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1 Getting Started

1.1 System Requirements

This application was designed for the following hardware and software platform:

Database Software
Microsoft SQL Server 2000

Client Software     
Windows

Memory

64 MB RAM minimum

1.2 Installation

Close all programs before installing the application.

1. Insert CD containing software into CD-Rom.

2. Click start->run

3. Enter drive letter for CD-Rom and run setup program eg d:\Setup.exe

4. Click ok when message to close all programs is displayed

5. Hit enter to accept default directory for installing program

OR


Click change directory button to change default directory


Hit enter to accept new directory

6. Click ok when message for successful installation displayed

1.3 Starting the Application

To access the Invoice Tracking Application, click Start -> Programs ->Invoice Tracking

2 Logging On

When the application is launched, the logon screen shown in Figure 1 is first displayed.  This screen provides two options for logging on,

· Using Windows NT integrated Security

· Using a specific user name and password
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Figure 1 Logon Screen

2.1 Using Windows NT integrated security   

To use this option the username and password used to logon to the computer must be valid for the SQL Server. See section 8.1.1 to add new SQL user.

1.  Select Use Windows NT integrated security.

2. Click OK.

2.2 Using a specific user name and password

1. Select Use a specific user name and password.

2. Enter a valid user name and password.

3. Click OK

3 Navigating the Main Menu

The Main Menu screen is displayed after the user successfully logs on. To get to the Main Menu from within the program, click anywhere in the Main Menu column to the left of the screen.  The Main Menu screen shown in Figure 2 consists of five tabs and four menu items.  Each tab provides a set of options that the user can choose. The five tabs are:

· Invoice Tracking

· Data Maintenance

· Data Administration

· Reporting

· Exit
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Figure 2 Main Menu Screen

3.1 Selecting a tab

Drag the mouse over a tab to select that tab and see it’s associated options.

3.2 Selecting a tab option

1. Select the tab

2. Click on option to be selected

4 Navigating the Search Window

The search window, shown in Figure 3, is displayed when the user selects,

· Suppliers option from the Invoice Information tab,

· Purchasing option from the Invoice Information tab,

· Invoice Information options from the Invoice Information tab,

· Payment option from the Invoice Information tab, or

· Assigned person option from the Invoice Information tab.
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Figure 3 Search Window

Hit the escape key if no search is needed. This will display the corresponding form with data for the first entry from the search window data grid.

4.1 Selecting A Search Field

Select a search field before entering Search Key Word.  To select a search field:

1. Move cursor over column header of field to be searched

2. When cursor changes to down arrow, click mouse

3. Field name in Search By text box changes to the column name selected

4.2 Searching For Key Words

1. Select search field

2. Enter key word(s)

Only records containing key words will be displayed for selection in the table.  

4.3 Selecting A Record

1.   Double click the mouse anywhere in the row to be selected

5 Navigating the toolbars and menu items

The toolbar shown in Figure 4, appears at the top of the screen and contains icons that are used to navigate through records.  

A  B  C  D    E   F  G    H   I    J   K   L    M

[image: image4.png]SNl =





Figure 4 Invoice Tracking Toolbar

The following list provides a brief explanation of each toolbar icon and how it is used.

A    Move Record Selector to first Record

B.   Move Record Selector to Previous Record

C.   Move Record Selector to Next Record

D.   Move Record Selector to last Record

E.   New Record - When you need to add a new record to the database, click this button.

F.   Save Record –When you modify or enter new information use the save button.

G.   Delete Record – This button is used to delete entries in the database. 

H.   Filter Record – Select the field you want to filter. Place the cursor in the textbox to filter on before clicking the filter icon.

I.    Locate Record – Place the cursor in the field and click the locate button. Enter the search information and press enter to locate the information you wish to find.

J.    Sort Records – Select the field you want to sort. Click the Sort button.  The information from the database will be in ascending order.  Clicking on the Sort button again will display the information in descending order.  To return to the normal database, click the Refresh button.

K.   Refresh Records – The Refresh button refreshes the database.  Use the Refresh button after using the Filter or Sort button.

L.   Print Records

M.  Close – The close button closes an active form.  If no form is open, the main program will close.

Menu Items

Menu items basically provide the same functionality as toolbar icons.  The following table gives a description of each menu item.

	Main Menu Item
	Sub Menu Item
	Description

	File
	First Record
	Find the first record

	
	Last Record
	Find the last record

	
	Previous Record
	Find the previous record

	
	Next Record
	Find the next record

	
	New Record
	Create new record

	
	Save Record
	Save record

	
	Delete Record
	Delete record

	
	Filter Record
	Filter record

	
	Locate Record
	Locate record

	
	Sort Record
	Sort record

	
	Refresh Record
	Refresh record

	
	Print Record
	Print record

	
	Close
	Close form

	Edit
	Cut
	

	
	Copy
	

	
	Paste
	

	Options
	Toolbar
	Select to show toolbar

	
	Status
	Select to show status bar

	Windows
	Cascade
	

	
	Tile Vertical
	

	
	Tile Horizontal
	

	Help
	About
	Select to display current software version

	
	Nu-Pulse Technologies
	Select to display Nu-Pulse web page


6 Invoice tracking

The Invoice Tracking module is accessed from the Main Menu.  This module allows the user to add, modify, or delete data for an invoice.  The user can choose from the following options:

· Suppliers

· Purchasing

· Invoice Information

· Payment

· Assigned Person

6.1 Selecting a Supplier

1. Select Invoice Information tab from the Main Menu

2. Select the Suppliers option

3. Select the row with the supplier from the search window (see section 4, navigating the search window)

The Supplier window will be displayed with information on the selected supplier.

6.2 Navigating The Supplier Window

The Supplier window allows the user to add, delete, or modify supplier information.  Toolbar icons and menu items are provided to aid in data entry and viewing.  This window also contains a data grid that lists all the purchase orders for the selected supplier.  A purchase order listed in the data grid can be selected by double clicking the row containing the Purchase Order.  When a row is selected from the data grid the Purchasing Window is displayed.  Figure 5 shows the Supplier Window.
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Figure 5 Supplier Window

6.2.1 Selecting A State

The State list box is populated with all US states.  There are two options available to select a state:

Option 1

Click down arrow

Scroll down to state

Select state

Option 2

Click down arrow

Type first letter of state

Hit the right arrow key to scroll to applicable state

6.2.2 Adding A New Supplier

Information for a supplier is contained in supplier window.  This section provides instructions on entering new supplier data.  

1. Select Invoice Tracking tab from the Main Menu

2. Select the Suppliers option

3. Hit Esc key to select first supplier in Search Window

4. Click New Record icon in toolbar

5. Enter new supplier information

6. Click save icon on toolbar

7. Enter Po/Contract information in data grid

6.2.3 Modifying an Existing Supplier

1. Select Invoice Tracking tab from the Main Menu

2. Select the Suppliers option

3. Search for Supplier (See Section 4 Navigating the Search window)

4. Select supplier

5. Go to field where modification is needed

6.  Modify as required

6.2.4 Deleting an Existing Supplier

1. Select Invoice Tracking tab from the Main Menu

2. Select the Suppliers option

3. Search for supplier (See Section 4 Navigating the Search window)

4. Select supplier

5. Click Delete icon from toolbar

6. Click Yes in confirmation dialog box

6.3 Working With Purchase Orders

The Purchasing window allows the user to add, delete, or modify Purchase Order information.  Toolbar icons and menu items are provided to aid in data entry and viewing.  This window also contains a data grid that lists all invoices for the selected purchase order.  Figure 6 shows the Purchasing Window.
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Figure 6 Purchasing Window

Purchase Orders can be accessed in two ways,

· Selecting a Purchase Order in the Supplier window

· Using the Purchasing option in the Invoice Tracking tab

6.3.1 Selecting A Purchase Order From the Supplier Window

1. Select a supplier (see Section 6.1)

2. Double click on the purchase order in Supplier window data grid 

6.3.2 Selecting A Purchase Order From the Main Menu Tab

1. Select Invoice Information tab from the Main Menu

2. Select the Purchasing option

3. Select a Purchase Order from the Search window (see Section 4, Navigating the search window)

6.3.3 Add A New Purchase Order

The Purchasing Window is used for adding or modifying Purchase Orders.  

1. Open the Purchase Order Window (see section 6.3.1 or 6.3.2)

2. Click New Record icon from the toolbar

3. Enter Purchase Order data in textboxes

4. Click Save Record icon in toolbar

5. Enter invoice data in data grid

6. Click Save Record icon in toolbar

Please note that purchase order data must be entered and saved (steps 1 to 4) before entering invoice information for the new purchase order.

6.3.4 Modifying An Existing Purchase Order

1. Select a purchase Order to modify (see section 6.3.1 or 6.3.2)

2. Go to field where modification is needed

3.  Modify as required

6.4 Working With Invoices

The Invoice Information window allows the user to add, delete, or modify an Invoice.  Toolbar icons and menu items are provided to aid in data entry and viewing.  This window contains the following tabs:

· Invoice Information

· Processing

· Send Email

· Scan Invoice

The Invoice Information window can be accessed in two ways,

· selecting an Invoice from the Purchase window

· using the Invoice Information option in the Invoice Tracking tab

6.4.1 Selecting An Invoice From the Purchasing Window

1. Select a Purchase Order (see Section 6.1)

2. Double click Invoice in Purchasing Window data grid 

6.4.2 Selecting An Invoice From the Main Menu Tab

1. Select Invoice Tracking tab from the Main Menu

2. Select the Invoice Information option

3. Select an Invoice from the search window (see Section 4, Navigating the search window)

6.4.3 Add A New Invoice

Data for an invoice is contained in all three tabs of the Invoice Information window.  This section provides information on entering new invoice data in each tab.

6.4.3.1 Entering data in the invoice information tab  

The Invoice Information tab contains the following invoice related information:

Supplier ID


Invoice Number

PO Number


Invoice Date

Tracking ID


Invoice Amount

Received Date


Payment Terms


Reference Number

Due Date

Status 

This tab also contains a data grid that lists all payments made on the invoice.  The Invoice Information tab in the Invoice Information window is shown in Figure 7 Invoice Information Tab.

[image: image7.png]Tracking

b Gt Upions Window Hsp 7= Tectolons e

|

AR EEEER - EEE

Tl RI=ES
Suppier 0:/057 Inveice Numberfsd
PO Nurber 3212123 Invece Date T 4 /26 2001 =]
Trscking D[P 7720 Invois Amount[§500000
St =1 PamenTems =
Received Date:[F7 4 /1372001 = Due Datei[FT 7 26 201 =]
ReferceNumber]
Pamert
Voushe Nube] Check Rt Check Amourt [Notes Paymert Tuge [Paymert G| Debver Date Dy Method
3

Total Amount Paic:

000 Invoice Balance: $000

Processing Send E-Mal Soan Invaice.





Figure 7 Invoice Information Tab

When adding a new invoice, information for the Invoice Information tab must be entered and saved before entering data in other tabs. See sections 6.4.3.2 to section 6.4.3.3 for instructions on entering data in other tabs in this window.

1. Open the Invoice Information Window (see section 6.4.1 or 6.4.2)

2. Click New Record icon from the toolbar

3. Enter Invoice data in textboxes

4. Click Save Record icon in toolbar

5. Enter payment data in data grid

6. Click Save Record icon in toolbar

Please note that invoice data must be entered and saved (steps 1 to 4) before entering payment information for the new invoice.  Data in other tabs in the Invoice Information window can be entered at any time.  If the invoice is open, simply click the tab to enter data; otherwise, if the invoice is not open, select the invoice in the Search window before adding data to other tabs.

6.4.3.2 Entering data in the processing tab

The Processing tab contains the following processing information:

Payment Supervisor

Branch


Department


Unit

Division


Expense Category

Notes 

This tab also has a data grid containing information on where the invoice was sent to for processing.  The Processing tab in the Invoice Information window is shown in Figure 8.
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Figure 8 Invoice Processing Tab

To enter data in the Processing tab,

1. Open the Invoice Information Window if it is not opened (see section 6.4.1 or 6.4.2)

2. Click the Processing tab

3. Enter Processing data in textboxes

4. Enter processing assignment data in data grid

6.4.3.3 Entering data in the send e-mail tab

The E-Mail tab contains a data grid listing all persons responsible for processing the invoice.  Select a person from the list and click the Send Mail button to send email to the selected person.  This tab also allows the user to attach any file and/or a scanned image of the invoice. A email message can be entered in the text field provided. 

The E-Mail tab in the Invoice Information window is shown in Figure 9.
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Figure 9 E-Mail Tab

6.4.3.4 Entering data in the scan documents tab

When the user clicks the Scan Documents tab the Invoice Images Window is displayed.  This window allows the user to scan and manipulate scanned Invoice images.  The Invoice Images Window is shown in Figure 10.
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Figure 10 Invoice Images Window

This window contains a viewing area where the scanned invoice image is displayed.  The following buttons are used to manipulate the image:

	BUTTON NAME
	DESCRIPTION

	Add New
	Scans a new image to associated with selected invoice

	Update
	Saves newly scanned page

	Delete
	Delete scan image displayed in viewing area

	Refresh
	

	Attach to Email
	Attach the scanned image to an email

	Close
	Close the Invoice Images Window


To scan an image:

1. Place document in scanner

2. Click Add New Button

3. Click Update button to save the image and associated it with the selected Invoice

Scanned image will be displayed in viewing area

6.4.4 Modifying An Existing Invoice

1. Select an Invoice to modify (see section 6.4.1 or 6.4.2)

2. Go to field where modification is needed

3.  Modify as required

6.4.5 Deleting A Purchase Order

1. Select the purchase Order to delete (see section 6.3.1 or 6.3.2)

2. Click Delete icon from toolbar

6.5 Working With Payments

The Payment window allows the user to add, delete, or modify Payment information.  Toolbar icons and menu items are provided to aid in data entry and viewing.  This window also contains a data grid that lists all payments for the selected invoice Figure 11 shows the Payment Window.
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Figure 11 Payment Window

The Payment window can be accessed in two ways,

· selecting a Payment from the Invoice Information window

· using the Payment option in the Invoice Tracking Main Menu tab

6.5.1 Selecting A Payment From the Invoice Information Window

1. Select an Invoice (see section 6.4.1)

2. Double click Payment in Invoice Information Window data grid 

6.5.2 Selecting A Payment From the Main Menu Tab

1. Select Invoice Tracking tab from the Main Menu

2. Select the Payment option

3. Select an Payment from the search window (see Section 4, Navigating the search window)

6.5.3 Add A New Payment

When a payment is made on an invoice, payment information is captured in the Payment window.  The following data is entered in the Payment window.  

Voucher Number


Delivery Date


Notes

Check Number


Delivery Method

Check Amount


Supplier ID

Payment Type



PO Number

Payment Clerk



Invoice Number

To enter a new payment,

1. Open Payment window

2. Click New Record icon in toolbar

3. Enter new payment information

4. Click save icon in toolbar

6.6 Working With Assigned Persons

The Assigned Person window allows the user to add, delete, or modify information for persons responsible for processing invoices.  This window contains a data grid that lists everyone who processes invoices.  When a selection is made from the list, information about the person selected is displayed in the textboxes.  The following data is displayed or entered in the Assigned Person window:

Email


Phone

First Name

Last Name

Middle Initial

Department

 To assign an invoice to a person for processing, the person’s name must appear in the data grid list in the Assigned Person window.  Figure 12 shows the Assigned Person Window.
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Figure 12 Assigned Person Window

6.6.1 Add A New Assigned Person

To add a new Assigned Person:

1. Select Invoice Tracking tab from the Main Menu

2. Select the Assigned Person option

3. Click the New Record icon

4. Enter new Assigned Person information

5. Click the Save icon

6.6.2 Modifying An Assigned Person

1. Select Invoice Tracking tab from the Main Menu

2. Select the Assigned Person option

3. Go to field where modification is needed

4.  Modify as required

6.6.3 Deleting An Assigned Person

1. Select Invoice Tracking tab from the Main Menu

2. Select the Assigned Person option

3. Select the person to be deleted

4. Click the Delete icon from toolbar

7 data maintenance

Data Maintenance module is accessed from the Main Menu.  This module allows the user to maintain data used to populate list boxes.  The user can choose from the following options:

· Payment Clerk

· Types of Payment

· Payment Terms

· Payment Supervisor

· Division

· Status Codes

· Branch

· Department

· Departmental Unit

· Expense Category

· Delivery Methods

7.1 Payment Clerk 

Data in the Payment Clerk table is used to populate the Payment Clerk list box in the Invoice Information Window.  The Payment Clerk option allows the user to add, modify, or delete data in the Payment Clerk table.  When this option is selected the Payment Clerk window shown in Figure 13 is displayed.
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Figure 13 Payment Clerk Window

This window contains a data grid that lists all Payment Clerks.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.1.1 Add A New Payment Clerk

To add a new Payment Clerk:

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Clerk option

3. Click the New Record icon

4. Enter new Payment Clerk information

5. Click the Save icon

7.1.2 Modifying A Payment Clerk

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Clerk option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.1.3 Deleting A Payment Clerk

A payment Clerk cannot be deleted if they have been assigned to Invoices or Purchase Orders.

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Clerk option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.2 Types of Payment

Data in the Payment Type table is used to populate the Payment Type list box in the Invoice Information Window.  The Payment Type option allows the user to add, modify, or delete data in the Payment Type table.  When this option is selected the Payment Type window shown in Figure 14 is displayed.
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Figure 14 Types of Payment Window

This window contains a data grid that lists all Payment Types.  When an item is selected from the list, the textboxes are populated with information corresponding to the selection.

7.2.1 Add A New Payment Type

To add a new Type of Payment:

1. Select Data Maintenance tab from the Main Menu

2. Select the Type of Payment option

3. Click the New Record icon

4. Enter new Type of Payment information

5. Click the Save icon

7.2.2 Modifying A Payment Type

1. Select Data Maintenance tab from the Main Menu

2. Select the Type of Payment option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.2.3 Deleting A Payment Type

1. Select Data Maintenance tab from the Main Menu

2. Select the Type of Payment option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.3 Payment Terms

Data in the Payment Terms table is used to populate the Payment Terms list box in the Invoice Information Window.  The Payment Terms option allows the user to add, modify, or delete data in this table.  When this option is selected the Payment Terms window shown in Figure 15 is displayed.
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Figure 15 Payment Terms Window

This window contains a data grid that lists all Payment Terms.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.3.1 Add A New Payment Term

To add a new Payment Terms:

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Terms option

3. Click the New Record icon

4. Enter new Payment Terms information

5. Click the Save icon

7.3.2 Modifying A Payment Term

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Terms option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.3.3 Deleting A Payment Term

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Terms option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.4 Payment Supervisor

Data in the Payment Supervisor table is used to populate the Payment Supervisor list box in the Invoice Information Window.  The Payment Supervisor option allows the user to add, modify, or delete data in this table.  When this option is selected the Payment Supervisor window shown in Figure 16 is displayed.
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Figure 16 Payment Supervisor Window

This window contains a data grid that lists all Payment Supervisors.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.4.1 Add A New Payment Supervisor

To add a new Payment Supervisor:

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Supervisor option

3. Click the New Record icon

4. Enter new Payment Supervisor information

5. Click the Save icon

7.4.2 Modifying A Payment Supervisor

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Supervisor option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.4.3 Deleting A Payment Supervisor

1. Select Data Maintenance tab from the Main Menu

2. Select the Payment Supervisor option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.5 Divisions

Data in the Division table is used to populate the Division list box in the Invoice Information Window.  The Division option allows the user to add, modify, or delete data in this table.  When this option is selected the Division window shown in Figure 17 is displayed.
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Figure 17 Division Window

This window contains a data grid that lists all Divisions.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.5.1 Add A New Division

To add a new Division:

1. Select Data Maintenance tab from the Main Menu

2. Select the Division option

3. Click the New Record icon

4. Enter new Division information

5. Click the Save icon

7.5.2 Modifying A Division

1. Select Data Maintenance tab from the Main Menu

2. Select the Division option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.5.3 Deleting A Division

1. Select Data Maintenance tab from the Main Menu

2. Select the Division option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.6 Status Codes

Data in the Status Codes table is used to populate the Status Code list box in the Invoice Information Window.  The Status Codes option allows the user to add, modify, or delete data in this table.  When this option is selected the Status Codes window shown in Figure 18 is displayed.
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Figure 18 Status Codes Window

This window contains a data grid that lists all Status Codes.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.6.1 Add A New Status Code

To add a new Status Code:

1. Select Data Maintenance tab from the Main Menu

2. Select the Status Codes option

3. Click the New Record icon

4. Enter new Status Codes information

5. Click the Save icon

7.6.2 Modifying A Status Code

1. Select Data Maintenance tab from the Main Menu

2. Select the Status Codes option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.6.3 Deleting A Status Code

1. Select Data Maintenance tab from the Main Menu

2. Select the Status Codes option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.7 Branch

Data in the Branch table is used to populate the Branch list box in the Invoice Information Window.  The Branch option allows the user to add, modify, or delete data in this table.  When this option is selected the Branch window shown in Figure 19 is displayed.
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Figure 19 Branch Window

This window contains a data grid that lists all Branches.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.7.1 Add A New Branch

To add a new Branch,

1. Select Data Maintenance tab from the Main Menu

2. Select the Branch option

3. Click the New Record icon

4. Enter new Branch information

5. Click the Save icon

7.7.2 Modifying A Branch

1. Select Data Maintenance tab from the Main Menu

2. Select the Branch option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.7.3 Deleting A Branch

1. Select Data Maintenance tab from the Main Menu

2. Select the Branch option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.8 Department

Data in the Department table is used to populate the Department list box in the Invoice Information Window.  The Department option allows the user to add, modify, or delete data in this table.  When this option is selected the Department window shown in Figure 20 is displayed.

[image: image20.png]{7 Invoice Tracking

|l Edit_Window Help (e Techoloses e

AEEEREEEEY

Department: [Deparment of Hausing Community Developme.

Department

Depatment
¥ [Depaiment of Housing
Depatment of Healh
Publc Schadls

Public Works
Fesearch and Developr





Figure 20 Department Window

This window contains a data grid that lists all Departments.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.8.1 Add A New Department

To add a new Department:

1. Select Data Maintenance tab from the Main Menu

2. Select the Department option

3. Click the New Record icon

4. Enter new Department information

5. Click the Save icon

7.8.2 Modifying A Department

1. Select Data Maintenance tab from the Main Menu

2. Select the Department option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.8.3 Deleting A Department

1. Select Data Maintenance tab from the Main Menu

2. Select the Department option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.9 Departmental Units

Data in the Departmental Units table is used to populate the Departmental Unit list box in the Invoice Information Window.  The Departmental Units option allows the user to add, modify, or delete data in this table.  When this option is selected the Departmental Units window shown in Figure 21 is displayed.
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Figure 21 Departmental Unit Window

This window contains a data grid that lists all Departmental Units.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.9.1 Add A New Departmental Unit

To add a new Departmental Unit,

1. Select Data Maintenance tab from the Main Menu

2. Select the Departmental Unit option

3. Click the New Record icon

4. Enter new Departmental Unit information

5. Click the Save icon

7.9.2 Modifying A Departmental Unit

1. Select Data Maintenance tab from the Main Menu

2. Select the Departmental Unit option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.9.3 Deleting A Departmental Unit

1. Select Data Maintenance tab from the Main Menu

2. Select the Departmental Unit option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.10 Expense Category

Data in the Expense Category table is used to populate the Expense Category list box in the Invoice Information Window.  The Expense Category option allows the user to add, modify, or delete data in this table.  When this option is selected the Expense Category window shown in Figure 22 is displayed.
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Figure 22 Expense Category Window

This window contains a data grid that lists all Expense Categories.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.10.1 Add A New Expense Category

To add a new Expense Category:

1. Select Data Maintenance tab from the Main Menu

2. Select the Expense Category option

3. Click the New Record icon

4. Enter new Expense Category information

5. Click the Save icon

7.10.2 Modifying Expense Category

1. Select Data Maintenance tab from the Main Menu

2. Select the Expense Category option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.10.3 Deleting A Expense Category

1. Select Data Maintenance tab from the Main Menu

2. Select the Expense Category option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

7.11 Delivery Methods

Data in the Delivery Method table is used to populate the Delivery Method list box in the Invoice Information Window.  The Delivery Method option allows the user to add, modify, or delete data in this table.  When this option is selected the Delivery Method window shown in Figure 23 is displayed.
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Figure 23 Delivery Method Window

This window contains a data grid that lists all Delivery Methods.  When an item is selected from the list, the textboxes are populated with information corresponding to the entry.

7.11.1 Add A New Delivery Method

To add a new Expense Category:

1. Select Data Maintenance tab from the Main Menu

2. Select the Delivery Methods option

3. Click the New Record icon

4. Enter new Delivery Method information

5. Click the Save icon

7.11.2 Modifying A Delivery Method

1. Select Data Maintenance tab from the Main Menu

2. Select the Delivery Methods option

3. Select an item from the list for modification 

4.  Modify textbox data as required

7.11.3 Deleting A Delivery Method

1. Select Data Maintenance tab from the Main Menu

2. Select the Delivery Methods option

3. Select an item from the list for deletion

4. Click the Delete icon from toolbar

8 Data Administration

The Data Administration module was design to be used by the system administrator (user must be logged as user sa).  This module is accessed from the main menu. It provides options to add new users or modify existing users’ privileges.  The options provided by this module are:

· User Control

· Admin Form

· States

8.1 User Control

The system administrator can use this option to add, delete, or modify users of the application via the User Control window shown in Figure 24.

[image: image24.png]Usertlame.

Gouptlame.

Lodinlame

DeiDEName.

UzerD

SuzD

e

et

WP hdminsr

ol Grant and evake

Tapie e

FRVILEGE TYPE

b [AssignPeson

Grnch

Delvergethod

epariment

Gsion

properies

Epance Catsgony

b
Soker | st | Updwte | Dol | moferenes|
T

seker | nset | Updwte | Dol | moferenes|





Figure 24 User Control Window

8.1.1 Adding A New User

This application will only add SQL Server users.  

To add a new user:

1. Click Add User button in User Control form

2. Enter new user name and password

3. Verify password by retyping in verify password text box

8.1.2 Deleting A User

1. Select username from data grid 

2. Click the delete button

8.1.3 Changing A User’s Password

1. Select username from data grid 

2. Click password button

3. Enter and verify new password

8.2 Admin Form

When Admin Form is selected in the Data Administration tab, the Admin Form Window appears.  The Admin Form window, shown in Figure 25, can be accessed by users with Administrator privilege.  This form is used to make changes directly to the database.
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Figure 25 Admin Form Window

8.3 States

When States is selected in the Data Administration tab, the States Window appears.  The States Window is shown in Figure 26.
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Figure 26 States Window

8.3.1 Add A New State

To add a new State,

1. Select Data Administration tab from the Main Menu

2. Select the State option

3. Click the New Record icon

4. Enter new State information

5. Click the Save icon

8.3.2 Modifying An Existing State

1. Select Data Administration tab from the Main Menu

2. Select the State option

3. Select a State from the data grid for modification 

4.  Modify textbox data as required

9 Reporting

The Report module provides options opening reports that were previously saved as Microsoft Word or Excel documents or creating on-the-fly reports.

9.1 Exporting Report To Word Or Excel

Every report generated by the application can be exported to Word or Excel. Generate a report and perform the following to export to Word:

1. Select File->Export->Rich Text Format in the report viewer menu bar

2. Select saving location

3. Enter name of file

4. Click Save button

To export report to Excel,

1. Select File->Export->Text Format in the report viewer menu bar

2. Enter file name

3. Enter field and page delimiters (usually comma)

4. Click ok

5. Open newly saved text file using Excel

6. Select delimited file type

7. Set start import row based on data in preview area

8. Click next button

9. Enter delimiter that was set in step 3

10. Format each column as date, text, or general

11. Click finish button 

9.2 Opening An Existing Report

When a report is generated the user has the option to save it as a Microsoft Word or Excel document.  To open a previously saved report,

1. Click Report tab from Main Menu

2. Select the Open Report option

3. Select the document to be opened

9.3 Working Adhoc Reports

Adhoc reporting allows users to generate reports that are not included or predefined as part of the standard reports.  With this option users can generate on the fly reports by selecting any table and fields in the database.  The table and fields to include in the report are selected in the Adhoc Report window.  This window is displayed in Figure 27.

[image: image27.png]1T Invoice Tracking

Fie Edt Jptons Window Hel [iifuise Technologies o

DcAdhoc Report Form

Tais ot
TR CoL A GRS i

B [osnperson ¥ [Ensi i
St i e b | 2o |
Oebvniio (] Gl =
Oeparment ot ot || Seoue
Chiion Fhone ot

1« < | |

Taletame Fldtame Pameie! | Pusmete2 AsoeDess

T T I I Dse

o I I I Doe

o I I I Doe

o I I I Doe

o I I I Doe

o I I I Doe

b I I I Doe

o I I I Doe

o I I I Doe

f I I I [

ihos,





Figure 27 The Adhoc Report Window

To create an adhoc report,

1. Click General Report tab from Main Menu

2. Select the Adhoc Report option

3. In the adhoc report window, select a table name from the Tables grid box at top of the form

Corresponding fields for selected table will now be displayed in the Fields grid box.

4. Click mouse on the field name to include in the report 

Folder icon will be displayed with the mouse cursor.

5. Move mouse to place cursor in an empty cell of the Field Name grid box and click

Empty cell will be highlighted green when the cursor is over cell.

6. Repeat steps 3 to 5 for every field needed in the report

7. Click print button

This displays the Report Manager window shown in Figure 28 (see section 9.3.1 the report manager)

8. Select Print Preview Page to print current page or select Print Preview All to print all pages
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Figure 28 Report Manager Window

9.3.1 The Report Manager

The Report Manager is displayed when the user clicks the Print button from the Adhoc Report window.  It allows users to format and modify the appearance of a report.  There are four main sections in the report manager window:

Section A – provides button selections for the user to format, print, open, or save a report.  Table 1 lists options available in section A.  These options are also available by right clicking on a label.

	Name
	Description

	Add Label 
	Allows users to add a new label to the report

	Edit Label 
	Allows the user to modify a selected label

	Delete Label 
	Allows the user to delete a selected label

	Font
	Change fonts for selected label

	Width
	Change width for selected label

	Print Setup
	Displays windows print setup window

	Print Preview Page
	Print preview report for item selected in section D

	Print Preview All
	Print preview report for all items in section D

	Landscape Preview
	Preview report in landscape view

	Open Private
	Open a report previously saved to hard drive

	Save (Private)
	Save a report to hard drive

	Open(General)
	Open a report previously saved to database

	Save (General)
	Save a report to database

	
	


Table 1 Report Manager Button Selections

Section B – Click mouse anywhere in section B to return to main menu window

Section C – This section displays the actual appearance of a report.  Fields can be moved and sized to customize the report. To move a field,

1. Click on field

2. Hold down mouse button and drag field to desired location.

Section D – The data grid in this section contains a list of the items in the database corresponding to what the user selected in Section 9.3 above.  Select an item in this list for display in section C. 

10 APPENDIX A - Recommended Technical Architecture

Minimum Server Configuration


Dual or Quad Intel Pentium III Processors or above


500 MB of RAM


RAID 5 Disk array, Ultra Wide SSCI II


300 GB of disk space and Juke Box


Dual Fiber Network Cards


Windows NT 2000

Server Database Software


Microsoft SQL Server 2000

Minimum Client Configuration


Pentium II Processor or above


Windows ’95, ’98, NT, 2000, ME


6 GB Hard Drive space


128 MB or RAM memory


15 VGA Monitor


CD ROM


Microsoft compatible mouse


101/102 Key keyboard


100 Mbs Network Interface Card (NIC)


TWAIN compliant Scanner 300 dpi or above (optional device)

Network Architecture:

The Database Server should be connected to a high bandwidth switch via a fiber communications medium.  The database server(s) and client computers should be on the same network segment if possible.   For load balancing purposes, localize traffic on individual network segments and use a multi-tiered architecture in an enterprise configuration.


Scanners:

Any TWAIN Compatible Scanner.  Our software uses the Driver supplied by your Scanner manufacturer.

Average scanned image size at 150 dpi is 250 to 300 Kb per page.

We recommend using 150 dpi or greater.  Keep in mind that the higher the dpi, the greater the size of the stored image in the database.


Email:

We utilize your default email, Outlook, Exchange Server, etc. SMTP compliant program on each client computer to send email.  When an email has been generated from the program, it will go to the default outbox on the client computer.

11 Appendix B - Invoice Tracking Process

Award Stage:


Purchase order or contract number is issued to vendor


Vendor and contract information is entered into Invoice Tracking software



Vendor is assigned a number


Internal project manager is assigned to project


Accounts payable clerk is assigned to vendor by Supervisor

Activity Stage:


Vendor performs services or delivers products

Quantity of service or product delivered by vendor is verified by internal project manager

Vendor receives verification of quantity of product or service delivered

Vendor submits invoice based upon verification

Processing Stage


Invoice 

Vendor invoice is received by accounts payable department


Invoice tracking Client software is loaded


In Supplier screen, Vendor information record is located


Invoice information is entered and invoice is scanned


Supervisor assigns AP personnel to validate and process invoice


Emails are sent to AP personnel


AP Personnel respond to email by entering received date in Database


Disbursement


Invoice amount is reconciled to approved service level or total product price


Invoice is validated


Check is cut


Check and disbursement information is entered in Database


Closure

Supervisor runs report for processed invoice records (due date and check number)

AP Supervisor reconciles processed records report (check number assigned)


AP supervisor enters date in closed field for invoice

12 Appendix C - Data Dictionary

	Table name
	Column Name
	Data Type
	Description

	Assign Person
	Email
	nvarchar
	Email of Assigned Person 

	Assign Person
	First Name
	nvarchar
	First Name of Assigned Person 

	Assign Person
	MI
	nvarchar
	Middle Initial of Assigned Person 

	Assign Person
	Last Name
	nvarchar
	Last Name of Assigned Person 

	Assign Person
	Phone
	nvarchar
	Phone number of Assigned Person 

	Assign Person
	Department
	nvarchar
	Department of Assigned Person 

	Branch
	Branch
	nvarchar
	Area branch of payment supervisor

	Delivery Method
	Delivery Method
	nvarchar
	Method of delivery for check

	Delivery Method
	Description
	nvarchar
	Description of delivery method

	Department
	Department
	nvarchar
	Department of payment supervisor

	Division
	Division
	nvarchar
	Division of payment supervisor

	Division
	Division Number
	nvarchar
	Unique identifier number for division

	Division
	Description
	nvarchar
	Description of division

	Expense Category
	Category
	nvarchar
	A code indicating the expense category

	Expense Category
	Description
	nvarchar
	Description of expense category

	Invoice Information
	Tracking ID
	nvarchar
	Unique identifier of used to keep track of invoice

	Invoice Information
	ID
	int
	Unique identifier assigned to the invoice

	Invoice Information
	ID Date
	datetime
	Date invoice entered into the system

	Invoice Information
	Supplier ID
	nvarchar
	Unique identifier of a supplier

	Invoice Information
	PO Number
	nvarchar
	Purchase order or contract number

	Invoice Information
	Invoice Number
	nvarchar
	Unique number printed on invoice

	Invoice Information
	Received Date
	datetime
	Date invoice received

	Invoice Information
	Reference Number
	nvarchar
	Reference number of invoice

	Invoice Information
	Invoice Date
	datetime
	Date on invoce

	Invoice Information
	Invoice Amount
	money
	Total amount of invoice

	Invoice Information
	Payment Terms
	numeric
	Code ndicating terms of payment
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