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USING THE DOCUMENT ARCHIVE MENU

The Document Archive menu consists of the Manage Documents function.

The Document Archiving functionality provides users the ability to archive generated documents to the database
and to search and retrieve them.

When printing documents from history, you have the option to retrieve archived copies instead of re-rendering
from data in history tables. Transactions entered starting in build 16316 will include archived copies, but when they
do not exist for transactions entered before this build, documents will be re-rendered using history data.

You can manage archived documents using the SM Manage Document Delivery function or the SM Manage
Documents function.

Set-Up Information

In order to utilize the Document Archiving functionality, you must set the System Manager Business Rule to Enable
Document Archiving to Yes. If you set the rule to No, the Archive settings in the application's Business Rules will
have no effect.

Each application in which Document Archiving is available has an Archive section in its Business Rules:

e Set the Use Archive Business Rule to Yes to archive documents, and allow you to reprint prior
printed versions of that document. This also activates the Search Document feature, in the Activity
window.

e For the Archive Watermark rule, enter the watermark text you would like to appear on the
reprinted documents. This is only applicable if Use Archive is set to Yes.

In other words, if Use Archive is set to No, after users print an Invoice, Order, or Check Stub, they will not have the
capability to reprint prior printed versions of documents, and the Search Document feature, in the Activity window,
will be unavailable. There are still functions that allow users to reprint a document using data from the history files.

If the document was printed online or using batching with the document archiving feature enabled, the Business
Rule Archive Watermark text will print. If the document was printed before build 16316, or if the Use Archive
option is set to No, the Watermark Text for Reprinted Orders/Invoices will print.

Application Archive Business Rules screen

If Use Archive is set to No, after printing an Invoice, Order, or Check Stub, or POS Receipt, users will not have the
capability to reprint prior printed versions of documents and the Search Document feature, in the Activity window,
will not be available. There are functions that allow users to reprint a document using data from the history files.
You must set the Use Archive Business Rule to Yes in order to reprint prior printed versions of that document.

The following applications include an option to define if you would like to use document archiving and the Archive
Watermark feature.

e Accounts Payable
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J SM Business Rules @ |
| Print | Search -
[=} Business Rules
) Application "
: AP - Accounts Payable Archive Watermark Reprint
> AR - Accounts Heceivable Use Archive Yes
e Accounts Receivable
J 5M Business Rules @ |
| Print | Search -
[=} Business Rules
(] Appication
: AF - Accounts Payable Archive Watermark Reprint
e Payroll
J SM Business Rules @ |
Print | Search -
[=} Business Rules
=) Application
AP - Accounts Payable Archive Watermark Reprint
- AR - Accounts Receivable Use Archive Yes
- BA- Banking E Defaults - GL Account
- BR - Bank Reconciliation Aocrual
- CM - CRM Advance EIC Payments 999901
= FA - Fixed Assets Caszh G9999.0
- 5L - General Ledger Eamings G999.01
& P& - Payrol Employer Costs 9999 01

Workflow

Transactions

If the Business Rule to Use Archive is set to Yes, each time a user prints Check or Voucher, a transaction activity
record is saved. To view activity records, users can select the Activity or Search Document button on the toolbar to
look for activity records based on specific information. Users can then reprint an activity record that includes the

Archive Watermark text entered in Business Rules for that application.

If you use document delivery, that process also uses the same print functionality and treats the document as if it

was being printed.

If you have a customized invoice, the system takes a snapshot of the invoice at the time of printing and stores it as
an activity record. So if you change something (i.e. company name), when reprinting a prior activity record, the

system will use the original company name.
This functionality exists in the following application functions:

e AP, Transactions, Transactions, Print Check
e PA, Payday Work, Print Checks
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PA, Payday Work, Print Vouchers

AP Print Checks
‘@me | [GgOutput v |11 Send | [4, Preview | Reset | ] Activity = Search Document
EatdiCods Due Dates Fiscal Date
Mark
(M 4 103 b M|k X|@A 9 & & 1|53 @ | SearchDocument |
Post Run |Rm1'-ne v |Dmmpmn |USerID |Cclmlan13 ‘Pr'nthg ]
» |2 2018031282720 31212018 11:27 AM AP Print Checks sa
< | Decument No | Reference ‘ Document
heclin HES AECO01 T ]
Starting |70 JOES [ ]
Last Good | ||| " mve [ ]
[ 2018010214426 1102018 1:44 PM AP Print Checks sa
2018010145142 11072018 6:51 AM AP Print Checks sa =]
[ I — aammimnaT o AL P, . 1
_[ AP Print Checks
‘@Pr’m | [goutput ~ | =9 Send | 3 Preview | Reset | = Activity | Search Document |
EakdiEadc Due Dates Fiscal Date
Mark Invoices ‘ 8 Fj Period 3
HIK do0c0pr Mk X A9 QP EBE]
Apply Filter 2 =
And &
Check N
Starting
Last Gogy
Run Time ¥ | Descripion | Reference Form ID User ID Host ID Comments | Document &)
31212018 11:27 AM AP Print Checks NYC AP Check sa ROXANN1D
31212018 11:27 AM AP Print Chacks JOES AP Check sa ROXANN1D T
122018 11:27 AM AP Print Checks ABCDU AP Check sa ROXANN1D [
11052018 1:44 PM AP Print Checks Mine AP Check sa ROXANN1D 7]
11052018 6:51 AM AP Print Checks Mine AP Check sa ROXANN1D =
11/32017 6:21 AM AP Print Checks ABCDOT AP Check E ROXANN1D ]
10A7I2017 7:30 AM AP Print Checks Visa/MC AP Check sa ROXANN1D =
SB2017 12:01 PM AP Print Checks EntC AP Check sa ROXANN1D 7]
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FIVE HUNDRED AMD 00M00 LIS DOLLARS

g2e2y 0 e £500.00
Joa's Sushi
ATTH: Jow Takavida
3 Diser R
L& Hafen, CA ASI1E
VEHDOR  JOES Joe's Sushi Check Mo 7l
DATE BVOHICE HUMBER AMOUNT DUE CISCOUNT TAKEN MET AMOUNT DUE
TERTAE Becag 500.00 Q.00 500000
This i @ bestlll!
BR2A2M7 TOTAL S00.00 000 500.00
VEHDOR  JOES Joe's Sushi Check Mo 7l
DATE BVOICE HUMBER AMOUNT DUE CISCOUNT TAKEN MET AMOUNT DUE
TERTAE Becag 500.00 Q.00 500000
This i @ bestlll!
B80T TOTAL 500,00 000 500.00

Notice when reviewing the PA Print Checks Activity Log, you are able to reprint a Check Stub for each Employee.

Printing Invoices, Checks, and Vouchers using Batching
The same functionality available in Transactions is also available when printing by batches in the following
application functions:

e AP, Pay Invoices, Print Checks
e AP, Pay Invoices, Print Vouchers

Interactive Views
After a transaction is posted, users can reprint Orders, Check Stubs, and Invoices from history. The Print function
displays all Document No records for that transaction and users can select which one they would like to reprint.

This functionality is available in the following views:
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e PA, Check History View, Print Check Stub

[PA[}'»ed:Hshorv'ﬂew

I [H 4 3055 p M [» X[ 9 [[& » =5 @ |[EEwot - plviews » @ | Print -

Apply Filter "% Check Stub
A O Woucher Stub

Drag a column header here to group by that column

Past Run + Check Number Check Date Employee [D Employee Name Department |D
20180320133156 20180320 320/2018 SalaryTT Salary, Timothy T Cramers
_ 2180222004332 20180221 221/2018 YorkNathan York, Nathan Office
T 20180222004332 puils lrry] 2/21/2018 BILLYE Bee, Bilty V' Techs
Earnings [ Deductions ][ Employer Costs ][ Withholdings ][ Employer Tax ][ Leave ]
o | Earning Code | Description | Department ID Ea
» |REG Regular Techs
| rec Regular Techs
] oT Owertime Techs
| rec Regular Techs

i Print |[CjOutput ~ | =1 Send ||, Preview | Reset

Check Information

Employee Mame | =2, B ’ |

Check Number | |

CheckDate | |
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22152018
Ellly 'y Sme
1234 Test Wiy
Testiille TH S3553
Emp I/ Dapt Empicyas Hamsa 55N Chack No
BILLYB/ Tachs Sy W Baa WD0C-200-2000( 20181
Eaminge Hre/Units  Curramt ¥TD  Eamings Hre/Units  Curramt 1D
Creariimsa 10000 25435 25435 FRaguiar 21100 121160 121180
Daductions Cur Amt YTD  Deductiona Cur Aml YTD
&0 Plan 33235 83235 CA Sl Othar 1655 16,55
CA Blale Withhalding 2595 2595 Emgpiayas Madicars 2815 28158
Emipiayas OASDI 10329 10323
Check Amount 55290
Diract Dapoatt ulii}
G [Eam Gt Do Hat Pay ¥TD Eam ¥TD Ded  YTD Hat Pay
158595 1,023.05 55290 1,585.95 1.023.:05 54290

If the document was printed online or using batching with the new document archiving feature enabled, the
Business Rule Archive Watermark text will print. If the document was printed before build 16316, or if the Use
Archive option is set to No, the Watermark Text for Reprinted Orders/Invoices will print.
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MANAGE DOCUMENTS

The SM Manage Documents function allows you to manage archived documents, including reprinting, purging, and
exporting archived documents. You can also manage archived documents using the SM Manage Document Delivery
function.

¢ You must select to use document archiving in the Business Rules function, as well as set the Archive
business rules for each application in which you want to use document archiving.

Follow these steps to work with Manage Documents:
1. Select Manage Documents from the Document Archive menu.

Manage Documents Menu

f System Manager M

Company Setup

Setup and Maintenance

Master Lists

Tax Setup

System Audit

Administration

Document Archive
Manage Documents

+ [+ [+ [+ [ [

Favorites

‘apl Accounts Payable

ARl Accounts Receivable

‘8] Bank Reconciliation

‘aul CRM

‘aul CRM

'ral Fixed Assets

‘6l General Ledger

'ra Payroll

'rs] Point-of-Sale

‘s Sales Order

st| System Manager
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2. The Manage Documents screen appears.

Manage Documents Screen

| 5M Manage pocuments [ |

P Export Documents: Activity | Reset | Select Al | Unselect Al | Purge
Apply Filter o
And
Select | Form ID Reference Decument Num... Run Time Description User ID Host ID Comments: ‘ Document

O AP Check NYC 7 3112/2018 11:27 AM AP Print Checks s ROXANN10 [ |
B O AP Check JOES 70 31122018 11:27 AM APPrtChecks  sa ROXANN10 ]
| O AP Check ABCDO1 69 31212018 11:27 AM AP Print Checks  sa ROXANN10 ]
B | PA Voucher YorkNathan 1 2/13/2018 2:01 PM PAPrint Vouchers  s2 ROXANN10 [T
| O P& Voucher Test3840 10 2113/2018 2:01 PM PAPrint Vouchers  sa ROXANNAO )
B O PA Voucher BILLYB 9 2/1372018 2:01 PM PAPANt Vouchers 52 ROXANN10 ]
| O PA Check Test3940 68 2132018 2:00 PM PAPrint Checks  sa ROXANN10 [ ]
B O PA Check SalaryTT &7 2/13/2018 2:00 PM PAPrint Checks  sa ROXANN10 ]
| O PA Voucher YorkMathan ] 2/9/2018 2:06 PM PAPrint Vouchers  sa ROXANN10 )
B O PA Voucher Test3940 7 2/9/2018 2:05 PM PAPrint Vouchers  sa ROXANN10 ]
B | PAVoucher BILLYB 6 2/9/2018 2:06 PM PAPrint Vouchers  sa ROXANN10 = ]
B OJ PA Voucher YorkNathan 5 20712018 7:26 AM PAPrint Vouchers  sa ROXANN10 ]
| O PA Check SalaryTT 86 2/7/2018 7:25 AM PAPrint Checks  sa ROXANN10 ]
|| ] P4 Check YorkNathan &5 T8 7:23 AM PAPrint Checks  sa ROXANN10 [ ]

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include all available
data. Click Apply Filter to populate the grid with documents.
4. To Print documents:
Click the Document (=) button in the Document column for the selected Document. The system
will use your computer's default PDF viewer to open the document.

April 2018

You have the option to print the document via the PDF viewer.
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DIRECT DEPOSIT VOUCHER

SO0 T O T T EID T  OID T T OID T YOI T T OID T  D

232018 CID

Mathan Yark
123 Park Lani
Mew York, MY B28T4

= YOID =+ * VOID *** *** YOID =** *"VOID*™*
NON-NEGOTIABLE

Emp 1D { Dept Emplayes Mame 58N Pariod Bagin  Period End  Veusher Mo
YeckMathan [/ Offics Mathan Yeek HOCI0EN00 1142018 13208 11

Earnings Hrs | Units Curr At ¥TD Eamings Hrs ! Linits Carr Ami YD
Peaguilar 50.00 1,B00.00 1,800.00

Description Hours Remaining Description Hours Remaining Description Hours Remaining
Dedisctions Curr Armid ¥TD Deductions Curr Amt YTD
401k .01 el Federal WH 3ET.00 457,00
Employes Medcans 26,10 28.10 Emplayes OASH 111.80 111,60
WY Stale Olhear 0.60 .50 MY Slate Cther Family 1.85 1.65
MY State Withhelding 99,19 a8.18

Diirect Deposit Account Distribution

Chacking 1,200 88
Pay Rate Curr Earn Curr Ded Med Pay WTD Earn ¥TD Ded  YTD Net Pay
oo 1.800.00 5814 1,803.86 180000 58614 1.20G.B6

5. To Export documents:
e Select the Document(s) you want to export by marking the check box in the Select column. Use the
Select All button to select all the documents, or the Unselect All button to clear all the check
boxes.
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e Click the Export Documents button to export the selected documents. A browse window will
appear.

Manage Documents - Export Document Browse Screen

Browse For Folder [1B X

v = Documents A
Adobe Scripts
Custom Office Templates
DonationCoder
OneNote Notebooks
Outlook Files
Snagit
SQL Server Management Studio
Visual Studio 2015 v

Cancel

Make New Folder

Navigate to the location in which you want to save the document(s), then click OK. The document(s) will be
saved as .PDF files in the location you specified. A notification window will appear when the export is
complete.

6. To Purge documents:
e Click the Purge button. The Purge Document window will appear.

Manage Documents - Purge Document Screen

Purge Document =} X
P Execute | [ Activity | Reset

Option || Prior To 8/24/2017 |v

Function List

Description [

<

| AP Voucher Accounts Payable Vouchers
| AR INVOICE Accounts Receivable Invoices
PA Check Payroll Checks
PA Voucher Payroll Vouchers
| PO ORDER Purchase Order Po
PROF INV Project Costing Professional Invoice
| PS INVOICE Point-of-Sale Invoice
|| PS RECEIPT Point-of-Sale Receipt
| SD INVOICE Service Director Invoice
(-1 SO INVOICE Sales Order Invoices

| None |

e You have the Option to remove documents or remove document duplicates. Select an option from
the drop-down list.

e Remove Documents will delete the documents Prior To the selected date.

e Remove Duplicates will delete duplicates of the document; only the latest version of the
document will be retained.
e If you selected to Remove Documents, enter a date in the Prior To field. Documents that were
generated before that date will be purged.
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e Select the type(s) of documents you want to purge by marking the check box next to the Form ID
column. To select all types of documents, click the All button. Click the None button to clear all the
check boxes.

e Select a command button:

Command Buttons

Name Description

Purge the selected documents.

Execute

Activity View the Activity Log for processing.
Set all fields to their default values.

Reset

e A notification window will appear when the purge is complete.

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks all post activity for
administrative purposes. The system assigns each post a run ID.

Activity Log Dialog Box

2] Activity Log [ = O X
= 106 b M [b XA [ G2 @
Post Run Run Time v Description User ID Comments Print Log
b 20170824144400 8/24/2017 9:44 AM Purge Document kent i
20170824144355 8/24/2017 9:43 AM Purge Document kent |
20170824144345 8/24/2017 9:43 AM Purge Document kent |
20170824144342 8/24/2017 9:43 AM Purge Document kent |
20170824144336 8/24/2017 9:43 AM Purge Document kent | |
20170824144327 8/24/2017 9:43 AM Purge Document kent [
Displays
Name play
The system assigned post run ID.
Post Run Y g P

Run Time The date and time the purge was made.

Description The purge description.
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User ID The user who performed the purge.

The comments, if applicable, entered in the

Comments

Print Log

Comments field.

Not available for this function.

7. Select a command button:

Command Buttons

Name

Export Documents

Activity

Reset

Select All

Unselect All

Purge

April 2018

Description

Export the selected documents as a .pdf to a
specific folder.

Not available for this function.

Set all fields to their default values.

Select all listed documents.

Clear all check boxes.

Open the Purge Document window.
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Archive Document Example

Below is an example of what the Print Online Invoice for an Accounts Receivable Transaction will look like with the
Document Archiving activated.

Print Online Invoices Dialog Box

Print Invoice [ X
¢ea Prnt || Jg] Qutput ~ Send _; Preview | Reset | [ Activity | Search Document
Report Currenc Print Invoice
|»| Additional Descriptions Date 5/15/201 7184l
|| Federal Tax ID Message 1002 [

The Print Invoice screen appears when you select Print and Invoice on the Transactions screen.

If you use multi-currency, select the Print All in Base currency check box, to print the invoice or credit
memo in your company’s base currency; otherwise, clear the box to print the invoice in the customer’s
currency. If you do not use multi-currency, this option is not available.

To Print Additional Descriptions on the invoice, select the check box; otherwise, clear it.

To print the Federal Tax Id for the current company at the bottom of the invoice, select the check box;
otherwise, clear it.

The Invoice Date automatically appears.

If you enter an invoice number on the Transactions screen, that invoice number is printed on the invoice
and the next available invoice number is ignored and not effected.

Select a Message for the invoice.
Select a command button:

Command Buttons

April 2018

Name Description

Set all fields to their defaults.
Reset

13 Traverse-DocumentArchive.docx



Document Archive

ASCENT= +s TRAVERSE

Activity Log
Use the Activity Log to view printing activity for administrative purposes.

Preview

Output

Print

Activity

Search Document

Name

Post Run

Run Time

Description

User ID

Comments

Print Log

Preview the report on your monitor.

Output the report as a .pdf file and save it.

Print the report.

Display the Activity Log to view printing activity.

Open the Archived documents search dialog box.
(Button only available when you select Yes to Use
Archive in the Business Rules.)

Displays

The system assigned post run ID.

The date and time the printing was done.

The printing description.

The user who performed the print.

The comments, if applicable, entered in the
Comments field.

Not available for this function.

Click the Plus (+) button next to the Post Run to view the Invoice(s) printed for the selected

printing.

Click the Document button to preview the Invoice printed for the selected Document No.

NOTE:

These options are only available if you selected Yes to Use Archive in the Business Rules function.

Activity Log Screen

April 2018
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[E] Activity Log
HI K 43617 b M

Post Run
= 20170515134522

2 | Document No
33
=) 20170515134024

2 | Document No
> |32

bR = 20170515133602

< | Document No

3|3
& 20170511154639
® 20170511154619
# 20170511154458
@ 20170414164537
[© 20170414164354
3 20170414164336
# 20170413195820
& 20170413195704
& 20170413195533
& 20170413195400
# 20170413195202
® 20170413195045
© 20170413194958
3 20170413194904

® . [m] X
A Fe% =3 [ | Search Document

Run Time v [ Description User ID Comments Print Log
5/15/2017 8:45 AM Print Invoice kent [

Reference Document

Ace001 | |
5/15/2017 8:40 AM Print Invoice kent J

Reference Document

At008 | |
5/15/2017 8:36 AM Print Invoice kent

Reference Document

 Arg026 i

5/11/2017 10:46 AM Print Invoice kent | |
5/11/2017 10:46 AM Print Invoice kent | |
5/11/2017 10:45 AM Print Invoice kent | J
1/22/2015 11:45 AM Print Invoice kent | |
1/22/2015 11:43 AM Print Invoice kent | J
1/22/2015 11:43 AM Print Invoice kent [ J
1/21/2015 2:58 PM Print Invoice kent | J
1/21/2015 2.57 PM Print Invoice kent | |
1/21/2015 2:55 PM Print Invoice kent | J
1/21/2015 2:54 PM Print Invoice kent |
1/21/2015 2:52 PM Print Invoice kent | J
1/21/2015 2:50 PM Print Invoice kent 5 |
1/21/2015 2:43 PM Print Invoice kent | J
1/21/2015 2:43 PM Print Invoice kent [ J

Search Document

Use the Search Document button to view archived Invoices. This button is only available if you selected Yes to the
Use Archive Business Rule (page 3-7).

Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to include all records. Click
Apply Filter to populate the grid below.

Name

Document
Number

Run Time

Description

Reference

Form ID

User ID

April 2018

Displays

The Invoice number printed.

The date and time the printing was done.

The printing description.

The Customer ID for which the invoice was printed.

The type of form printed.

The user who performed the print.
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Host ID

Comments

Document

Search Document Screen

The workstation name used to print the invoice.

The comments, if applicable, entered in the

Comments field.

Preview the original invoice printed.

April 2018

(2] Search Document - O X
[ 0 of 0 ) X | A oY Gy @
Apply Filter % =
And
Document ... Run Time v Description Reference Form ID User ID Host ID Comments Document
33 5/15/2017 8:45 AM Print Invoice ~ Ace001 ARINVOICE  kent KENTHEITK... | |
32 5/15/2017 8:40 AM Print Invoice ~ At008 AR INVOICE  kent KENTHEITK... | |
A 5/15/2017 8:36 AM Print Invoice  Arg026 ARINVOICE  kent KENTHEITK... | |
30 5/11/2017 10:46 AM  Print Invoice  AitD08KH ARINVOICE  kent KENTHEITK... | J
29 5/11/2017 10:46 AM  Print Invoice  Alt008KH ARINVOICE  kent KENTHEITK... | J
28 5/11/2017 10:45AM  Print Invoice ~ AltD08KH ARINVOICE  kent KENTHEITK... | J
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