEE DOC

PF

FF Form 2

EMPLOYEE DOC

FF

Forrn 19

EMPLOYEE DOC

PF

Format 10C

EMPLOYEE DOC

FF

Forrn 11

EMPLOYEE DOC

PF

oo ]

FF Form 11

I n this f

Create Category

For creating new category click on the Create button down, Category

& Category Master X

Create New Category

Screen will open

rst t wo

mai n

Enter the Category Mame

category ar

Fernarks

Category Name ||

Enter the category name and en
button new category created by the enter name.

Create Sub Category

First select the category on which you want to create sub category.

def aul

Master

ter the remarks if required. Then click on the Ok

t

categor



B Template Explorer

m Categary

Add
Import Mew Termplake

Categaory 'Category’ is selected,

Select the Sub Category to add a new Format

Expand all
Collapse Al

Formats Name

Category Sub Category Remarks
Fr Category Sub
[on'g Category Sub
Ermnployee Details Category Sub
Employee CY Categary Sub

Click on the Add, Sub Category Master Window will open.

& Sub Category Master X

Create Mew Sub Category

Enter the sub category name and enter the remarks if required. Then click on

Enter the Sub Category Mame

Sub Category |

Femarks |

the Ok button new sub category created by the enter name under the selected

category.



Import New Template

Click Import new Template to display dialog box

B Template Explorer

|1 Category
== Category Select the Sub Category to add a new Format
] w Sub Category 'Sub' is selected.

Import Kew Template

Formats MName Category
Expand &l Fr Cateqgory
Collapse all cr Category
Ernplayvee Details Category
Ermployee CY Category
PF Form 11 Category

= Import the Template Format @

Sub Sub Category is Selected
Select the Termplate File(* FTMP) for Import the Mew Termplate Format

Select the Template File(™® .FTMP)

Format Mame | |

Remarks | |

T

From here, you can import the template. Which was already created in Forms Manager
and exported using




B Template Explorer

| Category
[ Categary Select the Sub Category to add a new Format
[ sub Sub Category 'Sub’ is selected.
Formats Name Category Sub Category

Fv Categary Sub
Y Categary Sub
Employee Details Category sub
Employee Cv Category sub
PF Farm 11 Category Sub
................................................ Export Template

Click Export Template to display dialog box

F. Export Template [$__<|

PF Form 11 Template Format is selected for Export

Select the Destination Location to Export the selected Template Format

Destination Location

|

Create a Template Format

First select the sub category on which you want to create Template Format.

Then c lick on the New button. Create New Format Window will open.

.- Create New Format For “Test Multiple"Employes ]

Format Mame || |

Remarks | |
r Format Options
Format Type : & General O Employee Wise
Report Option @ & Detailed O Summary

—Format Peroid
® General (Between Months) O Calendar Year

O Monthly O Financial vear




In the above window first enter the name of the Format. Then enter the rem

of the format if required.

the al | the selected employees, or else select the
generate the separate document for each selected employee.

arks

In Format Type select General, if want to generate the only one document for

For General there are two
generate the document with separate page

selectthe summary,

summary format employee wise details will not be available,

if you want to

document will generate for all the Selected Employees.

Select the Format Period any one of below.

Monthly
Calendar Year
Financial Year

et enci et i e

Click on the Create button to create the Template Format of the entered name.

Select the fields

General (Between Months)

For Selecting the required fields of the created T
Settings button in the Template Explorer window.

gener at e

Employee Wise option, if want to

Report Option, select the Detailed if you want to
of information of each selected employee,
t he

summary

only one page of

emplate Format, click on the

|_1 category
== EMPLOYEE DOC
[ pF
[ Est
[] GENERAL
= E’; Factory Act Forms
[ Gujarat
[ karnataka
[ Tamil Nadu
== Testvearly
[ rearly
= PF
[ Forms
== EMPLOYEE DOIC,
[ est
[ esr.
[] GENERAL
= Eq' Factory Act Forms.
[ Gujarat
[ karnataka
[ Tamil Madu
=-{= CTC
[ cTe
= Eq' Mew_Category
[ Test Multiple Employee

Sub Category 'Test Multiple Employee’ is selected.

Select the Sub Category to add a new Format

Formats Name

Test Employee Wise

MNew_Category

Category

Sub Category

Remarks

Test Multiple Employee

I—_C reate _‘ L _‘

! New ;l I Delete i

I Settings i

[ ptank |

Once click on the

Formats will show in the left side pane,

Format Settings window will open,

user defined Template

of



First select the Format on which you want to select the f ields, once Format is

selected all the possible fields of the Format will display in the right side.
Fields are grouped in to following category.

Company Details
Employee Details
HR Details

HR Information
Leave Details
Salary Details
General

I I D Dy

Note: Leave Details are shown only if Advanced Leave Management is used. In case of old
leave module, leave detail will not be shown.

Category : New_Category

Sub Category : Test Multiple Employee

Selected : 3

E‘:i Forrm Mo 36 [A : :
E‘:i Natice OF Opening Selected Format : Test Employee Wise Format Type : Employee Wise
W Farm C(See Rule &
EJ;. Farm F( ! Fields Display Name
W) Fresh MominationfForr CljCompany Details
" Form H |:| Cormpany Name COMPANT_MNAME
E‘:i Form ®II [ [Responsible Person RESP_PERSON
E‘:. Forrm HIIT O |Company address COMPANY_ADDRESS
-] F n
;% Fz:z L [ |company Phane to COMPANT_PHONE
E‘:i Form " [ |company E-Mail Id COMPANYT_EMAIL
E‘:i Form #xI [ [Company Web Site COMPANT_WEBSITE
E‘:. Formm HXII O |company PF o COMPANYT_PFHO
W] Form XXILI Company ESI No COMPANY_ESING
-] Karnataka [ pany i
&) Form D [] |FF DEF File- Code PF_DBF_FILE
EJ:i Forr IV D PF DBF File- Extn PF_DBF_EXTH
=0 Tail Madu [ |ESI Local Office ESI_Local_oOffice
| wAGES REGISTER
- cTe O] [Tan Ne TANNO
5[ ot = Employee Details
E‘:i CTC HR Details
<[ Mew_Categary HR Information
-] Test Multiple Employee Leave Details
E‘:i Salary Details
General
< ] 1il

Eave _—IJ .__Edit _—ﬂ .__Qlose _—IJ

Select the required fields for the selected Format, Click on save.

Two options for

First option

1.6 Edit the user Template Formats

open the Template Format for Editing.

Click on the Edit button in the Format Settings window

Second option

Right click on the format name in the Main Screen click on the edit option.




Once click on the edit, respective ms word Te mplate Format will open in the ms
word application, there user can design their own format of document, all the selected
fields in the settings screen is available as a mail merge fields of the ms word.

For that first enable the mail merge tool bar in th e ms word view A Toolbars A
Mail M erge.

Click on the Insert Merge Fields icon in the Mail Merge Tool bar

Insert Merge Fields

Gl Mew_Categary_Test Mulliple Emrioyee_Test Employee Wise DOT - Microsoft Waord

Mo Edt Yew [nset  Fo Tock Tgble Mindow Help - x
D30 s V0 D F 9 [ Tmshwken + 12 « B |[EE[E e
,g.:.:g'_j_:umwumd- - H 40 [ = = R Y Insert Merge Fieid —)_
[ »o® a4 g & & & Q| 4 v & g 8 & ¢ P & & ® g 4+ ® & F = & 8 @ & ¥ & § ¥ & 4+ oy & I &

E 1+ & a4 | & oa &

«EMPLOYEE NAME:

. “DOBH
- a MO T

3
- @
m @] W 3
Draw~ i Agoshapes \ W OO AC W d-L-A-===Zadf
Page 1 Sec 1 11 a 1" il col [T}

Insert Merge Fields window will open; here you will get all the selected fields for
insert into Template  Format.

f Insert Merge eld

Insert:
() Aaddress Fields
Fields:
EMPIC
EMPLOYEE _MAME

DoBE
[BleN]

() Database Fields

[match Fields. .. ] I Insert I [ Zancel ]




Select the Field Click on t
then you can design the Format with this Fields.

he Insert, then fields insert into the ms word body,

Or else click on the Insert Merge

Fields caption in the Mail Merge tool bar, There click on the listed fielded for insert into

Template Format.

1.7 Generate the Template Formats

After designed the template format, in main screen click on the template format

m Advanced Doclment Manager:

Templates Created
D Categaory

+-{= EMPLOYEE DOC
+-(=+ Factory Act Forms

Right Click for Open Template Explorer.

Employee Wise Template Format ‘Test Employee Wise' is Selected

+-[= Testrearly File Name |

= PF

| I—éearch J| li! Searcﬂ|

+-(= EMPLOYEE DOC.
+ (= Factory Act Forms.
= CTC
= [ New_Category
=1-[[] Test Multiple Employee

Test Employ

Advanced Document Manager.doc
ChequeBook.doc
Draily Report_ 20080615_ VEN.eml
001 and DOL.xls

From[aug/2008  ~] To [augfzoos ~]

Ref. No.

EMP32

Employee Name
AMNAND THRIPATI

EEEEEEEEEEE

Document Name
JAYARAJAN.K[Z]_Naw_CatEgﬂry_TEst Multiple Employee_T1JATARAJAN K
NANDA KISHORE.B[6]_Mew_Category_Test Multiple Emplo MANDA KISHORE B
RAJEEV.N[&]_Mew_Category_Test Multiple Employee_Test RAJEEY N

YAMSI GUPTHA[20]_New_Category_Test Multiple Employe VAMSI GUPTHA
SANDEEP[22]_New_Category_Test Multiple Employee_Tes SANDEEP
ASHOKA[Z7]_New_Category_Test Multiple Employee_Test ASHOKA

ANAND THRIPATI[EMP32]_New_Category_Test Multiple Err AMAND THRIPATL
KAMALA[34]_Mew_Category_Test Multiple Employee_Test KAMALA
MAMIUNATH B.[41]_Mew_ Category_Test Multiple Employes MANIUNATH B.
FORM 34 TEST[3A]_New_Category_Test Multiple Employes FORM 34 TEST

Employee Name Remarks

ASHOKA
ASHOKA
ASHOKA
ASHOKA

27 ASHOKA

38 FORM 34 TEST

2 JAVARAIAN K

34 KAMALS

41 MANIUNATH B,

& MAMDA KISHORE.B
g RAJEEV.N

2z SAMNDEER

zo WAMESI GUPTHA

Employee Wise Format Options

O overwrite Existing Files

(

Attach the Document While Generating

Quick Search

‘ IQ: ne rateJ|

hﬂa ch J|

I Delete I I;E-Mail J Lgluse J|

Document List Based on the Employee Selection

Employees Count : 10 | Documents Count: 14

Once click on the Template Format in the left pane, select the Report Period in the

above screen From and To Month, if selected Format is Employee w

Wise Format Option will enable, Select the

ise then Employee
Attach the Document While

Generating, if want to attach the document to respective employee while generating,

then select the
default path.

Overwrite Existing Files,

if want to overwrite the existing file in t he



