
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  is user canôt view the all attached forms of more than one employee at a 

time, then user canôt attach the multiple files at a time to an empl oyee  and  adding the new 

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  Go to ñTools  menu  Ą Forms  Manager ò 

  

Click Forms Manager to display dialog box  

 

 
 

 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 c haracter will behave like same as the 

windows wildcard search.  

 

For example  

  

 *.xls ï search all the documents having the extension of xls.  

  

 a*.doc -  search all the documents start with a.  

 

 ???a* - 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  

 

 
  

 Before attach the files set the settings for that click on the Settings button. Set the 

Default Location window will open  

 

 
 

Then Click on the é button and select the location where you want to set the default 

location click on save button.  

 

 Select the employee to who m you  want to attach the files . 

 After that Click on the select File(s) button, then file selection window will open   

 



 
  

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.  

 

 
 

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  

 
 

 Search for file name, search the particular document based on their file name.  

 Clear Grid button for clear the listed document.  



 

1.2 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  

 

 
   

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

 

 Detach  from Document List just detach  the reference of the Document to 

employee to whom it was attached.  

 Delete permanently option ;  Delete the document permanently form the system. 

So be careful that selecting the opt ion of delete permanently.  

 

1.3 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 list ing  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 on the list  and 
click on Show Ą EmailID , Like wise  show the Documen t Path.  

 

There are two options for sendi ng the mail . 

 

1.  respective employee and  

2.  selected document (s)  to the Specific  Email Id  

 

If  second option is selected then enter the required email Id in the below box, for 

multiple email idôs use the,  as Separator  

 



 
 

Then click on the Email button, if any e mployee not having the email id or total selected 

document si ze exceeds the Limit 10MB, Then below warning message will show  

 

 
 

Here click on the skip button for sending  email of  the Remaining  employee(s), Cancel 

button for abort the Email process.  

 

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

 



 
 

 

1.4 Advanced Search of attached documents 

 

Advanced search is nothing but considering the multiple factor s for search ing  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.  

 



 
 

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.  

 



 
 

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.  

 

1.5 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.  



 
 

In this first two main category are default category, those canôt delete. 

 

Create Category 

 

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

Screen  will open  

  

 
 

 Enter the category name and en ter the remarks if required. Then click on the Ok 

button new category created by the enter name.  

 

 

 

Create Sub Category 

 

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

 



 
 

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

 

 
  

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

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  

 

 
 

 

 
 

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

and exported using  

 



 
 

Click Export Template to display dialog box  

 

 
 

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.  

 

 



 

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

of the format if required.  

 

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

the al l the selected employees, or else select the Employee Wise option, if want to 

generate the separate document for each selected employee.  

 

 For General there are two Report Option, select the Detailed if you want to 

generate the document with separate page of information of each selected employee, 

select the summary, if you want to generate the summary of the employeeôs means 

summary format employee wise details will not be available,  only one page of 

document will generate for all the Selected Employees.  

 

 Select the Format Period any one of below.  

 

ü General (Between Months)  

ü Monthly  

ü Calendar Year  

ü Financial Year  

 

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

 

Select the fields 

 

For Selecting the required fields of the created T emplate Format, click on the 

Settings button in the Template Explorer window.  

 

 
 

Once click on the Format Settings window will open,  use r defined Template 

Formats will show in the left side pane,  



 

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.  

  

Á Company Details  

Á Employee Details  

Á HR Details  

Á HR Information  

Á Leave Details  

Á Salary Details  

Á General  

 

Note: Leave Details are shown only if Advanced Leave Management is used. In case of old 

leave module, leave detail will not be shown.   

 
   

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

 

1.6 Edit the user Template Formats 

  

 Two options for open the Template Format for Editing.  

 

 First option 

 

  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 Ą Toolbars Ą 

Mail M erge.  

 

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

 
 

 Insert Merge Fields window will open; here you will get all the selected fields for 

insert into Template Format.  

 

 
 



 Select the Field Click on t he Insert, then fields insert into the ms word body, 

then you can design the Format with this Fields. 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  

 

 
 

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 ise then Employee 

Wise Format Option will enable, Select the Attach the Document While 

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

then select the Overwrite Existing Files, if want to overwrite the existing file in t he 

default path.  

 

 


