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1 Welcome to Series 5 Web Access Management

The Series 5 Web Access Management system is one
segment of a fully integrated set of Financial Applications.
It manages access rights to, and the back-end support
for your company web-site that maybe be used by
customers or staff. It also provides a servicing routine to
handle the execution of jobs to perform appropriate
functions to satisfy assorted requests that web users had
requested.

The Web Access Management system may be run
stand-alone to manage the sign-on profiles of users of
the web-site; and can be used in conjunction with the
Series 5 Accounts Receivable and Professional Invoicing
systems providing queries and initiating requests over the
web.

There are three main segments associated to the Series
5 Web Access Management system:

1) The Back-End Management provides maintenance
of the Web Users profiles, inquiry functions to view
the current users, list E-request jobs waiting and
finished to be executed, and to view any system
level errors that Web Users have encountered.
These routines executed on a workstation as a
normal application.

2) The Web Servicing routines. These consist of
CGl service routines that interact with the Web
Users' browser application by handling the
assorted submit requests launched from the web
pages. Information is returned to the Web Users in
the form of dynamically built HTML pages. Web
Users sign-on to the system with a password, then
are able to perform the following assortment of
functions:

¢ As a Customer, view a list of their A/R Open
ltems (similar to a Statement)

¢ View a list of their Invoices that had been
generated from the Series 5 Professional
Invoicing system

e Request to have a copy of a particular invoice
emailed to them

¢ View a detailed list of charges associated to a
given invoice

¢ View a detailed list of the charges that have
been recorded to them

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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¢ Request to have a spreadsheet listing the
charges that have been recorded to them

3) The E-Request Servicing routine, is a stand alone
routine, that executes on a workstation. It runs
waiting for job requests submitted from the Web
Users over the internet. When a job request is
detected, it is executed and the results emailed to
the Web-User. These are jobs that could not be
executed directly from the web-site session, due to
the length of time that the system needs to
complete them. .

Getting started — new users

e Study the Introduction ¢1and Quick Start Tutorials sections to familiarize yourself with
the basics of the application.

e Check out all the links in the Help tab — plenty of help is available!

Getting started — users upgrading from prior revisions

e See the History of Enhancements| 111 for a quick summary of the major changes and
where to find the functions you are looking for.

e Even if you are an experienced Web Access Management user, please run through the
Introductionl 91 and Quick Start Tutorials sections quickly to get up to speed with what
has changed in the latest version of the program.

Copyright Notice

¢ Sentinel Hill Software Inc. has made every effort to ensure that the material published in
this Help file and/or manual is correct and accurate, but reserves the right to make
changes without notice at it's sole discretion at any time.

e PROPRIETARY RIGHTS NOTICE: All rights reserved. This material contains the
valuable properties and trade secrets of Sentinel Hill Software Inc. of West Vancouver,
BC, Canada, (Sentinel Hill), embodying substantial creative efforts and confidential
information, ideas and expressions, no part of which may be reproduced or transmitted
in any form or by any means, electronic, mechanical, or otherwise, including
photocopying and recording or in connection with any information storage retrieval
system without the permission in writing from Sentinel Hill Software Inc.

e Copyright 2008-2014. -- An Unpublished Work by Sentinel Hill Software Inc. -- Printed
in Canada

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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2.1

2.2

Introduction

The topics in this section provide some basic information about the Web Access
Management system, what it is for and what you can do with it.

Product Overview

The Web Access Management system basically provides a "back end" to those <%
PRODFAMIL%> applications that have been Web enabled. (Currently including the
Professional Invoicing and the Accounts Receivable systems). W/M manages the WEB
Access Users profiles, provides an Inquiry display of the users that are connected, and
launches the E-Request Service routines. It is the application that controls restricted access
to, the monitoring of, and the servicing of your company's WEB site's functions that interface
with Series 5 systems. Basic functions include:

O Defining Users that are allowed access to your Website's
restricted functions

U Monitors the activity of users to your Website's restricted
functions

O Accumulates Web access statistics

U Provides an E-Request Service routine to handle Web Users'
requests at the back end

U CGIWeb server routines to manage restricted access to Series 5
Web enabled functions

The Web Access Management system can handles access for all of your Series 5
companies.

The Web Access Management system is currently set up for a variety of WEB enabled
functions that access a number of Series 5 Professional Invoicing, Customer Order
Processing, and Accounts Receivable data files.

Web Access Management Features

A brief summary of some of the major features of the Series 5 Web Access Management
system!

rg Establishes Password Access Rights for Customers and Staff

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



10 Series 5 Web Access Manager- User Help

You define Web Users access profiles with name, password, secret questions/
answers (for use if they forget their passwords) and contact information. You can
set up users as either being staff, or as being one of your customers. You can also
assign up to 40 specific Customer Codes to which the Web User can access the
data for while on the web site.

5 Active Connections Inquiry

™ o

<

You can Inquire as to which users are actually signed on to the web site. You can
see what function they last requested, and if needed, you can terminate the user.

@ Last 60 Periods Statistics

The Web Access Management system accumulates statistics associated to Web
Users signons, and as to which functions were requested. Statistics are kept for the
last 60 hours, days, weeks and months, each of which may be displayed to a bar
chart.

#} E-Request Server

Web Users visiting the web site may request for a variety of different functions that
cannot be handled directly by the web server. These requests are submitted as
jobs that are queued to the E-Request Server to be processed. The E-Request
Server is a program that executes each of the different types of requests, and sends
an email back to the user with whatever attachments are applicable. You can have
any number of E-Request Servers running, on different processors, that can be
configured to service particular customers, or staff, or specific types of requests.

& Web Job Request Inquiry

Functions that have been submitted by Web Users are kept in an E-Request Queue.
There is an inquiry function that displays the jobs in the queue. You can display the
properties associated to each job, they can be terminated, or completed jobs can
even be resubmitted.

Export to Spreadsheet capabilities

The Series 5 provides for the loading or dumping of data from or to your favorite
spreadsheet. Data can be read or written directly to Microsoft's Excel, or tab-delimited text
files.

Data Export is offered for the following transactions, master records or analysis:

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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> Web > Web Users Data
In Users O » Past 60 Periods Access Statistics
PU Data ut
t: pu
t:

g{\\}}}x Using the Series 5 Web Access Management can be fun

Don't believe it? Give it a try.

History of Enhancements

Over the lifespan of the Web Access Management system a number of major
enhancements and minor fixes have been applied. Following is a brief summary.

New and Different — Enhancements and Fixes in W/M

&+ For 2012

- E-Request Statistics Inquiry Function - Multiple Invoice Reprint Function

The E-Request Statistics Inquiry function has been enhanced to display statistics
associated to user's requests for generating multiple Invoice Reprints. (Sept-18-2012)

- Web User Access Maintenance - Multiple Invoice Reprint Function

The Web User's Maintenance routine has been enhanced to provide for the display of
statistics associated to user's requests for generating multiple Invoice Reprints.
(Sept-18-2012)

- E-Request Server — Multiple Invoice Reprint Function

The E-Request Server has been enhanced to service request to have multiple Invoices
reprinted as a PDF or MS Word document, and emailed. The body of the email
message is loaded from a user defined text file named
EReq_InvsRprint_EmailMessage.TXT that must be located in the folder named
Email-Templates that must be created in the designated Company System's
"Generated and Archived Reports" data directory. (Sept 18-2012)

- Account-Status-on-the-Web - Multiple Invoice Reprint Function

A new function is available from the ASOW Web Page. Users my now select to have
up to 200 Invoice reprinted and emailed to them as a single PDF or MS Word
document. The request is submitted as a job to the E-Request Server. The E-
Request Server and the P/I Invoicing routines have been revised accordingly. (Sept
18-2012)

- Invoices emailed from ASOW as Generated from the E-Request Server

Invoices that are requested from Web Users, will now be generated and emailed as
either MS Word 2010, MS Word 2003, or PDF documents. A new property associated

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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to Web Users will be used to determine the type of document to be sent. As well, MS
Word documents may be generated as "locked" or not, depending on the specified
property. (Apr-30-2012)

Invoices emailed from ASOW as Generated from the E-Request Server

Invoices that are requested from Web Users, will now be generated and emailed as
either MS Word 2010, MS Word 2003, or PDF documents. A new property associated
to Web Users will be used to determine the type of document to be sent. As well, MS
Word documents may be generated as "locked" or not, depending on the specified
property. (Apr-30-2012)

New Property for Web Users to Indicate the Type of Document for E-Request
Invoices

A new field has been introduced to the Web User's Maintenance screen. It will be used
to indicate the type of document that invoices will be generated as, when requested
from the "Account-Status-On-The-Web" website. You may select from PDF, MS
Word 2007/2010 or MS Word 2003. As well, for MS Word documents, you may select
to have it "protected”. (In other words, the document may NOT be edited unless the
correct password is entered. (Apr-30-2012)

Automatic Login from from your Company's Web Site

There has always been the ability to logon to the "Account Status" web functions either
using the traditional user-code/password entry screen, or by using a link from your
company's web site. Either way, the Web User needed to change their password on a
regular basis and keep a "Secret" Question and Answer if needed.

Now, the process has been enhanced to offer the ability to ONLY log in from your
company's web site pages. A new field has been introduced into the Web User
Access Maintenance screen that indicates how the User is to log on to ASOW. If a
user selects to only log in from the company web-site, their password will never expire,
and they will not have to enter a "Secret" Question and answer. Both the CGlI servicing
routines, and appropriate HTML pages have been revised accordingly. (Mar-28-2012)

Web User Access Maintenance - System Offered Secret Questions

Rather than relying on the Web Users to think up a "Secret Question”, the system now
offers 10 different questions from which they can select. They can also use their own
guestion that they make up if so desired. Both the CGl servicing routines, and
appropriate HTML pages have been revised accordingly. (Mar-28-2012)

"Account Status On-The-WEB" Recap Query

Three additional query filters have been introduced to the Recap Query Web page
inquiry. They provide for selection filtering using the Recap Order Number, The WIP
Task Code, and the Recap's Application Code fields. These filter fields, if set, are used
as "AND" conditions with the existing filter. Both the CGl servicing routines, and
appropriate HTML pages have been revised accordingly. (Jan-12-2012)

& For 2011

= "CALLEREQ" Program

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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The CALLEREQ program has been revised to call either the W/M's E-Request Service
routine or the new P/I's On-Demand Billing Service routine. It no longer resides as a
program belonging to the W/M system, rather, it has been moved into the S/M,
(System's Management) directory and library. Please ensure the correct compile
script files are installed. (Nov-11-2011)

- Web User Access Maintenance - New and Larger Fields
Fields have been added or increased in size for the defined WEB Users. The User's
email address has been increased from 50 to 120 characters in size.

Also, new fields have been introduced to complement On-Demand Billing
enhancements to the Professional Invoicing system. (Nov-11-2011)

Upgrade function

When the software with this enhancementis installed, the program UPGRADWM must
be compiled, defined as a User Function, and executed.

- E-Request Server Email Functions

The E-Request server has been revised to use the new email via Outlook routines.
For each of the different emails that are sent, the body of the message is now loaded
from user defined text files that must be created in the folder named Email-Templates
that must be created in the designated Company System's "Generated and Archived
Reports" data directory.

Within the body of the message file, you may include assorted pseudo variables that
will be replaced with appropriate strings relevant to the email being sent. The email
body message files must be named as follows:

Email Request Filename

Copy of a specific Invoice EReq_Invoice_EmailMessage. TXT

An Invoice's Recap Report EReq_RecapRpt_EmailMessage.T
XT

An Invoice's Recap Spreadsheet |[EReq_RecSpsheet_EmailMessage.
TXT

Multiple Invoices Recap EReqg_Multinv_EmailMessage. TXT

Spreadsheet

Multiple Invoices Reprint EReq_InvsRprint_ EmailMessage.T

Document XT

Forgotten Password EReq_ForgotPword_EmailMessage
TIXT

Examples of these Email Message files may be found in the Series 5 release directory,
in the UTIL sub-directory.  (Oct-04-2011)

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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Email Messages Text files

The email body text messages are stored in a sub-directory within the Company
System's Reports directory, named Email-Templates. (The Company System's
Reports directory is the one that is identified for each company using the Company
Systems' Maintenance function).

- Web User Access Maintenance - Emailing Username & Password to Web
Users

The function to have the User's User Code and Password has been revised for the the
new email capability. The body of the message is now loaded from a user defined text
file named WebUserPword_EmailMessage.txt that must be located in the folder
named Email-Templates that must be created in the designated Company System's
"Generated and Archived Reports" data directory.

Within the body of the message file, you must include 3 pseudo variables to indicate
the Web User's signon code, the password, and the date when the password will
expire. These pseudo text strings must be named %%MY-STRING-1%%, %%MY -
STRING-2%, and %%MY-STRING-3%% respectively. (Sept-20-2011)

Email Messages Text files

The email body text messages are stored in a sub-directory within the Company
System's Reports directory, named Email-Templates. (The Company System's
Reports directory is the one that is identified for each company using the Company
Systems' Maintenance function).

= "Account Status on the Web" - Error

When a user was using ASOW to browse the list of Invoices that are associated to a
Customer, if more than 100 Invoices were listed, they could continue to look at the list
of the next 100 invoices by clicking the [View Next Screen] button on the web page.
This action resulted in an error being reported. This problem has been fixed. (May-03-
2011)

= Web User Access Maintenance - New and Larger Fields
Fields have been added or increased in size for the defined WEB Users. The User's
email address has been increased from 40 to 50 characters in size.

Also, new fields have been introduced to complement a future enhancement to the
Professional Invoicing system. That is, that ability to record employee WIP activity over
the company Web site. (March-30-2011)

Upgrade function

When the software with this enhancementis installed, the program UPGRADWM must

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Introduction

be compiled, defined as a User Function, and executed.

- Web User Access Maintenance - Export

The function to have Web User properties exported has been enhanced. A new field
selection is available. You may now select to have the list of Customer Codes that
users' may access exported to the spreadsheet. From the list of available fields,
select the item labeled "Extra 40 Custs". (March-30-2011)

&+ For 2010

- Web User Access Maintenance

When a member of your staff resets a given user's password, the Valid Until Date will
now automatically be set 30 days into the future. Also, if attempting to Email the
Signon Code/Password when executing as a "Thin-Client" on a UNIX server, a
message will be displayed advising that that function cannot be executed. (Nov-02-
2010)

- E-Request Server

When an individual is signed onto the Account-Status-on-the-Web web-site, they can
request to have a copy of a Recap Detail Spreadsheet emailed to them. The
Spreadsheet will now be generated as an Office 2003 Excel spreadsheet. (May-02-
2010)

- E-Request Server

When an individual is signed onto the Account-Status-on-the-Web web-site, they can
reguest to have a copy of an Invoice, a Recap Detail Report, or Recap Detail
Spreadsheet emailed to them. The copy of the Invoice and the Recap Report will now
be generated as a PDF document and emailed. The Spreadsheet will now be
generated as an Office 2007 Excel spreadsheet. The message will be revised
accordingly. (March-31-2010)

&+ For 2009

= Functions Exporting to Excel Spreadsheets

For those functions that export data to Excel spreadsheets, the following
enhancements have been made:

e When titles are output, they will be formatted as bold in 14-point

e When legends are output, they will be formatted as bold in 12-point

e When headers are output, they will be formatted as bold and italic

e Dollar amount data column will be formatted for "Currency”, (where $ signs will
be displayed with 2 decimal places)

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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The following applications have been revised accordingly, where applicable (Dec-15-
2009) :

e Web User Maintenance — Properties Export
¢ Past 60 Periods Statistics Inquiry — Export functions

ASOW - Web Page Token Testing

A problem was identified with the logic associated to the testing of the Dynamic Token
Numbers that are embedded in each page issued to the web browser people. If a user
signed on, and then logged off, and then signed on from the CTL home page again, the
Dynamic Token Error was being displayed. The problem has been fixed. (June-23-
2009)

Account-Status-on-the-Web - Security Issue - Web Page Tokens

The Web Access Management ASOW servicing routines have been enhanced to deal
with a potential hack attack. Now when a web-user connects to the ASOW web
servicing routines for the first time to sign on, a 4 digit Token Number will be assigned.
Based on this Token, a random range of 4 digit numbers will be assigned to the user.
All HTML pages that are displayed to the Web-User will have a 4 digit Dynamic Token
number embedded as a hidden variable within every Post forms that may be utilized.
When requests are serviced, the range of Tokens assigned to the user is validated. If
they are incorrect, the session will be terminated. (May-29-2009)

Upgrade function

When the software with this enhancementis installed, the file WEBCONCT.DAT must
be deleted, so it will be recreated with the correct properties.

On-Line Help

The Web Access Management system's On-Line Help is now complete. You can
access these help files from the application's screens or menu bars. PDF Versions of
the Web Access Management manual are also available by request. (May-28-2009)

Web-Error Log Inquiry function

A new inquiry function had been introduced. Web Error Logs Inquiry is a new grid
screen based lookup function that lets a user view the errors that have been reported
by the ASOW service routines. Now when an error occurs, an error code is displayed
to the Web User. To determine what caused the error, a member of the accounting
staff could use this function to see more information associated to the error. (May-25-
2009)

Account-Status-on-the-Web - Error Management

The ASOW service routines have been revised so that when errors occur instead of a
message, an error code is displayed to the Web User. The idea being, that if a user
was attempting to launch a malicious attack, descriptive error messages may aid in
their efforts, so now instead, an error code is displayed. When errors such as these
are encountered, now an error history record is recorded. These records are available
to a new Inquiry function in the back-end Web Management system.
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If the individual who receives the error code wishes further information, they could
contact one of the accounting staff, and they could then easily investigate the error by
accessing the new inquiry function, and get back to the web user. (May-25-2009)

- Web User Maintenance

A function is available that will email the Web-User his User-ID and Password. The
body of the email message made reference to www.uccdirect.com. This has been
changed to www.ctliensolutions.com (May-20-2009)

- E-Request Server
Has been revised to deal with the encrypted Web-User passwords. (May-20-2009)

= Account-Status-on-the-Web - Web Page displayed when a Customer has
been selected

Once a user has signed on to the ASOW system, and selected a customer, a web
page is displayed showing the information about the customer, and assorted push-
buttons for the different functions that may be invoked. This page has been enhanced
to display the Date and Time that the user last signed onto the system selecting a
given customer. HTML file PICUSTVFY.HTM was modified. The associated CGI
service routine has been modified accordingly. (May-20-2009)

- Account-Status-on-the-Web - Web Page displayed when the user must enter
a new password

The web page displayed from the CGl servicing routine that invites the web-user to
enter a password has been enhanced. Both the password, and the answer to the
secret question now have associated verification fields requiring repeated entry so as
to confirm the data being entered. All these fields are now secure, so the text being
entered is masked with asterisks. HTML file WUSERINFO.HTM was modified. The
associated CGl service routine has been modified accordingly. (May-20-2009)

- Account-Status-on-the-Web - Web Page for Requesting password to be
emailed

The web page displayed from the CGl servicing routine that confirms an email is to be
sent with the user's password has been revised to be more of an announcement rather
than an error message. (May-19-2009)

- Web User Maintenance - Passwords

The Web User Maintenance routines have been enhanced to offer additional security
with web user's passwords. The Help files for this maintenance routine has been
completed and updated accordingly. The following changes have been made:

e Passwords now require at least one numeric digit, and must be at lease 8 non-
space characters

e The Password and the Secret Question Answer fields are now displayed as
secure fields as asterisks.

e When Passwords or Secret Question Answers are edited, a field is provided
requiring them to be entered again for confirmation.

e When exporting Web User Properties, the password is output as a string of

kkkkkkkkk!
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¢ The current Password, and the previous Passwords on file are now encrypted
using the Series 5 encryption subroutine.

e The answer to the Secret Question has also been encrypted using the Series 5
encryption subroutine.

Upgrade function

When the software with this enhancementis installed, the program UPGRADWM must
be compiled, defined as a User Function, and executed.

As well, the file that stores the Web User properties records has been encrypted.
(May-19-2009).

Account-Status-on-the-Web - Web Page for Requesting password to be
emailed

The web page displayed from the CGI servicing routine that confirms an email is to be
sent with the user's password has been revised to be more of an announcement rather
than an error message. (May-19-2009)

Account-Status-on-the-Web - Passwords Rule

The ASOW CGI Logon servicing routine has been revised to that when a web-user
enters a new password, it must satisfy the rule that it must contain at least one
numeric digit. (May-19-2009)

Account-Status-on-the-Web - Passwords output to Debugging Trace File

The ASOW CGI Logon servicing routine has been revised to that any reference to the
Web User's password will no longer be output to the Debug Trace file. (May-19-2009)

&+ For 2008

Launching E-Request Server from Web Management Menu

If the operator selects to launch the E-Request Server or E-Request Monitor functions,
executing as a thin client, a message will be displayed advising that it is not possible to
do so. (Oct-13-2008)

On-Line Help

The Web Access Management system now has On-Line Help. You can access these
help files from the application's screens or menu bars. (Aug-2008)

New and Different — Enhancements and Fixes in all Series 5 Systems
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& For 2014

- Support for Office 365

The printing routines, and the import/export routines have been enhanced to provide
support for MS Word and MS Excel in Office 365. (Oct-01-2014)

-1 Series 5 User Logon Profile Maintenance

A new property has been introduced to the Series 5 Logon User's profile. You may
now specify the Default Import/Export File type for each user. When Importing or
Exporting data the selected default will now be automatically set. The Import/Export
routines has been revised to use the specified default. (Mar-26-2014)

& For 2013

- Generating Documents and Reports as MS Word Documents

When output is generated as an MS Word Document, an entry in the runtime
configuration file is used to define the output orientation, font name, font size, and
where applicable, a Template. The system has been enhanced to now provide for 40
character font names and template filenames. (Increased from 25 characters)  (July-
03-2013)

- Attach Supporting Documents function

The ability to attach documents to different Series 5 Transactions Master Code records
has been enhanced. You may now attach an HTML file or a link to a Web Page. Also,
when displaying JPEG or Bit-Map files, the Microsoft Office Picture Viewer Utility will be
employed.

Also, when adding a new attachment, the system will default the path to a folder that

should exist in the directory designated to be the "Temporary" directory associated to
each Company System. You should create a directory named "Attachments” in that

directory, (if it's not already there). (Jun-27-2013)

= Series 5 Outlook Email Reading

Series 5 applications may now make use of a new routine that provides the ability to
read email from MS Outlook. Currently used by the A/P and O/P Manager Approval
functions, emails are read that were sent from designated approval managers. The
internal driver used to read emails using calls to Microsoft Office Outlook. The
following capabilities associated to reading emails are now possible:

e Emails are read from program selected in-boxes

Filters may be set to read only emails from selected Senders or emails with a
specified character string within the Subject line

Up to 3 attachments may be read and passed to the S5 application
Sub-folders withing a designated In-Box may be created by the system

Emails may be deleted or moved to different sub-folders
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(May-26-2013)

& For 2012

- Series 5 Import/Export Functions

When importing or exporting data fields from/to MS Excel, after the process has been
completed, the EXCEL.EXE process was not being terminated, (due to a problem with
Windows, or there is some secret function to do so). The problem has been fixed.
Now, when Excel is launched from Series 5, it's Process Id is detected, and once the
import/export is completed, the process is "Killed" using a system call using the
TASKKILL DOS command. (Nov-12-2012)

- Series 5 Import/Export Functions

When importing or exporting data fields from MS Excel, tab-delimited, or CSV data
files, the system will now handle text fields up to 200 characters in length. (Sept-18-
2012)

- Series 5 Launching Microsoft Calendar

The Series 5 Applications make calls to the Microsoft Calendar routine to display a
calendar, and accept the operator's selection of a date. In order to make use of this
feature, the Microsoft Calendar must be registered on all client computers executing
Series 5. MSCAL.OCX may be found in \ms\ocx on the AcuGT, (Extend 9.xx),
installation CD for Windows. If you cannot locate it on the release CD, a copy is
included in the Series 5 release directory in SS5\UTIL . (June 25-2012)

This is accomplished by executing the following command from the designated DOS
Command Prompt:

REGSVR32.EXE S5WUTIL\WMSCAL.OCX

where:

For System From Directory Comments

Windows Server 2003 & | C:\Windows Right click on the Command

2008 - 64 bit \SysWOW64 Prompt and select "Run as
Administrator"

Windows XP and 7 C:\Windows Right click on the Command

\System32 Prompt and select "Run as

Administrator"

earlier Windows C:\Windows\System

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents may now have an
assorted formatting properties applied to the text that is generated. The following
formatting capabilities may be applied:

¢ "Formatting Regions", defined as ranges of lines, for a page may be formatted
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with a particular font type and size and be set as Bold, Italic, Underlined, Shaded,
or as Reverse Video. Up to 5 different regions may be defined and activated
under program control as the page is being populated with text.

e "Tab Sets" may be defined consisting of up to 10 tab settings per line. The types
of tabs include Left-Tab, Right-Tab, Center-Tab, and Decimal-Aligned-Tab. Up to
20 different Tab Sets may be defined and activated under program control as the
page is being populated with text. As the line of reporting text is output, the tabs
are inserted and any preceding spaces are removed. (This basically now allows
the use of variable pitch fonts, when outputting columns of data, ensuring proper
alignment).

e Individual words or sub-strings, within a print line, may now be output as Bold,
ltalic, Underlined, Shaded, or as Reverse Video. On a given page, up to 50 sub-
strings may be formatted in this manner. On a given line, up to 6 sub-strings
may be formatted in this manner.

e Single, (thick or thin), and Double Lines may now be inserted at any position
within a page. As the page is being populated with text, the lines are defined to
the printing routines with position and sizing set under program control. Up to 40
line may be output per page.

These types of formatting controls could be implemented for Invoices, Purchase
Orders, Customer Statements, A/P Checks or Customer Quotes. In order to take
advantage of these features, the appropriate applications' program must be pro-
grammatically customized. Contact Sentinel Hill Software Inc., for more information.
further details. (Apr-24-2012) HS5 Enhancements to ALL Systems-2011-2013.xml

- All Series 5 Applications offering Export Functions

When entering export selection options, if the operator was to click on the "About
Exporting" information tab, an error was being reported that the "File did not exits".
This problem has been fixed. Now you may freely select any filtering or output options
tab when they are presented without any problems. (March-09-2012)

- Using Windows' Logon Usernames

New functionality has been introduced to the Series 5 Main menu Signon process.

You may now define to have the Series 5 system use the client's Windows Logon
Code as the User Code for signing in to Series 5. If set, when Series 5 is launched,
the Windows Signon Code will be used. The User-Logon screen will be presented, but
only the Password field may be displayed for keyboard entry. (If the given Series 5
User Logon profile had a blank password entered, then the User-Logon screen
will not be presented at all. Control will be transferred directly to the Main Menu
screen.)

For systems that are set to use the Windows User Logon code, user's will ONLY be
able to log in to Series 5 using the Windows Logon Code. The function to "Repeat
User's Logon", found under the Main Menu's File drop-down menu will be disabled.
Note however, if auser has their System Management Access set to Full, they
will still be able to "Repeat User's Logon", and sign on as a different user.

For systems that do not wish to use the Windows logon, the default will still be set to
that defined by the PC Client user's SHSI_USER_NAME environment variable. (Feb-
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28-2012)

- Bitmapped Images in Series 5

All Series 5 applications that load bitmapped images have been revised to expect the
image filenames to be in upper case. (Feb-28-2012)

Upper Case Bitmap Files

On UNIX systems, please make sure that all bitmap files in the bin/fimages
folder have uppercase file names.

- Series 5 File Error Handling Routine

The logic used to report serious file /O errors has been enhanced to correctly identify
the full folder path for any sequential text files that might be generated. Previously in
some cases, the error message displayed incorrectly showed the path that was
assigned as the Data Files Directory assigned to the Company System. This problem
has been fixed. (Jan-30-2012)

-1 Series 5 Directory/Folder Selection "Browse" Feature

For any application that requires entry or selection of a directory path, a "Browse" push
button is presented. The operator could click this button, and the Windows Folder
browse dialogue window would be presented. Previously, only descendants of the
user's default working folder are shown. The system has been revised to now display
only those folders which are descendants of the root directory of the Directory Path
field associated to the "Browse" button. So now, if you were to enter C:\ in the
Directory Path, when the "Browse" button is clicked, you would be able to browse any
directory on your computer's "C" drive. Setting the Directory Path blank, or to
something other that a drive letter designation, would result in only being able to
browse descendants of the user's default working directory. (Jan-18-2012)

- "Series 5 File Error Handling Routine

The logic used to report serious file I/O errors has been enhanced to identify errors
associated to the use of AcuServer. Previously, 9D-104 errors were reported as an
"AcuServer Connection Failure”. Now, all 9D-XX errors are identified, and the
applicable message displayed. (Jan-10-2012)

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents are now created
protected as "Read-Only" documents. A password may be used to un-lock them.
Refer to the applicable documentation for further details. (Jan-10-2012)

& For 2011

- Series 5 Import/Export Routine

The generic routine to handle importing and exporting of data, (to spreadsheet or

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Introduction 23

character delimited files), has been enhanced to provide for CSV files that do not have/
allow quotes around character strings. (Dec-12-2011)

- "CALLEREQ" Program

The CALLEREQ program has been revised to call either the W/M's E-Request Service
routine or the new P/I's On-Demand Billing Service routine. It no longer resides as a
program belonging to the W/M system, rather, it has been moved into the S/M,
(System's Management) directory and library. Please ensure the correct compile
script files are installed. (Nov-11-2011)

= Interfacing with MS Office Excel and Word

The logic provided to launch MS Excel or MS Word has been expanded to handle the
case where MS Office was installed in C:\Program Files (x86)\Microsoft Office
\Office. (Previously the system only looked in in C:\Program Files\Microsoft Office
\Office . (Oct-03-2011)

- Series 5 Email Generation

A number of different application functions offer the ability to automatically generate and
send emails. This includes the emailing of invoices, purchase orders, statements,
customer quotes, reports and other messages.

The internal driver used to send emails has been enhanced to generated and send
emails using calls to Microsoft Office Outlook, (rather than to the MAPI library). As a
result, the following capabilities associated to sending emails are now possible:

e Emails may be sent as Plain Text, Rich Text, or as HTML

Emails may be generated when executing as either a thin-client of FAT client

Emails may now be sent with copies going to Cc users and Bcc

The text message associated to emails are now loaded from user created/

maintained data files, rather than being coded from within the application

software. These text files may be either plain ASCII text, or HTML files and

contain up to 8192 characters. Except for specific types of emails, these files

MUST BE LOCATED in the directory named Email-Templates located in each

Company System's designated reports directory.

¢ Provides support for 120 character email addresses, and 140 character subject
line

(Sept-20-2011)
- Importing $ Numeric Cells from Spreadsheet
A problem has been identified and fixed when importing $ formatted columns of data
from spreadsheet. If any headings were specified, and they exceeded 22 characters in

length, the number being input and recorded was ZERO. The problem has been fixed.
(July-25-2011)

- Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2010 Word
utility. Now, when presented with the print options screen, and the operator chooses to
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"Save To Disk", they may choose to output as an Office 2007/2010 or Office 2003
Word document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. (June-14-2011)

Import/Export Functions

The import and export function has been enhanced to provide support for Office 2010
EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007/2010 Workbook, or
an Excel 97-2003 Workbook. The system will automatically append either the .XLSX or
the .XLS extension, and read or write the spreadsheet using the correct file format.
(June-14-2011)

Generic Search Function

In all Series Series 5 applications where a grid screen is presented for the entry of
transactions, or the maintenance of master codes, a "Search" function is provided.
This function has been enhanced in the cases where the operator has chosen to
search for a given record where a Date is chosen as the search criteria. Now the
following literal label is displayed, "mm/dd/yy", indicating the desired format that the
date should be entered as. As well, the date entered may now be as "mmddyy",
"mmddyyyy", "mm/dd/yy", or "mm/dd/yyyy", depending on the mood of the operator.
(May-02-2011)

New Feature to Attach Supporting Documents to assorted Master Code
Records and Transactions

You may now attach a variety of different documents to assorted Master Code records,
and Transactions. Up to 15 separate documents may be selected, and attached and
viewed from the applicable functions in assorted Series 5 systems. These documents
may also be viewed where applicable. The different types of documents supported

are as follows:

e PDF e MS Word 2003 documents
e Bitmap ( *.BMP files) e MS Word 2007 documents
e JPEG e MS Excel 2003 documents
e TIFF e MS Excel 2007 documents

e ASCIl Text (*.TXT files)

ASCIl Text ( *.txt files)

(Apr-14-2011)
Printing to Windows Spooler

The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. If the Printer Queue does
not have a "Captured Printer" defined, then a Windows "Printer Select" dialogue box
window is displayed. Previously, the the Series 5 system made a call to have the
"Printer Select" window displayed which was an older style, compatible with older
versions of Windows. Now a new call is made displaying a modern Windows XP/7
"Printer Select" Window. (Feb-09-2011)
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- System Captured Windows Maintenance

The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. The routine used to capture
a Windows printer was not working correctly under Windows 7. This problem has
been fixed. (Feb-09-2011)

&+ For 2010

- Default Reporting Output Destination

In all Series 5 applications that generate reports that might normally be printed, a Print
Options screen is presented. From this screen, the operator may choose to have the
output directed to a printer; to be "Archived"”, to be just displayed to the screen to
"Browse"; or output as an MS Word or PDF file. The default output has been changed
to be just displayed to the screen to be "Browsed". (Previously it was defaulted to be
output to a printer).

Additionally, should you desire to set the default output, you may do so by inserting a
variable in the runtime Configuration file. The variable SHSI_RPT_DESTINATION with
a single numeric argument, will provide the default target for generated reports, where
you would set the argument as follows:

1-Tothe Printer 17 - To Disk as an MS Word 2003 document

2 - Archived 26 - To Disk as an MS Word 2007 document
3 - Both the Printer 35 - To Disk as a PDF document

and Archived

4 - To be just

Browsed

Note that if the applicable application already determined the target output, these
defaults will NOT be used. (Oct-13-2010)

- Data File "Properties” function

In all Series 5 applications that maintain master codes records, or provide for the entry
or inquiry of transaction or history records, under File on the menu bar, the Properties
function will display information about the related files. This function has been
enhanced to now display 12 numeric digits for both the files size, and the number of
records in the file. Also, now the version of the Vision file is displayed, along with the
number of volumes that are used to hold the data and the index keys for the associated
file(s). (Sept-01-2010)

- Using the Mouse Wheel to navigate Series 5 Grid Screens

In all Series 5 applications that use a paged grid screen, (those showing rows of
master codes and/or transaction records similar to a spreadsheet), the operator may
now navigate forwards and backwards through the records using the Mouse Wheel. If
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the Ctrl-Key is also pressed while twirling the mouse, 4 rows of data are skipped
instead of just 1. (If when you spin the mouse too fast, and a "Stack Overflow" error
occurs, in the runtimes Configuration file, add the variable PERFORM_STACK 384
and it should work OK') Note that this new feature is only available for systems with at
least AcuGT Rev 8.1.3 (July 27-2010)

- MS Excel System Error Recovery

The Series 5 family of applications offers the ability to import to, and export from, an
MS Excel Workbook document. System error that could be generated while outputting
to and/or inputting from, MS Excel documents were causing Series 5 applications to
terminate with a not too friendly error message. The errors that were particularly
annoying were as follows:

¢ When importing from an Excel document with a filename, selected from the
application, that did not actually exist, (and the operator had forgotten to "Browse"
to choose the particular file).

e When a user attempted to generate output as an MS Excel document, but they
did not have MS Excel installed, or it was installed in a location other than the
default, a fatal error occurred.

The import/export routines have been enhanced to now capture any system errors that
were being generated from MS Excel. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
import/export will just be abandoned). (May-31-2010)

- Compiling with INTEL Native mode

A problem has been discovered when compiling with the Intel native mode. This option
must be removed from the S5_GCBL.BAT compiler macro that can be found in the S5
\util directory. (Basically replace the set NATIVE=--intel command with set NATIVE=
command. (May-21-2010)

- Generating Standard Forms as MS Word Documents

The Series 5 generates a number of different forms. For example, A/IP Checks,
Invoices, Picking Tickets, Statements and Purchase Orders. Variables within the
runtime configuration file may be set up that are used to indicate how the forms are to
be generated and/or printed. Arguments to these variables indicated whether the form
was printed, archived, and/or saved as MS Word documents. The 2nd argument,
used to define the output, may now have the following values:

e WORD2003 e WORD2007
¢ PRINT&WORD2003 ¢ PRINT&WORD2007
¢ ARCHIVE&WORD2003 e ARCHIVE&WORD2007

Existing arguments associated to WORD will be interpreted as WORD2003.

The applications that generated these forms have been enhanced to now recognize
arguments that indicate the forms are to be generated as Office 2007 Word or Office
2003 Word documents. (May-21-2010)

= MS Word System Error Recovery
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The Series 5 printing routines had the ability to generate output as an MS Word
document. System error that could be generated while outputting to and/or automatic
printing of MS Word documents were causing Series 5 applications to terminate with a
not too friendly error message. The errors that were particularly annoying were as
follows:

e When outputting to an MS Word document that had a template defined, and the
given template file was not set up for that user, a fatal error occurred.

e When outputting to an MS Word document that was supposed to be
automatically printed, but the given network printer was either offline, or that
segment of the network was not active, a fatal error occurred.

e When a user attempted to generate output as an MS Word document, but they
did not have MS Word installed, or it was installed in a location other than the
default, a fatal error occurred.

The printing routines have been enhanced to now capture any system errors that were
being generated from MS Word. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
generation of the report will just be abandoned). (May-21-2010)

= Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2007 Word
utility. Now, when presented with the print options screen, and the operator chooses to
"Save To Disk", they may choose to output as an Office 2007 or Office 2003 Word
document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. For users that
have Office 2007 installed, the default File Type will be the Office 2007 Word, but they
may choose either Office formats. For users that do not have Office 2007 installed,
the default File Type will be the Office 2003 Word, and they will not be able to choose
Word 2007 or the PDF formats. (May-20-2010)

- Automatic Sending of Emails

The Series 5 system has the capability of automatically sending emails. Emails are
sent by making a call to a MAPI.Library, which in turn sends the email using Microsoft
Outlook. If the receiver's email address is prefixed with "LN:" or "Ln:", (indicating that
they are Lotus Notes users), then instead of using MAPI, a DOS command call is
made using the command line defined by the runtime configuration variable
"DOS_MAIL_CMD", to actually send the email. Within this command line, there are
pseudo variables, that would be replaced with the Subject, Receivers Name and
Address and the path to an Attachment. This capability has been enhanced to now
provide for sending the email with 2 attachments. The new pseudo variable %
ATTACHMENT 2% will be replaced with the full path to a 2nd attachment, if applicable.
(May-03-2010)

= Import/Export Functions

The import and export function has been enhanced to provide support for Office 2007
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EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007 Workbook, or an
Excel 97-2003 Workbook. The system will automatically append either the .XLSX or
the .XLS extension, and read or write the spreadsheet using the correct file format.
For users that have Office 2007 installed, the default File Type will be the Excel 2007
Workbook, but they may choose either Excel format. For users that do not have Office
2007 installed, the default File Type will be the Excel 97-2003 Workbook, and they will
not be able to choose Excel 2007. (May-03-2010)

Import/Export Functions

When the import/export screen is presented and a particular directory and file is
selected for processing, if the operator clicks on the Back push-button, (to go back and
change an option of prior screens), upon re-displaying the import/export screen, the
originally selected file/directory was being reset to the program's default. This problem
has been fixed. (Mar-24-2010)

Generating Sub-Documents as MS Word or PDF Files

The Series 5 printing routines had the ability to generate a sub-document as an MS
Word document. (A sub-document might be a single Invoice or Customer Statement,
generated with a unique filename). This functionality has been enhanced to have the
sub-document generated as either an MS Word document, or a PDF document.
These sub-documents may be generated at the same time, totally independent from,
their normal "printed"” versions. When generated as Word documents or PDF
documents, MS Word Templates may be used to define the properties of the resulting
document with watermarks and headers and footers. (Mar-15-2010)

Import functions from Excel Spreadsheets

The Series 5 import function offers the option to input from an Excel spreadsheet. In
any application that loaded data in this manner, it was difficult to determine when all
valid rows of data had been loaded. The Excel import function has been enhanced so
that it will correctly stop once valid rows of data have been loaded. (Previously, the
system would attempt to load up to 65,436 rows of data and when executing any given
Import function it would appear as if the system has hanging). (Mar-03-2010)

Printing of Report as PDF Documents

All reports and forms that are generated from the Series 5 applications may now be
saved as PDF documents. This option is available only to users that have Microsoft's
Office 2007 installed on their systems. When the Print Options screen is presented,
click the Save To check box, and select PDF Document from the associated Save
As drop list. (Feb-23-2010)

Browsing to Select Files and/or Directories Functions

All routines that offer the functionality to click a "Browse" button to present the operator
with a window from which a directory, or a file, can be selected have been revised.
Under Windows 7, the clicking of the "Browse" caused a "nested input of events”
syndrome to occur. In effect, repeatedly displaying the browse window. The logic for
these routines have been revised to avoid this problem. (Jan-28-2010)
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= Encryption/Decryption Function

The subroutine has been revised to now handle 8 digit numeric seeds. This was done
to accommodate the A/R system that now has 8 digit documents numbers. All existing
encrypted fields will still be able to be decrypted. (Jan-24-2010)

&+ For 2009

= Printing of Reports in Series 5

The Series 5 printing function has been enhanced to offer the option of printing multiple
copies of reports, forms, invoices, orders, etc. A new entry field has been added to the
print options sub-screen labeled # of Copies. You may select to have up to 9 copies
printed. These copies printed will be automatically collated.

Multiple Copies

The ability to have the system print multiple copies is a a feature thatis provided as a
function of the Windows operating system, and the driver for your printer. If either does not
support multiple copies, then setting a value other than 1, will have no effect.

This feature is available onlyto users executing on Windows system, either directly, or as
thin clients.

As well, fields on the Print Options sub-screen have been reorganized slightly to
accommodate the new field. (Fields and display prompts associated to outputting
reports to a Print Queue are now enclosed within a frame.

Where applicable, in all Series 5 applications, the size of display windows and/or tab
sub-screens have been adjusted accordingly. (Dec-22-2009)

- Export functions to Office 2007 Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. Office 2003 Excel had allowed for 65,500 rows, and Office 2007 Excel
allows for 1,000,000 rows. When exporting data, the Series 5 system would
automatically start outputting to a 2nd worksheet when 65,500 rows were reached.
The system will now switch to a 2nd worksheet depending on which version is being
used.

As well, the Spreadsheet /O routines have been enhanced to support up to 999,999
rows of data. (Dec-16-2009)

= Exporting to Excel Spreadsheets functions

The logic used to export to Excel spreadsheets has been enhanced. In the assorted
Series 5 applications, those functions that offer functions to export to an Excel
spreadsheet have the ability to perform the following:

¢ Create multiple worksheets
e Select a specific worksheet to be populated
e Format titles, legends and headers in larger fonts, as bold, and/or as italic
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¢ Have data columns justified left, center or right
¢ Have a data column formatted for "Currency”, (where $ signs will be displayed
with 2 decimal places)
Q For Office 2003 Excel negative numbers are displayed with parenthesis
around them
Q For Office 2007 Excel negative numbers are displayed in red with
parenthesis around them

Where applicable, in most of the Series 5 applications, these new capabilities have
been introduced. (Dec-10-2009)

Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If the user selected to launch Excel after exporting data, the system
incorrectly assumed Office 2003 was installed, and it's Excel utility was being
executed. If you only have Office 2003, then this would not have been a problem. The
system now correctly detects the version of Excel to launch. (Nov-11-2009)

Selecting Dates from Lookup Calendars

When executing under Windows VISTA, dates were not properly being returned. The
year was loaded incorrectly as year ZERO which resolved to a date falling in the year
2000. The problem has been fixed. (Oct-28-2009)

Automatic Disabling of User who Fail to Correctly Logon

As a new security feature, as an option, you may select to have users that fail to
correctly log in to Series 5 after a specified number of times, automatically disabled
from logging in again. Before they can use the Series 5 system again, the System's
Manager, or Series 5 Gatekeeper must modify their Logon Properties record. This
option may be selected with a new field found on System Control Options screen.
(Oct-22-2009)

User Logon Passwords

Passwords now must contain at least one numeric digit, and one alpha character, and
be at least 8 characters in length. (Oct-22-2009)

Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If that output/input option is selected, and Excel is not installed on the
user's workstation, a message will now be displayed. Previously, the system
assumed it was installed, and when it attempted to call Excel to build/read the
spreadsheet, the program would bomb out with an error. This will no longer happen.
(June-02-2009)

Outputting Reports and Invoices as MS Word Documents

Any Series 5 generated reports, invoices, statements, etc, may be output as an MS
Word document. For any MS Word documents that are generated, a Template may
also be specified, (as defined in a Series 5 Configuration file variable). These
templates must be installed on each users workstation in the C:\Documents and
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Settings\<PC UserName>\Application Data\Microsoft\Templates folder. For users
with Office 2007 these templates need an extension of .DOTX. For earlier versions of
MS Office, the templates need an extension of .DOT. The system has been enhanced
so that if from the Series 5 Print Options screen, MS Word output is chosen, it will test
for the occurrence of the designated template file for the particular type of output being
generated. If the template cannot be located, an error message is displayed.
Previously, if when generating the output, the MS Word utility could not find the
template, the system displayed an evil looking message, and would abort. (June-02-
2009)

- Main Menu User Logon

When a user fails to logon after 5 attempts of entering their User Code and Password,
the system exits. Now, as well, an entry will be recorded in the User Access Log file.
(April-04-2009)

- Encryption/Decryption Function

A new subroutine has been developed that provides the functionality to encrypt and
decrypt data fields. The algorithm used is based on a Vigenere Cipher. This would be
considered a "strong" encryption. The subroutine is made available to any Series 5
application that requires encryption of any given data record field. (March-11-2009)

- Series 5 Grid Management Screens

In any of the Maintenance or Transaction Inquiry routines that listed items in a grid
whereby a given item, such as a Customer Code or a G/L Account, could be selected.
If there were no item on file to be listed, sometimes transactions for the next item on
file were being displayed, but the entry field was not being updated. This problem has
been fixed. Also, now a message will be displayed indicating that no records were
found for the item entered, but the next highest item's items were being displayed.

(Feb-03-2009)

&* For 2008

= Using AcuGT Rev 8.1

With the recent release of Rev 8.1 of AcuGT, we have discovered that the INTEL native
mode, on certain occasions cause Memory Access errors. The batch file used to
compile programs S5\util\s5_gcbl.bat must be edited to have the variable NATIVE set
to nothing. (Nov-15-2008)

- User Logon Passwords

The Series 5 system now requires all passwords to be made up of at least 8 non-
space characters, at lease one of which must be a numeric digit. Also, if a users
password has expired, they will be offered the opportunity to assign a new password,
after entering the old password. The rules for password entry will apply. (Oct-7-
2008)

- Import and Export and User Interface Applications
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An error occurred when exporting to an Excel spreadsheet if the 1st character the
output string was a "+", "=", or "-" character. In this case, Excel expected a valid
formula. If this was not the case, a terminating error was displayed. The problem has
been fixed. Now the Series 5 software will automatically insert a single quote™"
character in front of the string before inserting to the cell. (Oct-7-2008)

User Access Maintenance

The Series 5 User Access maintenance routine has been enhanced to simplify the
steps to establish new users and give/deny access rights. (Sept-24-2008)

¢ The Enable and Enable-Like functions have been simplified. In each case, you
now just highlight the "Red" head that is to be given access rights, and click the
Enable or Enable-Like push button, (or right click, and select the desired function
from the pop-up menu.

¢ For the Enable-Like function, a drop-down list will be presented, from which you
can select the user that already has access rights, whose rights are assigned to
the new user.

e The Copy function has been simplified. If you highlight a "Green" head user that
is already enabled, and select Copy from the Edit menu's drop-down menu, you
will be able to select one of the users that has no access rights in drop-down list
that is presented. (The Copy is basically the reverse of the Enable-Like
function)

¢ For "Green" head users that are already enabled, when right-clicked, the pop-up
menu has 2 new functions - "Set All ltems to Full Access" - "Set All ltems to No
Access". These will make it easier to set up and maintain the users' access
rights.

¢ A pop-up window will now be displayed, when any given menu-item in the tree is
right-clicked. You will be able to set the access to either "No Access", or to "Full
Access" directly, without having to edit the properties sub-screen.
User Access Maintenance
The Series 5 User Access has been enhanced to support up to 250 Logon Users.
Formerly was limited to 100 users. (Sept-10-2008)
Print Manager and Browser

The Series 5 reporting and printing routines have been enhanced to handle filenames
of up to 30 characters long. The UPGRADSM utility must be executed to have the
Report-Manager file's records rebuilt to accommodate the larger field. (Aug-25-2008)

Import and Export and User Interface Applications

In all applications that offer the opportunity to load from or read a text based interface
file where a BROWSE button had been provided, you will now be able to select files that
have a "—" or a SPACE in the filename or the directory path. (Aug-25-2008)

Import/Export Functions
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The import and export function has been enhanced to provide support for Office 2007
EXCEL utility. The system will identify Office 2007 utilities by seeing if Excel. EXE can
be found in the clients's C:\Program Files\Microsoft Office\Officel2 folder. For
exporting, the files will be created with the *.XLSX extension; and if selected to be
launched, Office 2007 Excel will now correctly be executed. (Aug-25-2008)

= On-Line Help

The Series 5 systems now have On-Line Help. You can access these help files from
the application. In all functions that offer a menu bar, clicking Help will display a drop-
down menu offering General Help, Help on the particular function, and Help about
Grids. For menu items that don't have a menu bar, if help is available, a help icon may
be clicked to display Help about the particular screen. (Note that help may not actually
be available in all cases where offered in the drop down menus) (Aug-10-2008)

- Broadcast Messages

The Series 5 Broadcast messages have been increased in size. You may now specify
3 lines of 80 character lines of message text to be displayed. The files used to hold
these messages have been renamed to be EMERGENCY.DAT and
BROADCASTS.DAT. (Aug-10-2008)

= Application User Access Analysis Export

A new function has been introduced to each applications' User Access Maintenance
function. You may now Export to a spreadsheet an analysis table of users access
rights. Each row of the table is a menu item, and each column is a Logon User. It
provides a quick snapshot of which users have access to any particular function.
(July-15-2008)

- User Access Logging

As an option, your systems manager can turn on the option to log user access to all
the systems' menu items. (June-15-2008)

Getting Help

There are a number of different sources of help in Series 5. In addition to this help file you can
also access the Power Point tutorials and Sentinel Hill Software support.

To get started, your main source of information should be this help file. We have designed it
to provide all the information you will need for using and learning the Web Access
Management.

Before contacting support, please make sure that you really can't find the information you
need here. Thanks!

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



34 Series 5 Web Access Manager- User Help

= Displaying the help

e The quickest way to display the help is to press shift-F1. If context-sensitive help is
available it will be displayed automatically.

e Most screens will have a Help button that displays relevant information when clicked.

e On the Series 5 main menu screen, and each application menu screen on the menu-
bar click Help then On-Line Help .

= Contacting Sentinel Hill Software support

e Direct email support is available from the Sentinel Hill Software team at
support@sentinel-hill.com. You can send an email to this address automatically by
clicking on the support@sentinel-hill.com graphic on the Licensing tab screen
displayed after clicking Help / About on each systems' menu.

e |f you have a Support Contract, you may contact Sentinel Hill support center directly at
1-800-663-8354.

= Summary of Fixes and Enhancements

e For each application, a detailed history of the changes that have been made is available
from our website at €2l Series 5 Fixes and Enhancements.

= Getting a printed user manual

You can download formatted PDF versions of the documentation for each application
from our website with the following links:

& Accounts Payable % Miscellaneous Invoicing

& Accounts Receivable @l Fixed Assets

{# Customer Order Processing 21 Web Access Management
@@l Inventory Management ¥? Series 5 Systems Manager
& Purchase Order Processing & Professional Invoicing
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The Basic User Interface

Throughout the Series 5 system applications, there are a number of basic common types of
screens to provide a consistent operation. These are discussed in this chapter and it's
related sub-topics.

Web Access Management Application Menu

Each Application has a primary menu screen. These menu programs all operator in the
same manner, and basically offer the same types of functions.

The instructions below explain the features available and how to customize some of the sub-
screens. For detailed instruction on the actual application, refer to the related topics in the
Web Access Management Menu Functions|:ssl and The W/M Menul sl chapters.

Here is the W/M menu that will be used to identify the different functions available to most
other applications' menus.
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™ SHSI Series ¥ WEB Management

File Inquiry Operations Reports Codes Maintenance Purging  MWizards

37

(=)E3

User Functions  Control Options  Window  Help

Uszer. USER

d Eﬁ Web Access Management

1 Scheduled for Today

i UCC Direct DFS Test Company
! [E July 25, 2008

2 Owverdue Functions

Typically D aly Funchions:

Res: 5,08

[}

3 Coming Due

4 My Favorites 5 Daily Operations | 6 Monthly Operations 7 Year-End Operations

[ Active Connects Inquiry

Reports Manager

[ E-Requests Inquiry

[ Past 60 Perniod Inquiry

[ Client Access Maintenance

o

= Applications' Menu Bar

All functions available to a given user may be accessed from the menu bar at the top of the

screen. Menu items are grouped according to the type of functions for each application.
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8 SHSI Series V WEB Managamant

R —————

User: USER

i o @ Web Access Management

UCC Direct DFS Test Company

July 23,2008 06:40 PM

= Applications’ Menu Bar

The following menu bar groups of functions are defined:

Menu Bar (Types of Application Functions

Group

File For the Reports Manager, Batch Job Processor, and other File
Management functions

Trx Inquiry |For functions that offer screen Inquiry of current or archived data, or
interactive analysis

Operations|For Sales Transaction Entry, Cash Receipts Entry, Invoicing, Printing
Customer Statements or Dunning Letters, Purging the Receivables and
other typically daily, monthly or annual functions

Reports  [For the generations of reports

Code Maintenance functions for defining and updating master code files

Maintenan

ce

Purging Functions that Purge History files

Wizards  [For setting up and/or launching user defined Wizards

User For launching user created programs or other Window's Utilities

Functions

Control For defining preferences for the operation of the Web Access

Options  |[Management system; and for defining User Access rights to each menu
item

Window  [Functions to manage the simultaneous execution of up to 9 of the
applications' functions

Help Displays licensing information, launches Help, or executes a Monitor
displaying users currently using the system
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For example, to select the Customer Codes Maintenance function:

1. Click Codes Maintenance in the menu bar.

Cash Batches. ..
Sales Batches., ..

AR Accounks, .
vable AR Terms Codes...
Cuskomer Type Codes. .,
oday | Custarner Templates. ..
J EM Crder Ikem Returns Codes, .,
Crder Source Codes. ..
Hiong Prepavment Codes., ..
Remit-To Codes...
inancel  Sales Promation Codes., ..
Sales Representatives. .,
itomer Ship-Yia Codes. ..
Tax Codes..,
Territary Cog

Purging  ‘Wizards

2. Select Customers... from the drop-down menu and the Customer Codes

Maintenance screen will be displayed.

39

= Daily Operations - Monthly Operations, Year-End Operations and Transaction

Entry tabbed sub-screens

Tabbed sub-menus are provide on the application menus that offer common types of
functions. Each of the applications menus offer tabbed sub-screens that have those
functions that would be typically invoked a certain times, or to enter Transactions.

For example, those menu functions in the G/L system that might be executed on a daily

basis:
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- S P T — N
USER
5 [01] Sentinel Hill North America
A M
_ Jure 30, 2008 05:30 PM
;- General Ledger
1 Scheduled for Today 2 Overdue Functions 3 Coming Due 4 My Favorn
5 Daily Functions & Monthly Functions 7 Year-End Functions 8 Transzaction E

Typically Daily Functions:

[ G/L Account Inquiry ] [ Chart of Account Maintenance

R

[ Trial Balance Report ] [ Reports Manager l\

[ Balance Sheet ]

[ Profit and Lozs Statement ]

inancial Stateme
# - =

1. Click on the applications' Daily Functions tab.

2. Click on the desired function push button.

3.1.1 Multi-Threaded Windows

The applications menus provide the ability to select and execute up to 9 functions all at the
same time. Each executes in their own window independent of one another.

&+ Execute multiple functions from the Applications’ menu simultaneously

e The functions that have been launched are displayed in the frame at the bottom on the
application menu
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@ | 1 4/F Aging Feport @ [ 4 Customer Open Item Inguiry

& | 2 Custamers k

@ | 3 Sales and Credit Entry

e If you right click the icon associated to an executing function, a drop-down menu will
appear from which you can hide or restore it's screen, or terminate the function.

] |1 Customers
Hide this Item's Window

Restare this Tkem's MWindow

Terrinate this Funckion

¢ The functions that have been launched are visible as items under the menu bar's
Window sub-menu
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L]
tions  Cantral Options Help
Hide all

&
Restore All (Cascaded)
| g Terminate all

- v 1 AR Aging Report
W 2 iCustomers
v 3 Sales and Credit Entry
zaction Entr v % Customer Cpen Ikem Inguiry
s Eavontes| Jnused ‘Window s
.,'— niused Window &

Uriused Window 7
Inused Window 8

Inused Window 9

.

»

e You may terminate, hide or cascade the executing functions windows by selecting the
appropriate function from the menu bar's Window sub-menu

M SHSI Series ¥ Accounts Receivable

File TrxInguiry Operations Reports Codes Maintenance Purging  Wizards  User Functions  Control Options &

User. USER tide &)

'l AR ﬂperl Item Inquiry
B 1 AfR Aging Report
Customer Maintenance 2 Customers
3 5ales and Credit Entry
4 Custorner Open Tkern Inquiry

[ m Generate AJR Aging Report R
F Unused Windaw &
® Sales and Credit Transaction Maintenance Unused Window 7

Unused YWindow &

Sales Batch Selection .. Unused YWindow 9

Sales Transactions are entered in sets under the control of Sales Batches. Select the desied

Salez Batch from one of thoze that have already been creatd, or you may choose to create a new one.

¢ You may hide, or redisplay a particular executing function by clicking on it's entry in the
menu bar's Window sub-menu
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3.1.2 Scheduled Menu Functions

The Series 5 Menus offers the ability to define certain functions to be scheduled for particular
times of the day at specified intervals. Tabbed sub-screens display those functions that have

been scheduled and are Overdue, Due for Today, or Coming Due. The operator must
click the push button in the sub-screen to select these functions to have them executed.
Once the function is finished, the operator will be prompted to reschedule the job.

Refer to the section on Users Scheduled Menu Functions under the User Access
Management! 71 Chapter for the steps to set up the Scheduled functions.

= Scheduled Menu Sub-Screen Examples

e For menu functions that are scheduled to be launched today:

n 1 (] L]
~
Uszer. USER Rew: 5.08 =
; [01] Sentinel Hill North America 3 B
July 07, 2008 05:33 P }
| General Ledger
| 8 Daily Functions | & Monthly Functions || ¥ Year-End Functions || 8 Tranzaction Entiy |
1 Scheduled for Today | 2 Overdue Functions || 3 Coming Due || 4 My Favorites |

The fallowing Scheduled Menu itemsz are due for selection today:

03:00 arn [ Profit & Loss Statement ]

0E:00 pr [ Interface from Sub-Systems ]

0700 pra [ Balance Sheet Schedules ]

_ = ——

e For menu functions that are scheduled, but were not launched on the day they were
due. They are Overdue:
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™ 5HSI Series ¥ General Ledger

File TrxInguiry Operations Financial Statements  Reports  Codes Maintenance ‘Wizards  Use

Window  Help

zer: USER

R

= 7 ?_f General Ledger

[01] Sentinel Hill North America

Julp 01, 2003 05:52 P

| 5 Dailly Funchions || & Monthly Functions | 7 Year-End Functions
| 1 Scheduled for Today | 2 Overdue Functions

The follawing Scheduled kMenu items are overdue and need to be addres

B/30/08 I Year-To-Date Trx Export

For menu functions that are scheduled, but for a date in the future:
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™ SHSI Series ¥ General Ledger,
File  Trx Inguiry Operations Financial Statements
indow  Help

Reports  Codes Maintenance  Wizards User Functions  Conkrol Options

User: USER Fev. 5.08

R

= * i'-' General Ledger

[01] Sentinel Hill Morth America |

July 01, 2008 05:55 PM

| 5 Daily Functions || 6 Monthly Functions || 7 *ear-End Functions 8 Transaction Entry |
| 1 S5cheduled for Today || 2 Overdue Functions | 3 Coming Due

| 4 My Favorites |

These Scheduled Menu itemz will be due for selection in the Mear Future;

7402408 ,_ Balance Sheet J

70708 ’ Trial Balance Report l

= Rescheduling Scheduled Functions

Once a scheduled menu item's process has completed, a screen is presented to the
operator offering to have the menu item rescheduled.

- O]

v

'® Re-Schedule this Function ?

Re-Occuming: | Daily [Mon-Fri)
Mext Scheduled Far:

| ] T

J
R
]

[ Yes with Mew Date Shown

[ Yes with Original D ate

[ Remove az a Scheduled ltem

1. The fields will default so the function will be scheduled as defined.

2. You may have the item rescheduled using one of the following intervals:
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Every Day
weekly

M onthly
Quarterly
Annuall

3. Click on the applicable push button as required.

Grid Processing Screens

The Series 5 applications have been developed around the concept that the operator should
be able to navigate easily through the master codes data sets or batches of transactions that
are being worked with. To accomplish this, the assorted accounting systems have made use
of a graphical control known as a grid.

The grid control is basically a table that provides the operator with a list of the data records
being worked with, and controls to navigate through the associated file. Individual fields may
be edited, pop-up menus may be displayed for related functions, and the cursor up/down and
Page up/down keys may be used to move around rows and columns of data.

The screens that display these grids also offer a number of functions that the operator can
manage or manipulate the particular records' information. These are fairly consistent
throughout the Series 5 accounting systems.

Grid screens are typically developed for the following types of menu functions:

Q Master Code Maintenance routines

Q Transaction Entry routines

Q Data Inquiry routines

Q Operations that require the operator to perform some type of function to easily set or
edit properties of a specific type of data record

Here is an example of a grid based screen that offers most of the controls typical of a
Transaction Entry function. (In this case there are 2 rows in information for each data item
being displayed).
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'm Standard Journal Transaction Entry [_ '™ ||XJ

File Edit Miew Help Click to Exit _ Click to hide
x> Coloured frame of Push Buttonz of the Windaw

Standard Journal Trap® “ | 0" ~Sglect to add, modify major functions that can be perfarmed Ezzion. You may also
J-Entry Seszion: APAQ appicable furctions an Edit List. To have the &g o prgeEr. select the "Post" function.

Print Full Edit List Print Exception Edit List
. . Transaction Ledaer Date: 2429708
List by: | Journal D # w Go Ta Tres with JID #: i | Fiefresh
— D —Ilﬁl—ll - Tranzaction Document Date:  2/29/08
1

it P by
UID # [6/L { bcount # |sA Priact 7 wnae ] Debit || [RefBatch [h g Acr
P Fiefrezh the grid dizplay with the : \'_'_'_'_'_'_'_‘_‘—‘—-Lﬁ.u.l_
Type Acc{ \Pl Descnpllon\ record of the key that is entered here _‘\" # lPd“ G DD%JBA Click to Refresh the grid display to the 13t (L
7/L"’TB g dh‘_‘\l"ct\‘ 3_|;|_|l_|1|1__f ll__,_ record satisfying and filters and update any E o
il rop-dowin lizl i ]
to h};ve tFP;e items \WESSENG APACCR 2/23/08  Click to display & ssarch applicable status fields
displayed sorted in 2/29/08 prindelolenieaiseaichiting DATA & IMAGE PURCHASE Y
different orders } ( search )
_SBULK |APACCR 2/29/08 | -
15 |064-3222-040 2/29/08 22.,500.00 MICS CORRESPONDENT INV ACCRUAL e
GL-ST |[UCCON DEMAND CORR FEE |APACCR 2/29/08 ,_,_._/—-—'—'—'_'_'_'_‘_‘—‘—'—-\__J—-—-—_,'—/""’
Grid M avigation Puzh Buttons to +
17 |064-3310-040 2/23/08 6.603.60 / pozition to the next/prior ltem or_Sc:reen i
GL-ST_|DIRECT ACCESS-GROS5 CHAF|APACCR 2/23/08 M ciloliheblatEndoitelist
18 2/29/08 1 2,1 CHARLES JONE " ACCRUAL e
GLS DDL:EE ?Dhﬂ;\?g}tlhg:en \\E APACCR 2/23/08 Right click. a field in any given Tow |
azzociated record edited / 2;29;:{ to have a pap-up menu displayed \ COMSULTANT FEEAT HOUSTON ks
offering applicable functions that
GLST Tome APACCR 2029005, S EEEt i | 2
23 |064-4910-060 2/29/08 | T COMSULTANT FEEAT GLENDALE e
GL-ST [COMSULTAMT FEESIT APACCH 2/29/08 |
27 |021-2690-100 2/29/08 TRADE ACCOUNTS PAYABLE ACCRUAL Yo
GL-ST [ACCRUED EXPENSES UDS - & | APACCR 2/29/08 83.759.29 |
( Totals applicable to the 3 | -
itemsz dizgplayed in the grid
[
f/ | Statuz bar displays the Sort |
/s

Option, and the current Search
Field and String

L4

Control Tatals: 8 of Transactions. Total Debits: 3 83.759.

WARMING: The Ledger and Document Dates assigned to these Tranzactions have Edit and Update Session and Trx Dates Now ]

not been updated since the last time this Standard Trx Set was Poste

Items are listed by JID # [order entered). Search: for:

= List-By or View Options Menu

In those grid applications where the items may be displayed using different sort criteria, click

on View in the menu-bar for a drop-down menu of selections; or make the selection from the

List-By drop-down list.
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W Trial Balance Preview / Report W Trial Balance Preview / Report

¥ File File  Wiew Help

YWiew

G, ¥ Order by Account #
Crder by Profit Center

Crder by Description
IE Order by Type
Crder by FfS Code 1

! Crder by Ff3 Code 2

COrder by Ff5 Code 3 E
Crder by Ff5 Code 4

G/L Trial Balance Inquiry/Heport

Print Trial Balance [Re]Build Previg

Lizt by | Account Description (%
GAL Account #

=

_E COrder by Ff5 Code 5 Prafit Center

. Aocount Des

ﬁ Order by F/5 Code 6 042-07§ Account Tupe
| Order by 5/5 Code 1 or 043074 Fin Stmnt Code 1

I 00  order by 55 Code 2 A Fin Stront Code 2

043-07gFin Stmnt Code 3

ﬁ Crder by 515 Code 3

Fi Strarit Code 4
ot Order by /5 Code 4 k 043076, o\ S0
E COrder by 5/5 Code 5 L 043-074 Ein Sstmﬂt Sula:dedﬁ :
it up Sched Code
| o JCrderbysisCodes 042-0795 1 G ched Code 2

001-01 1| 5up Sched Code 3
Sup Sched Code 4
042-169 55 Sched Code 5
042-1625up Sched Code 6
011-2031-100

043-4010-040

004-0400-040
008-5100-040
011-0518-100

A description of the sort order is displayed in the status bar at the bottom of the screen.

[wroe-fusd auu [H1 U3 FlLnda-ALi TRl | + uds Ul |
|

Trial Balance Tatalz Opening Balance: $ | |]_|]|]| Tatal Debitz: &

for 408 Accounts. Total Credits: $

R T ——— k
Items listed by GfL Account #. Search:

= "Fast Button" Frame Tasks Push Buttons

In all the grid based screen functions, the major operations that could be performed are
displayed as Push Buttons in a brightly colored frame. This is referred to as the "Fast Button"
Frame.
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W P/l Invoice Processing
File Help

Invoice Generation These are the Invoices that have been generated, but not yet posted to A/R. =
“r'ou may choose ta view thoze generated by yourzell or for the system as a whole. J—

| Print/Post Finals Paytech Reconcile Post to A/R

Processing Invoices For:

ice #: Refresh
() Private Access [Local Only to this PC) Gio Talnvoice #: ﬂ

(®) Public Access [Server Side to All Users)

Or for another example:

W Chart-of-Accounts Maintenance
File Reports Edit Wiew Help

Define G/L Accounts Select to modify, delete or add G/L Accounts for recording General Ledger h
transactions. Accounts are also used for formatting Financial Statements. J—

]

Go To the Account with Mumber: |

% S

Note that different types of functions have different frame background colors.

List by: |Account Mumnber

B - Blue Active data Inquiry or Analysis
B - Burgundy Codes Maintenance
B - Olive Green Archived transaction Inquiry

- Aqua-Marine Green Transaction Entry

= Selecting to Display Items Associated to a Particular Code

In certain grid based applications, you will be able to display only those items associated to a
particular master code. There is a field in which you can enter the desired code.

In the example, the screen displays all Open ltems for a selected Customer.
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Open Item Inguig Thesze are the un-Purged lrvoices and Payments azsociated to
will appear on each Customers' Statement,

RESEARCH INC

LI T K ety

Customer:

Sy
Doc # | Type |Doc Date (Lgr Dat})
868689 | | 1/01/08) 1/02/08
2/01/08) 2/01/08

h, Apply To

In this example there are three ways that a given Customer may be selected:
1. Enter the Customer Code whose items are to be displayed in the grid.

2. Click on the icon to have the Customer "Lookup" window displayed and select the
desired customer.

3. Click on the "Find Prior" or "Find Next" icons for the prior or next Customer Code on file
with items to be displayed

Processing Tip

When a grid application that offers a code to be selected is initially displayed, that field is is normally blank. If
you wish to just displayitems for the 1st code on file, click on the "Find Next" icon push button and the system

will do the rest.

= Search Function

In all the grid based screen functions, a Search function is provided.

1. Click on the Search icon.
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ode.
1 already defined.

o] 9
—‘_Eligsea_particular item
Chrg= Ntnrg-rmrrl-

n.ao n.ao

2. The Search window will be displayed. Enter the string or number to be searched in
the Find field and select the particular field of the given record to be tested.

Search Task Codes

Fird: |Sean::h String

D ezcription

k44 Uriitz
[ Charge Rate
LY MaonCharge Rate
S Urit Cost Rate
Tax Group Flag
Imvice Section
Ihvoice Group

J
Ry

n Cancel

3. Set the searching options as desired and click on the Find push button. (If you rather
just get a count of the # of records that satisfy the search, click on the Count push-
button

4. If arecord is found, then the grid will be refreshed with that item displayed. Also, the
Search Backward/Forward icons will be enabled, and you could then search back or
forward by clicking on the appropriate buttons.
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5. The current search string, and name of the field tested is displayed in the status bar at
the bottom of the screen.

0.00 Total Debits: $ 42 128.369.07 Met Change: $
Total Credits: 421 23_359_[]?[:|i Closing Balance: $

Search: Description for: Search String

= Grid Navigation Buttons

To move through a file of records that are accessed or displayed using the grid, use the
Navigation Buttons found at the right side of the screen.

Navigation To Keyboard Key or MouseGraphic
Click

The next grid row Cursor-Down Key or
rotate the mouse wheel
towards you
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Down 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
towards you

The prior grid row

Cursor-Up Key or rotate
the mouse wheel away

Up 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
away

i =]

31407 < Period 03 Year End Dec/2007 | T

The 1st row of the
next screen

Click bottom down button | _

The 1st row of the
current screen, or the
row just before the
1st row of the current
screen

Click top up button

The last row of the
next screen

Page-Down key, or click
the lower dbl-down button

The 1st row of the
prior screen

Page-Up key, or click the

top upper dbl-down button ]

L3

The 1st record on file

Hold the shift key and
click the top up button

The last record on file

Hold the shift key and
click the bottom down
button

% | w5

Code |Ref Company/Item

M7 [JPMC/ABNY AMEMDMENT PR

CROWM CREDIT COMPAMNY

THE REYMOLDS & REYMOLL

WESTOVER FINAMCIAL INC

MED OME CAPITAL, INC

GREAT AMERICA LEASING

3
1
1
3 AZTEC FINAMCIAL, INC.
3
3
P

RAYMOND LEASING CORP

3 BE&T
4 BEBET
] BBET
" WELLS FARGD FINAMCIAL L
CITICAPITAL
PATTERSOM DEMTAL COMF
32 LEASE CORPORATION OF &l
036 LANDMARE FINANG&EDH
J14 SOLARCOM R |

m BAME OF AMERICA CB OPS

al CITICAPITALIBTF MaAHWAH)

13

“

Met Change: $ 15,104_00CR
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= Grid Row Pop-Up Menus

For most of the grid based menu item screens, you can right-click a given row to have a pop-
up menu of the functions that would be applicable to the record represented in the row.

W G/ Journal Entry Inquiry

File Reports Edt  VYiew Help
G/L Transaction Journal Inquiry View Ledger Transactions using a wariety of methods; Print or export fransactions for selected o
Accounts or Projects; Add attachments, Comments or Follow-Up flags to individual items. J—

Set Filters Print Grid Items Export YTD Transactions
(%) For Fiscal Period

() For Selected Dates

| HMA07 - 3431407 < Peniod 032 Year End Dec/2007 ‘ BC

G/LAscount | 008-5100-040 v | b | war| ]

CCH LEGAL SERYICES
Go To Trs Dated: :ﬂ List by: |Account # Date [Mewest first] M ‘ i | | |

Lgr Date |Doc Date Dehit Credit JE ype dger Project |Ref Doc # |Ref Code |Ref Company/ltem R|
3430707 3/30407 | 1.690.000.00 /gﬂ'l 20 Pl-wiIP W5 TO HARRIS FOR 3/30/07
3430707 3430407 103.000.00 / \ WSFER TRACE#20070330-00( [«
322707 3/22/07 | 2.009,000.00 / w2 \ WSFER TO HARRIS FOR 3720
2—. Addview Attachment
3115707 3415407 | 1.940.000.00 { 901277 Addview Comments WSFER TO HARRIS BANK 3/
3/08/07 3/08/07 | 1.588.000.00 \ N2 Setjclear Flags WSFER TO LASALLE FOR 34
\\ Sub-Query by JE Saurce //

. _ _—e

= Editing Cell Contents Directly on the Grid

In a number of code maintenance applications, descriptive fields may be edited directly on the
grid. If this is allowed, when those particular cells are double clicked, the contents of the cell
will be highlighted. the operator may then key in the new value.

™ Bank Account Codes Maintenance
File Edit

Help
Define Bank Account Codes Select to modify or delete; or add a new Bank Account Code. =
'ou may also generate a repart lizting the codes already defined. Q

Go To Bank Code with Code: | V| |ﬂ|| |J

0
R
%cnunt MName GfL Cazh Account Mext Chk |Currcy
D#EH.&TING ACCOUNT  |001-0110-040 007887
/ -
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= Standard Record Editing Functions

Most of the grids in the Series 5 system's applications provide an Edit drop-down menu from
the menu bar. This offers functions to Cut, Copy and Paste the associated records belonging
to the grid. For codes maintenance applications, there are also functions to Undo the last
deleted item; and to Undo the last edited item. From the drop down menu under Edit in the
menu-bar, click the desired function. (In most cases, these functions are also available
from the pop-up menu displayed when arow in the grid is right-clicked).

" Customer Type Codes Maintenance (= 5
1B ® AP Accounts Maintenance

File  Edit

Help

Select to modify or delete; or ady
“ou may alzo generate a report

Define AP Accounts used

Go To Cust Tyupe with

AGNT REG AGENT
BK BANKING

ESCROWS
FINAMCIAL

Account |Descriplinn
Cut A/P Account Record

001-0120-040 Copy AP
001-0310-040

001-0400-040 Modify
001-0420-040 Delete
D01-0430-040 ot Fiekd
001-0440-040 Copy Field
D01-0470-040 Paste Field

001-0900-040
002-0231-040

Warning

The Undo Delete, Undo Modify, Cut, Copy and Paste functions are only
operable while working in the particular function. If you exit the function
associated to the grid, when you return, any Cut, Modified or Deleted
record may not be Pasted or Undone.

= Most Recently Accessed Items Menu

In the drop down menu under File in the menu-bar, most grid screens will provide a list of the
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last 6 items that were added or edited . You can click on any one these to position to it.

™ Customer Maintenance
Edit

Yiew Help

Properties

Print...
b Import...
Export...

Bulk. Email ko Customers. ..

1 Q0ooaa

2 W17428 - LASALLE MATIONAL
3 017930 - LASALLE BAME MATI
4 017931 - ABM AMRO SERWICES
5
£

017938 - ABN AMR.O SERNICES
266368 - 1346 RAILROAD 435

Exik

LZ00-200 230 AsEILhAasED Sa 00 Te

265239 1751 E BAYSHORE IMNV
017102 15T AARAM'S FIkAL
020289 15T CAPITAE

= Grid File Properties Menu Function

In almost all applications using a grid screen, the rows of data displayed represent a data
record in a file. The Properties function found In the drop down menu under File in the menu-
bar, when clicked will display some properties about the displayed file.
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W GA. Journal Entry Inquiry

§=8 Feporks Edit  Wiew Help

1 A3SETS E ‘

2 LEDGEMD DATE
3 DMV CORRESPOMDENT/ACCESS F
4 CORP MISCELLAMEOUS FEES-LO
5 CORP MISCELLAMEOUS FEES-LO
& UMBILLED REYEMUE

Exit

Lagr Date (Doc Date
3307

The Properties Screen displayed shows the names of the files, the # of records, and the size.

M Series ¥ File Properties

GL ¥TD Tranzaction File

Folder:  d:\s4\testAUCChdata
Dizk File: GLBYRTRX40.DAT

# of Records: 1,352,128 k‘
File Size: 636,916,352 Euptes

Lazt Modified: Friday, July 042008

= Grid Slide Bar and Full Screen Expand Push Button

In most cases, the columns of data displayed in the grid can be displayed in the screen's
window. There are a few functions that have too many columns of data to fit.

If there are more columns defined that can't all fit on the screen at once, there will be a slide
bar displayed at the bottom of the grid. The operator may slide it over with the mouse to view
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the hidden columns of data.

If there is an J icon in the lower right corner of the screen, clicking on this will expand the

screen laterally to it's full size. (You will need to have a wide screen for this to be effective).

W AR Period Analysis Inquiry andfor Report

File Wiew Analysis Help

[B¥i=]3

A/R Period Analypsis Inquiry/Report

by G/L Fizcal Years

Print Analysis Report (Re)Build Preview

X

Shaw Totals for: | AR Accounts

Go to Main Account #: I:l

Build and preview summary totals by selected Periods for Customers, A/R Accounts, Customer Types
Sales Reps and Sub-Ledger Projects. Fram the display, generate either a report or a spreadhsheet.

v | ]

(P

=

A/R Account Type Description YiEnd 12/31/06 | YiEnd 12/31/07 | YiEnd 12/31/08 | YiEnd 12/31/09 | YiEnd 12/31/10 | YiEnd 12/31/1
000-1010-100 | CshRcp === ACCOUNT NOT ON FILE == 0.00 0.00 140.00 0.00 0.00 0.
000-1020-100 | CshRcp === ACCOUNT NOT ON FILE == 60248 1,405.56 242.98 0.00 0.00 0.q=
001-0110-040 | CshRep CHASE BANK GENERAL ACCO 1.065.00 4,029 35 140.00 0.00 0.00 0
001-0110-040 | NonARC CHASE BANK GENERAL ACCO 152,534.86 221,305.21 34E,083.58 0.00 0.00 g |
001-0200-040 | PPayPm ¥ISA Paymentech Clearing Acc 0.00 0.00 101.00 0.00 0.00 0.
003-0100-040 | Invoic ACCOUNTS RECEIVABLE 0.00 0.00 11.250.88 0.00 0.00 0
003-0100-040 | Prepay ACCOUNTS RECEIVABLE 0.00 0.00 101.00 0.00 0.00 0q*
003-0100-040 | CshRcp ACCOUNTS RECEIVABLE 44,436.00 6,972.00 0.00 0.00 0.00 0.
003-0100-040 | PPayPm ACCOUNTS RECEIVABLE 9,956.00 (.00 101.00 0.00 0.00 0.0~
004-0400-040 | AR-Rey INVOICED REVENUE CONTRC 9.956.00 01.00 11.250.88 0.00 0.00 0
011-0661-060 | CshRcp FIRST UNION BANK - DFS 93.701.10 £61.305.14 256, 57E.59 0.00 0.00 0.
011-0698-040 | NonARC DEPOSITS - iLien 1,000.00 0.00 0.00 0.00 0.00 0.
011-2042-100 | NonARC WA FIL e-FILING DISB 1.065.00 (.00 0.00 0.00 0.00 0
011-2057-100 | NonARC PA-505 FILING-DEPOSIT 44,436.00 6.972.00 0.00 0.00 0.00 0|
013-1524-040 | NonARC iLien CL. DEPOSITS ON ACCO 500.00 0.00 0.00 0.00 @0.00 0.
013-2002-040 | NonARC ALLOWANCE - BAD DEBT 145,00 352042 E.BE2.07 0.00 DM 00z
015-1090-100 | NonARC REAL PROPERTY DISBURSER 0.00 40.00 0.00 0.00 0.00 0.
015-1091-060 | No [DFS DTSBURSEMENTS 61,594.67 GIBATET | I3ee30 0.00 0.00 0.

< /’;\Aﬂt‘/— o, 3]

based on Ledger Date.

wl accumulated 3731708

Items listed by A/R Account.

Code "Lookup" Window

Search:

Throughout each of the Series 5 applications there may be master codes that must be

entered into a field on a screen. In most cases there will be an icon |ﬂ of a pair of
binoculars located to the right of the field. If you click on the binoculars, a "Codes Lookup"
window will be displayed, from which you can browse for and select a code.

Here is an example of fields with the binoculars icon for entering master codes in the
Professional Invoicing system.
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PR T DT Al

Project: 10086 CITY BANK - FORNEY

Description | Motes | Billing | G/L A

] o Click on the
Enter the Project Code, D escriphi biroculars, [ar stike

[ Thiz project belongs to the Loc the FB function key),

fiar the “Lookup"
window
Project Code: I:I
| : . _
I Client Code:  |010086 ﬂ CITY BANEK - FORH

POEBOXG
PO Murber: FORNEY T

Froject Tepe:

(® Regular () Master () Sub-Ordinate

Partner-n-Charge: m R G THOMSOM
Project Leader: m 006-T5H

=d Fiel g =
F —_|

= Code "Lookup" Window

All "Lookup” windows basically have the same characteristics and controls.
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*
L4

®
%

106
107
108
109
10ANH
10CHA
10EJR
10ELM
10FMC
10GGS
10GLC
1AM
1MPC
10LIR
10LMB
110
200
200000
200451
200A5R
200BFKL
200BKR
200CCL

E= OEE =8 =

106-Rk TS
107-RMATSM
108-RMATSM
109-RkATSM

& M HOLMES
CHAGUERD
EJROBIMSON

E L MaGUSIAK

F 4 CAMCINO

G G SOREWSEM

G L COMRAD

J A MCDOMELL

J P CASEY
LalRA L ROBIMSOM

L t4 BOMILLA,
T10-RMATSM

200 - DMA,

DOCUMENT RESOURCES
ASSUMED MAME-LOCAL
ASSUMED WAME-REMOTE
BAMERLPTCY-LOCAL
BAMERUPTCY-REMOTE
CT% COURT RECORDS-LOCAI

—_
=
FE

—_
=
44

GoTo Key:

Select a particular code by navigating to it in the window and double clicking the
row, or clicking the Select push button

To exit the Lookup window without selecting an item, click on the Cancel push

button

» A Search window may be activated by clicking on the |ﬂ binoculars icon

Move through the codes in the window by clicking on the grid navigate bar icons
(on the right), or the cursor up/down keys, or the Page Up/Down keys.

If you know the 1st few letters of the code you are wanting, you can type these,
and the grid will redisplay showing the item closest to the Goto Key that you have
typed. (To reset the Goto Key string, strike the ESC key, of click the Reset

pushbutton).
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[i08 108-RMATSM * 40
109 103-RMATSM 40
10AMH  |& M HOLMES 10 —
10CHA |CHAGUERO 1o
10EJR E JROEINSON 1o
10ELM  |E L MAGUSIAK 1o T
10FMC  |F M CANCING 10

10GLC |G L CONRAD 10 -

T0JAM  |J 4 MCDONELL 10

10JPC  |J PCASEY 10

10LIR  |LAURA L ROBINSON 10 .

10LMB  |L M BONILLA 10
110RM/TSM

2002000

GoTo Key: 10G

= G/L Account "Lookup" Window

For "Lookup" windows offering a G/L Account to be selected, a similar window with the
same characteristics and controls is displayed.
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I B B

0725-95-001700-00-300
0725-99-000355-00-100
0725-99-000355-00-200
0725-99-000355-00-300
0725-99-000355-00-400
0725-99-000355-00-900
0725-33-000360-00-100
0725-99-000360-00-200
0725-99-000360-00-300
0725-39-000360-00-400
0725-99-000360-00-900
0725-99-000365-00-300

07320-90-303020-00-400
0730-95-10101 2-00-100
0730-95-10101 4-00-100
07320-95-101016-00-100
07320-95-101017-00-100
0730-95-101018-00-100
07320-95-20201 2-00-200
0730-95-20201 4-00-200
0730-95-202015-00-200
0730-95-202022-00-200
0730-95-202023-00-200

™ F/A Accounts Lookup

Praojrct Expenze-F & D
Travel & Entertainment
Travel & Entertainment
Travel & Entertainment-168
Travel & Entertainment
Travel & Entertainment
[Itilitiez

[tilities

[tilities x
[Itilitiez
Itilities-Corp O/H
tilities-168 —

Fayroll-Cahuenga-Syndication
Paproll-T-Guest Swios y T
Paproll-T'-0p's &dmin

Fayroll- T'-Post Coordinators
Paproll-T'-Account banagers
Payroll-T'-Reception
Payroll-Studio-Guest Swes
Paproll-Studio-0p's Admin

Jze F10-80-202153-00-200 anly
Payroll-Studio-Clent Swos
Paproll-5tu-Client Ser Rep-wB

GoTo Key:

0720-00-300000-00-===

The main difference is the entry of the GoTo Key:

®
L4

*
L4

@
%

As each numeric digit is entered, the system will attempt to redisplay showing the

closest Goto Key account

For systems with more than one G/L Account Main segment, enter either the
Space-Bar, or the "-" character to indicate entry of the next Account Bank segment

Only the G/L Account Main number is recognized. Don't bother trying to enter the

Profit Center portion

In the above screen example, you could have entered 730- or 073090 to have
the system position itself in the grid as shown

Once the number of digits in the G/L Account's Main number has been entered,
the GoTo Key fields is cleared, and a different number may be started
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3.4 Date "Lookup" Window

Throughout the Series 5 applications there is the need to enter dates. With each date entry
field there will be an icon J of a calendar located to the right of the field.

odbu.

bt Amount: § |

Ledger Date: |2229208 /| =

wument Date: (2292081 |5

Original Trs Entry A eference Fields:

ﬁ Code;

If you click on the calendar, a "Date Lookup" window will be displayed, from which you can
choose a date.

= Date entry "Lookup™ Window

Here is the "Date Lookup" window.

Select Ledger Date

Feb 2008 Feb v| 2008 v |
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 ] [+ i g ]
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 |
li
Y'ear kdanth
[ [1].4 ] [ Cancel ]

% Select a particular date by double-clicking it on the calendar

% Select a particular Month or Year by selecting it from the given drop down list
fields

% Move to the next or previous Years and Months by clicking on the navigate buttons
at the bottom
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% Exit without selecting a date by clicking on the Cancel push button

Date Range "Lookup" Window

Throughout each of the Series 5 applications there may be a need to enter a range of dates.
In most cases there will be an icon J of a small calendar located to the right of the fields.

Here is an example of selecting a range of Ledger dates in one of the G/L system's functions.

Display Filters

Set GSL Tranzaction Selection Filters __.

G/L Transaction Select Filters

Tranzactions for thiz function will be included bazed on whether their  respective fig

~ Yfith Ledger D ate: With Document |

8 ﬁ"ﬂ:lusive Hebeen: el "o
373170 E

Entered as:

Credits

If you click on the calendar, a "Date Range Lookup" window will be displayed, from which
you can enter the starting/ending dates, or choose from a variety of different date range
possibilities from a drop down select field.

= Date Range "Lookup" Window

The window for entering a range of dates, (or selecting one form a drop down list).
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W Select Ledger Dates Date Range

[Crert vior TN To
|?J'I]1J'I]B ~o 431708 3

[ <= Priar Manth ] [ MHext Manth =» ]

[ (1].9 ] [Ean-::el]

You may choose, or set, a given date range using a variety of methods:
< Enter the dates in the From and To fields

% Click on the little calendar icons to have a calendar displayed from which a data
can be chosen

% Click on the Prior .... or Next .... push buttons to adjust the dates accordingly

% Choose a particular date range from the drop down list
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™ Select Ledger Dates Date Range

Current kanth w From:

ALL Dates F/01/08 | o

To:

Nnne e

D ates Entered

Earlizst-To-Date
Today

[ <= Pnar Manth ]

[ MHext bonth = ]

Cument Week,

Current b anth [

[ Cancel ]

Current Maonth Last vear
Current Quarker

T\ Current Quarter Last Year  JipE
Current YY'ear

—{ Month-To-D ate
CQuarter-Tao-Date
At rear-ToDate

Year-To-Date Last Year
Year-To-Maonth

Y'ear-To-tonth Last Year M
Last Week —

Last bonth I i
Last Quarter

Last ear :|
Last 12 Months

Last 12 Quarters
Last 12 Years :I

pta 3 %Ts Ago

LILL=2L PO L L W) | | e | Ll T congidered. ]

“liina,
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4 Starting and Using the W/M System

In order to use any of the Series 5 system applications, each user must go through a sign-on
process.

The following steps are required.
1. Signon using the users assigned User Code and Password.

2. Select the Company System that is to be processed. (If only one Company system
is defined, then this step is not required).

3. From the Main Menu screen, click the WEB Access Management icon.

4.1 User Logon

Each user must first log in to use any of the Series 5 applications.

Key Information

Your Systems Manager, or designated "Gate Keeper"
must first create a User Profile before anyuser can
sign on to the system.

&+ User Logon Screens

1. Click onthe Series 5 application icon that has been set up on your desktop.

£a
SEFIES S

2. Enter your User Code and Password. If setup by your Systems manager, the
Username Code will default to that defined by the SHSI_USER_NAME DOS
Environment Variable.
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L] SHsI Series V Main Menu o |B] K

-

SHSI Series ¥ Accounting Systems

User Legon

Username : ||_|5E|=| |

|_ 0K | | Cancel |
Copynght [c] 2001 - 2010

SENTINEL HILL SOFTWARE INC.
For support dial: (800) EE3-8354

You must enter the correct password to get into the system.

You will have five attempts at entering the correct Username and
Password combination

Your Systems Manager may have established the rule that passwords
must be renewed at some interval of time. (ie., every 3 months). If this is
the case, the system will warn you 21 days ahead of time, that you will
need to change the password. If it has expired, you will have to contact
your System Administrator, or your Gatekeeper to set up a new password
for you.

3. Ifyou have defined more that one Company System, select the company to be worked

with:
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Select Company System

Code - |5H5| I v| Sentinel Hill Software Inc.

[ 1] 4 ] | Cancel

= Defining a New Password

On occasion, you may be required to define a new password. You can have your Systems
Manager, or the designated Gate Keeper assign you a new password, or you can do that

yourself.

1. From the Main Menu's menu bar, click on My Own Setup, and from the drop down
menu, click on Change My Password. The following screen will be displayed:

Define my new Password

New Pazsword: m Cancel

2

Confirn New Pazsword: _‘

Pagzwords musgt contain at least 8 non-zpace alphanumeric characters,
with at least one being a numeric digit and one an alpha character.
"o cannat uze the same password you have had for the past 3 times.

2. Enter your old password
3. Enter your new password in both fields presented. There are a few rules about the
password you are allowed to use:
v" The password must contain at least 8 non-space characters
v' The password must contain at least 1 numeric digit and 1 alpha character
v"You cannot use the same password that you have used for the last 3 times
v" The password will time-out after a pre-determined period of time. (As setup by
your Systems Manager)

v If you fail to enter the password correctly after a number of tries, (as setup by
your Systems Manger), you will be disabled from logging in. You will have to
contact your System Manager to have your profile re-enabled.
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4. Click OK to proceed.

Series 5 Main Menu

71

The Series 5 Main Menu screen provides each of the bitmap buttons for each application that

has been defined on your system.

&*# Series 5 Main Menu

Launch the W/M application by clicking it's associated graphic.
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Basic Processing Procedures

Throughout the Series 5 system applications, a variety of functions provide standard
processing options screens. These are documented in this chapter and it's related sub-
topics.

Background or Night Processing

Many of the Series 5 applications provide the ability to execute a number of their reporting and
processing functions in the background as a batch job. You might choose to execute an
application as a Batch Job so that your terminal may be free to be used for other activity, or
so that a report could be delayed to be executed in the evening when the demands on your
computer system are less. In order to process jobs in the background a PC terminal, running
Windows, must be dedicated to executing the Batch Job Processor utility.

Some of the features of Batch processing:

» Jobs may be queued to one of 5 different Job Queues
» Jobs may be queued with different Priorities

» Jobs may be queued to execute after a specified time of day (for Night
Processing)

» Jobs may be defined as "Re-Occurring” at a variety of time intervals

» A Batch Job Manager can control and/or change individual jobs waiting
to be executed

» Each Job has a Parameter Control file that can be edited
» Each completed Job has an Execute Audit Log file that may be viewed

» Multiple Batch Job Processor may execute simultaneously

The ability to submit jobs to execute in the Background Job Processor is a privilege granted to
individual users for each application's menu functions. It is also possible to define the option
that a given operation MUST be executed by the Job Processor; and alternatively, that the job
must execute after 6:00 PMin the evening.
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5.1.1

Selecting Jobs for Background Processing

Only certain jobs have been set up to optionally execute using the Batch Job Processor.
These are mainly functions that generate reports, or functions that need to be executed every

night, or those functions requiring extensive CPU processing.

Processing Note

Batch Processing is a feature that carried over from the days when processors were
relatively slow compared to today. As such, only a limited number of functions have been
set up to execute in this manner. Ifthere are anyfunctions that you feel should be revised
to execute in the Batch, please make your request to the development team at Sentinel

Hill Software Inc.

If an application has been set up for Batch Processing, then typically on the last screen used
to enter processing options, there will be a prompt at the bottom. Set the check box if you
wish to execute the job in Batch. If the user's access for the given menu item is set such that
the job must be executed as a batch job, the check-box will be set, and disabled.

Repart: ARAGING.RPT Print an 478 Aging Report .. ’

Report Dptions | Good/Bad Customers | Customer Selects | Demographic Selects | Print Options

Select where to have this report printed to. Y'ou may chooze any combination of the pozsible destinations.
Reports that are ‘Bchived' to the Reports b anager can be browsed or reprinted at a later date.

r Direct Generated Document(s) to: i 45

[¥] Archive to Reports Manager

Screen Browser

] Print Queue: Lines/Page

[]5ave to:

L

Save as:

r Fieport Header Uszer Mote:

[Thiz text will appear at the top of the 13t page and may be uzed $o pou can perzonalize your report).

< Back ] Il:leale Hepon] [ Cancel ]

—

If you set the Execute as Batched Background Job check-box, the following options
screen is displayed:

Execute az a Batched Background Job
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i

You have chozen to have this process executed by the Backaround Processar.
You can have it execute later, and/or you can mark. it az a recurning job.

Youmay select to

have the jgb JobName: [A/R Aging Report |
executed ina -
. . h - TIari:
different job queue Batch lueue: | BATCH_INPUT v | Y
O Low
Frogiam: |ARAGERPT | ) Hormal
kll O High

'a Scheduled Processing:
You also can

. Dielaved Pracessing Dielay Hors: = Minutes: =
designate to have [+ 1 o |-

this job execute on - Fordfter  6:14 PM ([Today)
2 re-0ccUrring
basis. or delayed

,\Uﬂ’[ll a specific ’rlme_j

ReOccuring. | yo v|

[ Cancel l

Once the OK push button is clicked, then the job will be submitted to the Job Batch Queue to
walit for it's time to be executed. In the meantime, you may continue with other functions, or
exit the Series 5 application totally. Notice that every job is assigned a unique number. This
may be used to track the job using the Batch Job Manager.

= Batch Execute Setup Field Definitions

Job Name X(30)

By default, is the name of the Report or Operation. The job may easily be tracked by the
Batch Job Manager using this name.

Batch Queue drop-list

The system provides pre-defined Batch REPORTING v

Queue names. Each job may be dispatched BATCH INPUT

to a particular queue to be processed. Your BATCH_INPUT _

System'’s Manager may have defined multiple
A - PRODUCTION

gueues, each with different execute priorities, NIGHT PROCESS

or on different processors.

Program

This field defines the name of the Series 5 program this is executed. It may not be
changed.

Priority radio-buttons
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5.1.2

The priority will determine how quickly the ® Low
batch request is executed. The default setting O Normal
is determined from the User's access -
properties for the given application. ©_ High

Delayed Processing check-box

Should you wish to have this job execute at some designated time of the day, set this
check-box. You will then be able to set the Delay Hours and Minutes. The delay will
default such that the job would executed after 6:00 pm today.

Re-Occurring drop-list

When a job is initially queued, you may set this Mo N
option to have it automatically re-occur at one No

of the defined intervals. After it eventually Hourly [9-5)

executes, it will automatically re-queue itself to Daily [Mon-Fri]
execute. Note that any date parameters or Every Day of the Week
filters associated to the application, will
automatically be updated based on the given
interval chosen.

Batch Job Management

The Batch Job Manager is available to each of the Series 5 applications. Whenever an
application's function is queued to be executed by the Batch processor, an entry is recorded
in the Batch Job file. The Batch Manager allows you to view the status of the job, put it on
Hold, have it re-queued, or even delete it.

Accessing the W/M Batch Job Manager

From either the W/M Main menu, or any application, select Batch Job Processing
from the File drop-down menu.
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&+ Batch Job Queue Manager Grid Screen

Maintenance and monitoring of the Batch Jobs is done with a Series 5 grid screen.
ﬁﬂ'

"Fast Buttons"

Manage Your Batch Jobs odity or Hold' jobs; or view their Erecution Log and/or Parameter
filez. Jobs are displayed in the order ‘s due to be executed’.
Hold Modify Delete |[[Job Params || Output Log Purge Select H I d P
l I I I | | | _ 0 ut a Hold on the
Refrash
| ) the selected Job
Job # User Company |[Pri | Scheduled After | Sys |[Job Name Stat Reocur
00000061 (USER UCC 050 | Mar 10/2006 10:18:17 AWM | Pl | Clear All Prior Selections Hold No . B
00000062 |USER ucc 050 | Mar 1072006 111911 AM | Pl | General Select for Biling Done  |Mo * MO d Ify MOdIfy the
00000063 |USER ucc 050 | Mar 1042008 11:1%:36.8M | Pl |Print Prednvoicing Report Done Mo propertles of the
USER UCC 050 | Mar 10/2006 11:13:57 &AM | Pl |Generate Invoices Done Mo [ .
00000065 |USER Uct 050 | Mar10/2006 11:52254M| P |Print "Proof” Invoices Done  |No Selected JOb
00000066 |USER ucc 050 | Mar 10/2006 17:52:44 AM | Pl |Print/Post Final Invoices Done  |No 2
00000067 (USER uCC 050 | Mar 10/2006  1:17:27PM| Pl |PostInwoices to /R Batch  |Done [No
00000068 (USER ucec o 050 | Sep 08/2006 122717 PM| Pl |Load UserwIP/Recap Charge W ait No =

Delete |Delete the selected
: Job

Job |Display and edit the|
Params |Job's execution
Jobs are listed in the order that they will be processed. e g param eters with
Notepad

Output [View the output log
Log |9enerated when

the selected job

was executed.

Purge [Have those jobs
satisfying a number
of filters deleted
from the system
Select |[Set filters for the
items that are
displayed in the
grid

= Modifying a Job in the Batch Queue

1. Inthe grid, navigate to the row listing the job that is to be modified.

2. Double-click the row, or right-click the row to have a drop-down menu displayed, then
click Modify, .... or just click on the Modify button in the "Fast Button" frame. The Job's
properties screen will be displayed.
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'm Batch Queue Job Maintenance |_|E]E|

Job #: 0000D0D06G2 - Modify the Properties of

Froperties | Command Line |

Jobs may be regcheduled to be executed at a different ime and priority;
And they may also be marked as Re-Occuring,

JobMame:  General Select for Billing Swsterm: Pl
Submitted By:  USER Company:  UCC
Program;  BILLSELECT

BatchQueue: | BATCH_INPUT ~ +|

Pricrity:
v| ’V Crlow & Nomal O High

Re-Occuring: | No

r Queued for Execution;

On 310706 ] el a [iT] 18] AM [ Reset Status to WAITING'

r Last Executed:
O Friday, March 10/2006 at 1:22:37 PM

" Updat %[ Cancel |

3. Edit any given field as required. Note in particular, that if a job has been placed on
"Hold", or if it has completed, you can click on the Reset Status to "WAITING" check
box, and the job will be executed at the next opportunity after the specified execution
time.

4. You can also view and edit the system command line that is used to launch the
particular job. This is the shell or Command Prompt command that is issued. YOU
SHOULD NOT NORMALLY EVER NEED TO EDIT THIS COMMAND LINE.

5. Click the Update push button at the bottom of the screen.

= Batch Job Properties Screen Field Definitions

Batch Queue drop-list
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The system provides pre-defined Batch REPORTING v
Queue names. Each job may be dispatched BATCH INPUT

to a particular queue to be processed. Your BATCH_INPUT
System's Manager may have defined multiple
gueues, each with different execute priorities, EPEDHDTUEESEESS

or on different processors.

Re-Occurring drop-list

A job that has already completed, may be set No 3
up to have it automatically re-occur at one of No

the defined intervals. After it eventually Hourly [9-5)

executes, it will automatically re-queue itself to Daily [Mon-Fri]
execute. Note that any date parameters or Evety Day of the Week
filters associated to the application, will Monthly
automatically be updated based on the given

interval chosen.

Priority radio-buttons

The priority will determine how quickly the ®  Low
batch request is executed. The default setting O Normal
is determined from the User's access o i
properties for the given application. High

Queued for Execution - Date and Time (mm/ddlyy)

You can set to have this job execute at some designated time of a particular date.

Reset Status to "WAITING" check-box

If a job has completed, or if it has been placed
"On-Hold", then you can reactivate it and have
it execute again. (Depending on the function,
you may have to re-edit the Job Parameters
to set up correct dates of report options).

= Grid Display Search options

You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Job Name
= Job Number
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= Grid Display and Purge Filters Screen

If your company makes use of Batched Jobs, over a period of time you may have a great
number of Job History records. You can limit the number of items that are displayed in the

grid. The same filter fields are also available to the Purge function.

1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.

'®m Batch Queue Job Maintenance

Batch Job P-U-R-G-E Selection Parameters:

Enter the appropriate parameters to select thoze Jobs that are to be deleted.

~ Batch Execute Queye:

) all
() Selected

~ Suztems:

OFA
) Selected N
~ Execute Date:

~ Compary System:;
@l | | o) P |
N

) Selected Sentine! Hill S otbware Ine. () Selected Ta

| ok | [ Cancel |

2. Set the applicable filters
3. Click the OK push-button. The grid will be redisplayed showing only those reports

satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be listed.
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Company System radio-buttons & drop down list

Click the All button, or the Selected button with a specific Company for which job
records are to displayed or processed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
generated and processed by by the selected queue will be listed.

Execute Date radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those jobs that
executed within the range of dates entered will be listed.

= Putting a Job "On-Hold"

If a job has not yet executed, and for whatever reason, you want to put it on hold, you can do
so. (Perhaps to change a parameter or priority).

1. In the grid, navigate to the row listing the Job to be put on-hold.

2. Right-click the row to have a drop-down menu displayed, then click Hold, .... or just
click on the Hold button in the "Fast Button" frame.

3. A hold verification screen will be displayed. Click the Put On Hold button to proceed.

4. The Job's status will be set accordingly.

5. To re-activate the Job, you will have Modify it, and click the Rest Status to "WAITING"
check-box.

= Purging old "Completed" Job Control Records

Over a period of time, your users may have generated a great number of Job records. If you
wish, you may delete them to reduce the overhead, make available more disk space, or just

to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all those jobs satisfying the
selected filters.
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5.1.3

The Batch Job Processor

In order to process any Web Access Management function jobs that might have been queued
to be run in the background, or at night, a PC terminal running Windows must be dedicated to
executing the Batch Job Processor utility. This is basically another Series 5 program that
gets launched from the Batch Job Management function.

Some of the features of Batch Processor Utility:

» The Processor Utility is launched from the File drop-down menu from
the Batch Job Manager

» Multiple instances of the Processor Utility may execute at the same time
on different client terminals

» Each Processor Utility may be set up to service jobs sent to a particular
Batch Execute Queue

» Each Processor Utility may be set up to service jobs generated for a
particular Company Systems

» Each Processor Utility may be set up to service jobs generated for a
particular application

» An Execution Log screen is available that displays the last 10 jobs that
have executed

» The window within which the Job Processor executes can be toggled
between two sizes. In Expanded mode it shows the details and log of
executing jobs; In Brief mode, it just shows a small general status
screen

= Launching the Series 5 Batch Job Processor Utility

From the Batch Job Manager screen:

1. Click on Start Batch Processor from the File drop-down menu. A prompt will be
displayed confirming the launch of the Job Processor.
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¥ Batch Queue Jobs Manager
Edit Wiew ShowMe Help

Queued Batch Job Service Handler

Properties

Stark Batch Pro

Terminate Batch Processor,.. -

Purge Campleted Jobs...
Edit Selection Options. ..

1 00000061 - Clear All Prior

Exit

All eligible jobs For the Company and Batch Execute Queue that you
will select will be executed From this kerminal.
Are vou sure you wish to proceed 7

2. Click the Yes button, then the Job Service Handler screen will be displayed and
you will be able to set a number of filters that are used to select particular jobs that
are to be accepted. (By default All jobs will be processed).

@ Queued Batch Job Service Handler

- 0[X]

for Comparny: Al

| Processing Status | Execution Log | Job Select Filters Status: Initializing
~ Spztems: Batch Execute Queue;
& al [OF]
() Selected () Selected

— Company System:

) Selected

® | ﬂl

’_ OK &l Quit Servicing Requests J

3. Click OK and the Job Processor will trundle off and wait for a job that it can

execute.

Processing Note
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The Batch Job Processor, when launched, is executed as an entirely new task in it's own
window. You can switch back to the Batch Job Manager window, exit that, and do
whatever you please without disturbing the Job Processor.

= Processing Status Tab Screen

As jobs are executing, you can view their status on the Processing Status tab screen. It
displays the jobs that is currently executing, or the last job that was executed.

"8 Queued Batch Job Service Handler IZI@I@

Batch Queve: ALL for Company;  ALL
for System:; ALL

Processing Status | Execution Log | Job Select Filters Status: - Executing Job # 00000075
EXECUTING THIS JOB
There are 0 job[s] waiting to be executed.
1 Jobs have executed so far. k
Executing: L
Job #:  DDDDODO?S Syztem: AR
Job Mame:  AZ/R Aging Report Compary:  PCA
Submitted By:  USER FRe-Occuring. Mo
Started at:  10:07:09 PM Elapsed time: 22 Hrz 7 Min 21 Sec
Switch to Brief Display l [ Quit Servicing Requests

= Execution Log Tab Screen

Atable is kept displaying the last ten jobs that have executed since the Job Processor has
started.
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"™ Queued Batch Job Service Handler IZII:JE

Batch Queve: ALL for Company: ALL
for System: ALL

Processing Status | Execution Log | Job Select Filters Status: Waiting

Here are the last 10 Batch jobs that were executed fram this Execution Seszian

Job # |zer Job Hame Syz | Compaty Finizhed
00000075 | USER A/R Aging Report &R | PCA Jul 15/2008 10:07: 26

N

Switch to Brief Display l [ Quit Servicing Requests

= Job Processor "Brief" Window

If you are not interested in view the progress of the batched jobs, you can switch the
window to a "Brief" display. From which you can switch back to an "Expanded" display.

o

| Queued Batch Job Service Handler

Statuz: W aiting

Stated:  9:50 pm on Tuesday. July 152008
Total Requests serviced: 1

[] Show the detail for requests being serviced
Enable Might-Time Hibernation [17:45 pm - 5:30 am)

[ Switch to Expanded Display Quit Servicing Requests

= Job Select Filters Screen Field Definitions

Systems radio-buttons & drop down list
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Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be executed.

Company System radio-buttons & drop down list

Click the All button, or the Selected button with a specific Company for which job
records are to be executed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
submitted to the selected queue will be executed.

5.2 Datalmporting and Exporting

In several Series 5 applications, the ability to import or export data from/to external sources
has been implemented. There are standard import/export data screens that are displayed.

A number of different data formats are supported. These include:
» MS Excel Workbooks
» Tab Delimited Text
» Lotus Text (Comma Delimited with quotation marks)
» Slash "\" Delimited Text
» CSV Text (Comma Delimited)

5.2.1 DataExport Functions

Many of the Inquiry and assorted master Code Maintenance menu items offer the ability to
export data.
When selected, the following options screen is presented:
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] A/R Open ltem Inquiry o 50 e

Cuztomer: 000224 JPMORGAN CHASE BANK-LIEM Export Open ltems to Spreadsheet ...

Export Options | About Exporting

Select the Directory and Filename of the file that vour data is iz to be Dutput to.

Yau may alzo zpecify the format of the file and whether output iz appended to an existing file or nat. _ng
r COutput To
File Type: |EXCEL 2007 Workbook |

Eolder: |[Z:'\Usms\Lan}l\D ocuments\SHSIAUCC |

Filename: |Cust_l]l]l]224_[l penltems.XL5X Browse |

i
i, *.‘m—...}

= Selecting Export Format Options

Normally, the Export Options screen will be presented with all fields defaulted for the
particular application and function. However, you may want to revise the format of the output
data and where it is to be generated. The following steps may be taken:

1. Determine the format of the data to be output. From the drop down list select from the
following:

Data Input Format Comments

An Office 2007 or 2010 MS Excel workbook is opened,
.-+ EXCEL 2007/2010 |and data is output directly to the 1st worksheet's
Workbook designated rows and columns. A maximum of 950,000
rows may be output to each sheet.

An Office 2003, or earlier, MS Excel workbook is
-+ EXCEL 97-2003 opened, and data is output directly to the 1st

Workbook worksheet's designated rows and columns. A

maximum of 65,530 rows may be output.

The output columns of data are separated with the
= Tab Delimited Text/<tab> character. A maximum of 65,530 rows may be
output.

The columns of data are output separated with a

—+ CSV Comma : o
comma <,> character. Strings are output within the

Delimited Text
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double quote, <">, character. A maximum of 99,999
rows may be processed.

« 20/20 Text

Formatted for an older spreadsheet utility.

- Lotus Text

The columns of data must be comma separated with
quotation marks around each field.

«+ Slash Delimited
Text

The columns of data must be separated with the "\"
character.

2. You may then select the folder to which the file is created and the name of the file. You
can click the push button to locate or change the location.

= e W UTRGaGwe

dider: |E:\Dncuments and Settingsilarry Carlzen\My DocumentsASHSIAUCE F#

*=NAMmE: |EL_.A-::t:uunts.XL5

; -

| Browse i

(%) Re-Create ) Append

gl e,

Thin Client Processing Tip

If executing as a Thin Client user you should select output as Tab Delimited Text. Over a slow network, output
to an Excel Spreadsheetis disgustingly slow. If you want the output to be on your PC, then make sure that the
"Thin Client" Unix Home Page in your User Logon Profile contains a path on the UNIX server. (Files are
actually 1st created on the UNIX server, then copied to the PC client).

= Field Definitions

File Type:

Select the file type that is to be generated. This field will default to the type that is defined

drop-down list

in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).

Folder:

X(90)
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Enter the name of the directory folder to which the exported data is to be written to. This
will default to the directory path defined in the Users Logon Profile established by your
Systems Manager. You may click the Browse button to select a different folder.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Folder field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Folder field before clicking the "Browse" button. Setting the Folder field blank, or to a path
that does not have a drive letter designation, would result in only being able to browse
descendants of the user's default working directory.

Filename: X(50)

The filename will default to a name applicable to the type of data. You may change if you
So desired.

= About Exporting Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).
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‘" A/P Distributions Inquiry

Export AP Distributions to Spreadsheet & Optionally email to recipient ...

| Export Filters | Export Options | About Exporting

For wour information ... The following Spreadsheet Output fields are ge
Column Field Format
bl Aot Main 1 93
B Acct Main 2 q74]
E Acct PfCr 9(5]
F Lgr-Date kMDD
G Daoc-Date kMK DDA
H Amount -35,933,333.33
| Type #[d]
J Project =[10)
K. M arrative (3]
L Ref-Batch #[B)
ki Ref-Doct q[10)
M Ref-Code #[6]
] Wendor-M ame -39,933,935.99
P Currency A
0 Exch Rate 99.93393
5] Faoreign Amt -35,933,933.93

R,

The codes displayed under the Format column indicated the type and size of the data. Here
are some examples:

Data Format Comments
—+ X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
-+ MM/DD/YY 6 digit date in mm/dd/yy order
- -9,999,999.99 signed numeric amount with 2 decimal places
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5.2.2

- 9(8)-9(5) GIL Account # 999999999999999999-99999

- S9(9)

signed 9 digit integer

Data Import Functions
Many of the Inquiry and assorted master Code Maintenance menu items offer the ability to

import data.
When selected, the following options screen is presented:

L] A/R Open Items Load

Import Open Items from Spreadsheet ... with Doc # Remap Report: REMAPARDOC.LST

Import Bemap Option | Print Options Import Options | About Importing

Select the Directory and Filename of the file that iz to be Input.
Yau may alzo zpecify the format of the file. _L?

r Input From:

File Tvpe: | EXCEL 2007 Workbook ~|

Eolder. |E:\U sersiLanyiDocumentsASHSINUCC |

Eilename: | AR_Dpenltems_In.XL5¥] Browse |

L

S ol s B g G e L ae e J_r..!""'“ —_— o ,.__---.j

= Selecting Import Format Options

Normally, the Import Options screen will be presented with all fields defaulted for the particular
application and function. However, you may want to revise the format of the input data and

where it is to be loaded from. The following steps may be taken:
1. Determine the format of the data to be input. From the drop down list select from the

following:
Data Input Format Comments
- EXCEL 2007/2010 [An Office 2007 or 2010 MS Excel workbook is opened,
Workbook and data is read directly from the 1st worksheet's
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designated rows and columns. A maximum of 950,000
rows may be processed.

An Office 2003, or earlier, MS Excel workbook is
= EXCEL 97-2003 opened, and data is read directly from the 1st

Workbook worksheet's designated rows and columns. A

maximum of 65,530 rows may be processed.

The input columns of data must be separated with the
- Tab Delimited Text/<tab> character. A maximum of 65,530 rows may be

processed.

The columns of data must be separated with a comma
.-+ CSV Comma <,> character. Strings must begin and end with the
Delimited Text double quote, <">, character. A maximum of 99,999

rows may be processed.

-~ 20/20 Text Formatted for an older spreadsheet utility.

The columns of data must be comma separated with
~+ Lotus Text quotation marks around each field.

.-+ Slash Delimited |The columns of data must be separated with the "\"
Text character.

2. You may then select the folder from which the file is to be loaded from and the name of the
file. You can click the push button to locate or change the location.

ik From; S—

“2Ivpe; | EXCEL Worksheet v

Folder: |E:"\Du-::uments and SettingsiLarmry CarlzentMy Documents\SHSILWUCC |

Fone. [AR_TaxCodes_In.XLS | Browse f

P,

Thin Client Processing Tip

If executing as a Thin Client user you will appreciate considerably faster processing of large data files when
you process inputas Tab Delimited Text. Over a slow network, inputto an Excel Spreadsheetis disgustingly
slow. If loading the input from your PC, then make sure that the "Thin Client" Unix Home Page in your User
Logon Profile contains a path on the UNIXserver. (Files are actually 1st copied to the UNIXserver, then read

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



94 Series 5 Web Access Manager- User Help

into the system).

= Field Definitions

File Type: drop-down list

Select the type of data that is to be loaded. This field will default to the type that is defined
in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).

Folder: X(90)

Enter the name of the directory folder from which the imported data is to be read from.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager. You may click the Browse button to select a different folder.

Filename: X(50)
The filename will default to a name applicable to the type of data. You may change if you
so desired.

= About Importing Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).
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® Tax Codes Maintenance

Import Tax Code Information:

Import Options | About Importing

For your information ...

when loading Tax Codes from spreadsheet, you may
specify pre-defined Proceszsing Directives in column 1:

*BADDZ - All Tax Codes for rows following will 15t be deleted. then updated wit
%DELEX - All Tax Codes for rows following will be deleted from the A/R system.

Column Field Format
1 Tax Code #[B]
2 Dezcription w[30]
3 Perzentage 93,939
4 Liability Acct [Bank 1] 90
] Liability Acct [Bank 2] a0
B Liability Aicct [Bank 3] 9[k]
7 Liability Aot P Clr 9(5]

The codes displayed under the Format column indicated the type and size of the data. Here
are some examples:

Data Format Comments
- X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
- MM/DD/YY 6 digit date in mm/dd/yy order
.~ -9.999 999.99 signed numeric amount with 2 decimal places
- 9(8)-9(5) G/L Account # 999999999999999999-99999
- S9(9) signed 9 digit integer
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5.3

53.1

In some of the import functions, you can specify a Processing Directive in column 1 of your
input data file. These are basically commands that direct the system to process the rows of
data following in a special way. These commands are typically only provided for the input of
Master Code records.

Pseudo Command Comments

If the data record being input is already defined on file, it
is 1st deleted. Then a new record is written with the

- %RADD% data loaded. (In some cases, the record being written
may have other fields that would be initialized when the
new record is written.

Once a Master Code is identified, the associated record
= %DELE% on file is deleted. No data is subsequently input.

Record Processing Filters

In each Series 5 application, there is normally a primary Master Code or Transaction that is
typical to most reporting and query activities. As such, in these functions, there is usually a
screen that displays a number of fields associated to the Master Code or Transaction that
may be set in order to limit the records or transactions being processed.

These filtering or selection screens provide the ability to select all codes, ranges of codes, or
selected codes of the assorted Master Codes. In the Web Access Management system,
each of the Web User have a primary Customer to which they belong. As such, both the
Customer and the Customer Demographics are presented as filtering screens in a number of
functions.

Customer Filters

Most reporting and inquiry functions available in the Web Access Management application,
are based on the A/R Customer Master record. These routines provide the operator an
opportunity to set filters such that only selected customer are reported or inquired. The
following screen is presented where applicable:
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Report: Frint a report listing the Customers currently on file using assorted selection criteria,

Report Dptions | Customer Select Filters | Demographic Selects | Print Oplions

Customers for this report will be included bazed on whether their iespective fields match the selections made below.
- Inlcude Customers Based Or:

-~ ‘ Custamer|(s):

Click 1o have a window Customer Status: Credit Rating Code: Email Status:

) . ) @ Al
displayed from which specifc P | OSckded %g"l = gg” . %E\”I =
kil Active n nly Enables

Custorners may be selected OARange O DrlyCanceled | O OnSTOP ) Only NOT Enabled
o B ™\ Customer Type(s]

Click to have a windows oF] Inlcude Customers Matching:

displayed from which specific | O Selected Ciy: | | St [

Custorner Types may be O & Range Country: | |

selected
~ A Frimary Phone firea Code, I:l
- - Sales Representativels):

Click to have a windows @Al Tan Codes:

displayed frorm which specific P O Selected Tax1 e Tax2 |: i

Sales Reps may be selected © 4 Range
\ J

Sales Ternitary: l:l i}
[ Fields left blank are MOT considered in the selection process. |

In particular, for Customers, Customer Types and Sales Reps, you may choose to provide
filters for Selected Codes or a Range of Codes. If the A Range radio button is clicked, then
enter the starting and ending codes for the range of items that are wanted on the report. It
the Selected radio button is clicked, then a window will be displayed from which you can
select codes that are to be reported.

= Field Definitions

Customer(s) radio-buttons
Click to include all, selected or a range of Customers that are to be processed.

® Al All Customers are considered

O Selected A window is displayed from which specific items may
be chosen

C A Range Specify a Starting and Ending Customer Code for a
range of items to be processed

Customer Type(s) radio-buttons

To consider only those Customers that have been assigned as being a particular
Customer Type, click to include all, a selected or a range of Types.

@ Al All Customers are considered regardless of Type
O Selected A window is displayed from which specific items may
be chosen
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C A Range Specify a Starting and Ending Customer Type for a
range of items to be processed

Sales Representative(s) radio-buttons

To consider only those Customers that have been assigned to particular Sales
Representatives, click to include all, a selected or a range of Sales Reps.

@ Al All Customers are considered regardless of Sales Rep

C  Selected A window is displayed from which specific items may
be chosen

O ARange Specify a Starting and Ending Sales Rep Code for a
range of items to be processed

Customer Status radio-buttons

To consider only those Customers that have been flagged as having a given Status, click
the appropriate radio button.

® Al All Customers are considered regardless of status

C Only Active Only those Customers whose status is Active.

@] Only Canceled Only those Customers marked as being Canceled will
be processed.

Credit Rating Code radio-buttons

Each Customer may have a Credit Rating status assigned to them. Consider only those
Customers with the status as clicked.

@ Al All Customers are considered regardless of Rating

O Different NamelOnly those Customers whose Remit-To Company Name is
different from it's own name will be processed.

O Different Only those Customers whose Remit-To address is different
Address from it's own address will be processed.
O Either Only those Customers whose Remit-To name or address is

different from it's own | be processed

Email-Status radio-buttons

To consider only those Customers that have or have not been enabled to have their
Customer Statements emailed to them.

® Al All Customer are considered regardless of status
©  Only Enabled Only Customers enabled for emailed statements are
processed

O Only NOT Enabled Only Customers NOT enabled for emailed statements
are processed
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with Matching - City X(25)

Select only those customers whose City matches that entered. Leave the field blank if it
is NOT to be considered as a filter.

with Matching - Country X(20)

Select only those customers whose Country matches that entered. Leave the field blank
if itis NOT to be considered as a filter.

with Matching - State/Province X(5)

Select only those customers whose State or Province matches that entered. Leave the
field blank if it is NOT to be considered as a filter.

with Matching - Primary Phone Area Code 9(3)

Customers have phone numbers. Select only those customers whose Area Code
matches that entered. Leave the field blank if it is NOT to be considered as a filter.

with Matching - Tax Code 1 X(6)

Customers are assigned a primary Tax Code. Select only those customers whose Tax
Code 1 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Tax Code 2 X(6)

Customers are assigned a secondary Tax Code. Select only those customers whose
Tax Code 2 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Sales Territory X(5)

Customers may be assigned to a particular Territory. Select only those customers
whose Territory Code matches that entered. Leave the field blank if it is NOT to be
considered as a filter.
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= Selecting Specific Customers, Customer Types or Sale Reps for Reporting

If you clicked to have Selected Customers, Customer Types, or Sales Reps from the
Customer Select Filters screen, then a window, similar to the one that follows, is
displayed. From the grid display on the left, double-click the items that are to be included
in the report, or query.

'-./-

-

Select G/L Account{s):

Select itemsz to be associated with:

Trial Balance

/03_

Ed

Available G/L Account{s]:

S W X, ¢

4\

4040-303

MHaon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Revenue
MHon-Duesz Revenue
Mon-Dues Revenue
Mon-Dues Revenue
Maon-Dues Fevenue
Mon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Aevenue

-Dues Revenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue

L1

A3

44

A
.

b

GoTo:

4040

al
7]

Select All --»

<= Clear Al

&dd -

<-- Bemaove

Selected:

00a0-105
noac-11a
0oag-200 -
00a0-205

4040-343
4040-352

4040-306 &

040340 *
11350

»

0000-203 -l

P

1] ! LCancel |

pane, that has already been selected.

Click to have "ALL" items selected or unselected.

@J button to have it unselected.

Double click an item in the left pane to have it included.

Search for a particular code by clicking on the |ﬂ binoculars icon.

Use the grid navigate buttons to move through the list of possible items.

The codes of those Items that have been chosen are displayed in the right pane.

4
Click on the vl push button icons to position to the previous or next item, in the left

When a particular previously selected item is highlighted in the right pane, click the
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8. If you know approximately the code that you wish to select, start typing it. As each
character is keyed in, the system will reposition itself to the closest matching item,
and redisplay the items in the left pane. As each character is typed, it will be displayed
as the GoTo string. To clear the GoTo string, press the <Esc> key on the keyboard.

Processing Tip

Selecting specific items in this manner requires more overhead when
processing. If possible, you should select a range of items from the
filters screen.

5.3.2 Customer Demographics Filters

As well as being able to set filters associated to the Customer Master records, you may also
set filters for the Customer Demographic codes that have been assigned to your Customer
Master records. These routines provide the operator an opportunity to set filters such that
only selected customers, based on whichever Customer Demographics have been assigned
to them, are reported or inquired. The following screen is presented where applicable:
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‘M Customer Maintenance

Repart: Print a report listing the Custamers currently on file using assorted selection criteria.

- [Bx

| Report Options || Customer Select Filters | Demographic Selects | Print I]plinns|

For a Customer to be included in this application, they must match  each of the Selections Criteria that you specify below.

— Company Sizels):

@ Al
() Selected

Geograph Fegion(s):

@ Al
() Selected

 Industry Code(s):

@ Al
() Selected

— Mazcot(z]:
CAT. FISH, PANDA.

[l

— SAS Level(z):

(@ 4l
() Selected

Bek | | N% [ Cance |

For each Demographic Code, you may choose to provide filters for Selected Codes or a
Range of Codes. If the A Range radio button is clicked, then enter the starting and ending
codes for the range of items that are wanted on the report. It the Selected radio button is
clicked, then a window will be displayed from which you can select codes that are to be

reported.

Point of Interest

Please note that the Demographic Codes are dreamed up by
you, the user. The screen here shows some creative, or
maybe not so creative, examples.

= Field Definitions

Xxxxxx Code(s)

radio-buttons

To consider only those Customers that have been assigned a particular Demographic
Code, click to include all, or selected codes.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 103

® Al All Customers are considered
O Selected A widow is displayed from which specific items may be
chosen

= Selecting Specific Demographic Codes

If you clicked to have Selected a code from the Demographic Selects screen, then a
window, similar to the one that follows, is displayed. From the grid display on the left,
double-click the items that are to be included in the report, or query.

Select Mascot(s):

Select itemsz to be aszociated with:

Customers for this Report

LMICOR

Available Mascot[z]: Selected:
[ACAT B CAT
DOG Dogs L FISH
SIFISH | Salmen o | ¢l PANDA -
LIOMS Liohz 'ﬂl
MOMEEY | bMonkey |
o | PAMDA  |Panda Bears

Mystical Unicarn

R,

Select All --»

113

44
44

.1

£ Clear Al

Add -

<-- Remaove

o 1% .
vl

Customers with codes that matches at least one of L 0
the 'Selected’ items will be eligible for incluzion,

-

] [ Cancel

1. Double click an item in the left pane to have it included.

2. The codes of those ltems that have been chosen are displayed in the right pane.

3. Search for a particular code by clicking on the |ﬂ| binoculars icon.

4
4. Click on the vl push button icons to position to the previous or next item, in the left
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pane, that has already been selected.
5. Click to have "ALL" items selected or unselected.
6. When a particular previously selected item is highlighted in the right pane, click the
¢-- Remove

button to have it unselected.

7. Use the grid navigate buttons to move through the list of possible items.

Processing Tip

Selecting specific items in this manner requires
more overhead when processing. If possible, you
should select a range of items from the filters
screen.

Report Generation and Printing

Most of the Series 5 applications generate reports or forms that need to be printed. The
system offers a variety of options for selecting the format in which reports are generated and
how they are actually to be printed. Reports may be generated as follows:

Viewed by the Series 5 Report Browser
Printed to a selected printer

"Archived" for later reference

Saved as an ASCII text file or MS Word file

Emailed to specified recipients

YV V V V V V

Any combination of the above

When a report is to be actually printed, any of the Series 5 defined Print Queues may be
selected. An unlimited number of Printer Queues may be set up by your System
Administrator. Each Queue has a variety of properties associated that means you can pretty
well print to any of your network defined printers using different fonts or margin settings.
(Refer to the chapter on Defining Series 5 Print Queues in the Systems Management
Help or manuals).
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5.4.1 Report Options Screen

When any kind of report or form output is to be generated, the following window screen is
displayed:

E Vendaor Type Codes Maintenance o e S

Feport: WENDTYPE LST Frint a lizt of the Wendor Tepe Codes cunently on file

Print Options

Select where to have this report printed to. v'ou may chooge any combination of the pozsible destinations.
Reports that are ‘Archived' to the Reportz M anager can be browsed or reprinted at a later date. _?

r Direct Generated Document(z] bo:

[v¥ Screen Browser [ Archive to Reports Manager
¥ Print Queue: [WPRINT3 WinPrint [Courier-10 Compress)

| ﬂ Standard Courier 10 pt [Compressed) I
FreCaptured Printer: [LASER_LAMD] - hp Laseret 1300 PCL & # of Capies: IZI I

¥ Save to: |C:\Users\Lalry\Ducuments\SHSI\PEA |

Save as: |MS WORD [Printed) j To Captured Frinter: Browse
|EanonPnltlat j
Send a copy to E-Mail Recipient; [ hp LaserJet 1300 PCL 6

r Report Header Uzer Mote:

|A list codes for Rembrandt |

[Thig tet will appear at the top of the T2t page and may be uzed =0 vou can perzonalize pour report).

Create ﬁepult! LCancel |

&+ Selecting Report Generation Options

Normally, the Print Options screen will be presented with all fields defaulted for typical report
handling. However, you may want to revise how and where the report is to be generated.
The following steps may be taken:

1. Determine where the generated report is to be directed. Click the appropriate check-
box. You may choose one or more from the following:

Output To Comments
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Screen Browser

Output is displayed to the screen using the
Series 5 Report Browser| ).

Archived to Report Manager

Output is saved as an "Archived" report. It
may be viewed and reprinted using the
Series 5 Report Manager!..1l. It will remain
on the system until purged.

Print Queue

Output will be directed to the selected
Series 5 Printer Queue. This may be any
printer that has been defined on your
network. When selecting to output to a
Printer Queue, you may select to have up
to 9 copies printed, (as long as that feature
is supported by your operating system,
and printer).

Saved to Disk as an MS Word
Document

The output is written to an MS Word
Document in the specified folder.

Saved to Disk as an MS Word
Document and printed

The output is written to an MS Word
Document in the specified folder. Itis also
printed to the designated Captured Printer
from within Word.

Saved to Disk as an ASCIl Text
file

The output is written as a text file to the
specified folder. This would be useful only
if you needed to parse the file with some
3rd party utility.

Saved to Disk as a PDF
Document

The output is written to a PDF Document
in the specified folder.

2. When selected to direct the report output to a Printer Queue, you may select a Series

5 Printer Queue from the drop down list. (The list will contain each of the printers
that has been assigned to the particular Company System that you are working
in). When the Print Queue has been selected, the system will echo the Description,

the Font, and if applicable, the network assigned printer name of the Captured printer.

v ucreen Browser v Arcrive w o nicpus Mar.ager
=
¥ Print Queue: [WPRINT3 - WinPrint [Courier-10 Comprezg]
L | J Standard Courier 10 pt [Compressed) !-—-"
‘ PreCaptured Printer: [LASER_LAND] - hp Laser]et 1300 PCL & m # of Copies: E
- — —_—

—

3. When selected to direct the report Saved To Disk you must select to save it as an MS

Word Document, an MS Word Document Printed, a PDF Document, or an ASCIl Text
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File. In either case you need to have specified the folder to which the file is saved. The
default is the directory that is defined in the Series 5 User's Logon Profile field labeled

as the User's "My Documents” folder Pathname. You can click the push
button to locate or change the folder where the file is to be stored.

| rigapluEu FTINGEE _anon_ooiol]  —ari..

Save to: |C:ADocumentz and SettingsiLany CarlsentMy DocumentsASHSIAUCC | j":'
-

! - Save as. | o wWORD (Printed) " To Captured Printer: ’

LASER_LAND +
‘ Send a copy to E-Mail Recipient [ | hp Laserlet 1300 PCL &

A

SEL

4. If saving to an MS Word Document Printed, then after generated, the document will
be printed from within Word. You will need to select a specific Captured Printer.
Captured Printers are defined by your Systems Manager using the Captured Windows
Printers maintenance function available from the Series 5 main menu under the
System Maintenance drop down sub-menu. (Refer to the chapter on Defining Series
5 Captured Windows Printers in the Systems Management Help or manuals).

Setup Tip

If you wish to be able to generate your reports as Word or PDF documents, your Systems Manager must have
defined pertinent variables in the AcuGT runtime configuration file. For simple reports you specifically need to

have set up the variable MSWORD-DEFAULT-SPECS. This defines whether the documentiis
generated as Portrait or Landscape, the Font Name and Font Size and an optional Template that might be

applied to the document when itis created. (Refer to the chapter Setting up for MS Word in the
Systems Management Help or manuals.)

If templates are used to format the output to MS Word or PDF documents, they must be installed on each
user's individual client PC. On Windows XP clients, these must be saved to the C:\\Documents and Settings
\<PC UserName>\Application Data\Microsoft\Templates folder. On Windows VISTA and Windows 7 clients,
these must be saved to the C:\Users\<PC UserName>\AppData\Roaming\Microsoft\Templates folder.

For users of Office 2003 the file must be named with a xxxx.dot extension. For users of Office 2007 or
later, the file must be named with a xxxx.dotx extension.

5. When a report is saved to disk, you may also select to have the generated disk file
email to a given recipient. Set the check-box accordingly. After the report is generated,
the window to send an email will be displayed. You can select the recipient(s), and edit
the text of the message and click the Send button to send the email.
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! File Edit ew Insert  Format  Tools  Ackions  Help

i :-95end | Accounts - -||A|B | =

This message has not been sent,

] |Iarryc@sentinel-hill.cum: |

|
e ]| R |

Subiject: Repart: TERMCODE.LST - 4:00 pm on 7/03/08 |
Attach... |TERMCODE.L5T.DOC (20 KE) | [ Attachment Cptions. ., ]

Attached to this emsil is the AR report TERMCODE.LST, as a
Microsoft WORD docuwment,

generated by USER at  4:00 pim on  7/03/03 for Company TCC.

Protected MS Word Documents

When reports of forms are output as MS Word Documents, they are generated in protected "Read-Only"
mode. If you really need to un-protectit, the password is SENTINELHILL.

= Field Definitions

Screen Browser: check-box

Set the check mark to have the report displayed to the screen using the Screen Browser
utility.

Archive to Reports Manager: check-box

Set the check mark to have the report output as an "Archived Report". This may later be
viewed and/or reprinted from the Reports Manager.

Print Queue: check-box
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Set the check mark to have the report output to a printer.

Print Queue: drop-down list

Select the the Series 5 Printer Queue to which the report is to be output to.

# of Copies: 9

When outputting to a Printer Queue, you may specify how many copies are to be printed.
You can print up to 9 copies. This is a feature that is offered only on Windows XP, Vista
and Windows 7, and is dependant on the type of printer and it's drivers. When multiple
copies are chosen, they are printed collated.

Save To: check-box

Set the check mark to have the report output to a disk file, or folder, on your system as
either an MS Word Document, a PDF Document, or a simple ASCII text file.

Save To: X(90)

Enter the name of the directory folder to which the saved-to-disk report is to be written.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Save-To field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Save-To field before clicking the "Browse" button. Setting the Folder field blank, or to a
path that does not have a drive letter designation, would result in only being able to
browse descendants of the user's default working directory.

Save As: drop-down list

Select to have the output saved as an Office Word document, an Office Word document
that is printed from Word, as a PDF document, or as an ASCII text file. If chosen to Save
to "MS Word Printed”, then you must select the Captured Printer to which the report is to
be printed.

To Captured Printer: X(12)

If chosen to Save to "MS Word Printed", then you must select the Captured Printer to
which the report is to be printed. This must be a valid network printer that was captured
using the Captured Windows Printers maintenance function available from the Series 5
main menu under the System Maintenance drop down sub-menu. (Refer to the Systems
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Management Help if required).

Send a copy to E-Mail Recipient: check-box

If chosen to save the report to a disk file, you may also select to have an email sent with
the generated disk file as an attachment. Set the check mark to have the report emailed.

Report Header User Note: X(100)

If you need to personalize the report, the text you enter here will be printed at the top of the
1st page.

5.4.2 Report Browser

When selected to direct a report output to the Screen Browser, or from the Reports Manager
you have selected a particular report, the Series 5 Report Browser screen window will be
shown.

H=3

® Report Browser

Fepot.  ARACOUNT.LST
|F‘age Tof 12 | Searchfor:l v| ﬁlﬂlﬁl | Go Ta Page: D@I@I
:‘j . =
Click for the Prior or Next =
Enter a string to be page o be displayed L
R searched for, then click
the hinoculars
A81-8116-848 - CHASE BANK GEHERA H ‘
A81-8286-848 - UISA Paymentech Clearind .
803-81868-048 - ACCOUNTS RECEIUABLE N Drrag the outer slide harto move
084-6108-040 — UNBILLED REVEMUE N through the pages of the repart
A84-8406-848 - THUOICED REVEHUE CONTROL H
A84-9006-848 - THUOICED REV ADJ CLEARIHNG H
B85-0188-8408 - UNBILLED REIMEURSABLE EXP ENSES 1]
B811-8657-868 - ALL FIRST BANK - DFS H
B811-86668-828 - FIRST UNION BAHK - DR H
811-8661-868 - FIRST UNION BAMK - DFS H
811-08698-040 -
811-8698-048 - DEPOSITS - ilien H
811-8782-848 - CHASE HOUSTOHW COUNTY SEARCH H
811-2628-868 - DE-SOS FILING-DEPOSIT H
811-2628-188 - DE-S05 FILIMNG-DEPOSIT H
B811-2821-868 - TX-S05 FILING-ACH H
B811-2821-188 - TX-S05 FILING-ACH H
811-2622-848 - MC-S05 FILIMG-ACH H
B811-2822-868 - HC-S0S5 FILING-ACH H
B811-2822-188 - HC-S05 FILING-ACH H
811-26823-868 - MO-S0S FILING-ACH H
811-2623-1808 - MO-305 FILING-ACH H
B11-2824-848 - MS-S05 FILING-ACH H
B811-2824-868 - MS-S05 FILING-ACH H
811-2624-188 - MS-S0S FILIMG-ACH H
811-26825-868 - AK-305 FILING-ACH H
B811-2825-188 - AK-S0S FILING-ACH H
B811-2826-868 — OK-SO05 FILING-ACH H
811-2626-188 - OK-S05 FILIMG-ACH H
811-2827-848 - UT-305 FILING-ACH H
B811-2827-868 — OK-SO05 FILING-ACH H
B811-2827-188 - UT-S0S FILING-ACH H
811-2628-868 - KY-SYS FILING-DEPODSIT H "
B811-2828-188 - KY-S0S5 FILING-DEPOSIT H —
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You may navigate around the report in number of ways:

Graphic or Control to click

Action

Slide bar to the right

Position to up or down through the pages
of the report. As you drag the slide bar, the
1st data line of each page is displayed at
the bottom of the screen.

Search for: | IMAGES VIEWED

Enter a search string. This may be text, or
a number as it would be printed in the
report. The drop down list contains
previously entered search strings.

|#4]

Search for the entered search string. The
page where the string is found will be
displayed, and the line containing the text
will be displayed in red.

| 4] ]

Search Forward or Backward for the
entered search string.

Go ToPage: |1

Display the select Page.

& @

Display the Prior or Next page of the
report.

5.4.3 Archived Reports Management

The Reports Manager is available to each of the Series 5 applications. Whenever a report is
generated, the operator may have chosen to direct the output to be "Archived”. These
archived reports may be viewed and printed using the Reports Manager.

Accessing the W/M Reports Manager

From either the W/M Main menu, or any application, select Reports Manager from

the File drop-down menu.
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W SHSI Series ¥ WEB Management

Inquiry  Operations Codes

Reports
Reports Manager,.. 5 '
Batch Job Management. ..

Exit

w& Web Access

=+ Reports Manager Grid Screen

Maintenance of the Archived reports

is done with a Series 5 grid screen.

= Viewing an Archived Report

All reports by USER You may browse ar re-print any of the following reparts.
i n n
Fast Buttons
] ] 1]
Seq#t [7]| System [Repoit Mame [][.] [Author Created [] Time| # of Pages Re-P rl n t Prlnt the SeIeCted
000183 Pl |P&YTEK_REVIEWJRN [USER June 15/2008(Thu | 21545PM 3 report
000184 Pl |PIARPOST.JRN USER Jure 15/2008(Thu | 22442 PM 12 -
000185 4R |SALES_000071JRM  [USER Jure 15/2008(Thy | 24821 PM 14
000187 Pl |PI_200606206 1INV USER June 20/2006 TI:Je 10:51:25 AM 21 B rowse Browse the Selected
000188 AR |ARACOUNT LST USER September 2342006 Fii 1:03:44 PM 12
000183 Pl |GENWIPTRXJAN USER k‘ December 05/2006| Tue | 12:57.06 PM 2 2 re pO rt
000191 Pl |PI_O71024_204540INY [USER October 24/2007|Wed | 84545 P 4
000195 Pl |PIUSERIFACJRN USER November 01/2007| Thu | 4:40:37 PM 21 H
000196 GL |STD_DRDISBOOJRN  |USER November 02/2007 | Fri 10:3331 &M 1 De | ete De|ete the SEIGCted
000197 Pl |PIUSERIFACJRN USER November 02/2007|Fri | 11:13.14 AM H 5 .
000198 Al |PILSERIFACJRN USER Noverber 2/2007|Fi | 11:32.31 A 2 Archived report
000200 Pl |PIUSERIFACJRN USER November 02/2007|Fri | 17:41:34 &M 2 LI
000202 Pl |PIUSERIFACJRN USER November 02/2007|Fri | 12:00:54 PM H
000203 Pl |GENWIPTRXJAN USER November 02/2007|Fi | 12:03.03PM 47 . PU rg e Have reports
000204 Pl |PIUSERIFACJAN USER November 0242007 |Fri 41533 PH 2 . .
000205 FI_|GENWIPTR<JRN _|USER November 2/2007|Fii | #17.05FM| 47 satisfying a number
Items are listed in order by Sequence Number. Search: for: Of fllters deleted from

the system

Set filters for the
items that are
displayed in the grid

Selection
S

1. Inthe grid, navigate to the row listing the report that is to be viewed.

2. Double-click the row.

3. The Report Browser| .11 window will be displayed.
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Process Warning

The "archive" report files are stored in a sub-directory under the folder specified to be used for the company's
data files. These files are notin any type of format that can be used, other than directly from the Reports
Manager utility.

= Re-Printing an "Archived" Report

1. Inthe grid, Navigate to the row listing the report that is to be printed.

2. Right-click the row to have a drop-down menu displayed, then click Re-Print, .... or
just click on the Re-Print button in the "Fast Button" frame. The Re-Print options
screen will be displayed.

'm Archived Reports Manager |:|@E|

6 page Achived AR Repor:  ARDIST_.RPT Created: Thursday, June 1572006 9:38 AM

Re-Pnnt Oplions

Select where to have this report Re-printed to. ¥ou may chooge any combination of the pozsible destinations.
You may alzo zelect a range of pages, and have the Archived Report deleted aftenwards.

r Direct Generated D ocument(z) to:

Screen Browser Archive to Reportz Manager

Prink Queue: WWinPrint [Courier-10 Compress)
v |WPRINT3 ¥|" Standard Caurier 10 pt [Campressed]

FreCaptured Printer: [LASER_LAMD] - hp Laserlet 1300 PCL &

[]5ave to: |E:\Ducuments and SetbingsiLarry Carlzen\My Documentsh\SHSIAUCC

Saveas: |MS WORD Document Browse

Send a copy to E-Mail Recipient

r Re-Print Options:

Re-Print from page: |1 | to: |E | k.
Delete the Archived Report after being printed 7 [ ]

[Heprint Report ] l Cancel ]

3. Enter the reprint options. Basically you can either print the report, or save it to disk as
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an MS Word or ASCII text file. Notice that you can also specify a range of pages that
are to be printed.

4. Click the Reprint Report push button at the bottom of the screen.

= Grid Display Search options
You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Sequence #
= Report Name

= Grid Display Sort options

You may choose to have the items in the grid displayed using a number of sorts. These
include:

By Sequence #

By System then Report Name

By Report Name Extension, then System, then most recent date
By the date created (with the most recent ones listed first)

To change the displayed sort order:

1. Click on the heading of the column of data which is to be used for the sort. Only those
columns with a [.] can be used. The column that is currently used for the sort has [*]

displayed.

YRR

— _ /_,..-— ——
Seq#t [] _l,lslenr Report Mame  [][.] |AGthor |, Created 1 ) Time | # of Pages
4R \WT.STIL’ﬂgEH by PR St 21549PM| 2,174

SALE S_DDDDEE.JHPT April 0242008 '\Wed 2:33:55 PM 5

000486

= Grid Display and Purge Filters Screen

Over a period of time, your users will probably be generating a great number of "Archived"
reports. You can limit the number of items that are displayed in the grid. The same filter

fields are also available to the Purge function.
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1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.

® Archived Reporis Manager

Archived Reportz Inquiry Selection Parameters:

Y'ou may specify selected parameters to limit the list of Archived Reports that are dizplayed.

~ Systems ~ Uzers:
Ol GL ® a8l |uSER
(*) Selected . ) Selectad
— Report Types: — Date Generated:
ol | JRN ~ Al From:  |4/01/08
(*) Selected (®) Selected Tax 6/30/09 =

— Report Mame(z] Matching Template:

I | [ Enter the name of repart(z] to be selected where "$"* matches any
character and a zingle """ may be placed befare and/or after the """ ta
match any string.  le., CASH®JRM *110507 JAM o CASH_$$$804.% ]

» Sl G

2. Set the applicable filters

3. Click the OK push-button. The grid will be redisplayed showing only those reports
satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those reports generated from the selected system will be listed.

Report Types radio-buttons & drop down list

Click the All button, or the Selected button with a specific report name extension from
the drop down list. Only those reports with their report hame extension matching that
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which was selected will be listed.

Users radio-buttons & drop down list

Click the All button, or the Selected button with a specific user from the drop down list.
Only those reports generated by the selected user will be listed.

Date Generated radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those reports
generated within the range of dates entered will be listed.

Report Name Template X(20)

Enter a template to be used to match the report names to be listed. The "$" will match

any single character. Use the "*" character inmediately before or after the ".", or as the
1st character, to match a string of characters.

= Delete an "Archived" Report

1. In the grid, navigate to the row listing the report that is to be deleted.

2. Right-click the row to have a drop-down menu displayed, then click Delete, .... or just
click on the Delete button in the "Fast Button" frame.

3. A delete verification screen will be displayed. Click the Remove-It button to proceed.

4. Both the entry in the tables, and it's corresponding "Archive" file will be deleted.

= Purging old "Archived" Reports

Over a period of time, your users will probably be generating a great number of "Archived"
reports. If you wish, you may delete them to reduce the overhead, make available more disk
space, or just to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all reports satisfying the selected
filters.
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User Access Management

The Series 5 system provides for User Access security at the menu item level for each
application, based on a users' sign-on code.

There are two user access records that must be established before any given user can

access the system.

Data Accessed From

Comments

1.|User Logon The main menu's
Profile Record [System
Maintenance
drop-down menu

Each user must have a Logon Profile record
before they can be set up with any Application's
Access rights. The user's sign-on code,
password, email address, and default documents
pathname are defined. Only users with full system
Management access rights can maintain the
Logon Profile records.

2. |User Application [The W/M menu's
Access Record [Control Options
drop-down menu

A separate Access record must be established in
each application that the user needs to execute. In
those Web Access Management systems with
multiple companies, a separate Access record
must be defined for each company. The user's
default printer and each individual menu items
access rights are defined.

Once the User Access for a user is established, they may define specific menu items to be
scheduled. That is, an icon will appear in a tabbed sub-screen in the applications menu on
the date that it has been scheduled. Refer to the section on Scheduled Menu Functions|43)
under the Web Access Management Application Menul 38 Chapter for further information and

the topic following.

= Accessing W/M Users' Access Maintenance Function

From the W/M menu, select User Access Privileges from the Control Options drop-

down menu.

Processing Tip

If your company requires strict controls as to
which individual is entitled to set up User

Access rights, then a Gate Keeper may have
been established. (See the topic on System
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5.5.1

FEX

= e lay M Corkrol Options

Fiscal Years' Periods. ..
GiL Control Preferences. ..

User Access Privileges. .,
My Scheduled Menu Ikerms. ..

o

k.
-

Defining Users' Access Rights

Control Options found in the Systems
Manager's Help for further information). If this is
the case, then the designated Gate Keeper will
be the only individual that will be able to select
the User Access Privileges maintenance
function.

The Users' Access Rights record holds information about the users' privileges - ie., which
menu items they can access.

&+ W/M User Access Maintenance Tree Screen

Maintenance of the User Access properties is done in a tree structure. Following is the
screen that is displayed listing each user that has been defined with a Logon Access record.
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= - B[]
Sty i i Seneited et oL o = "Fast Buttons"
m Enable ]|[ Enable Like ]l[ Modity ]|[ Remove: ]|[ Export _
e - -
B I e Enable Setup to give the h
& LARRY "green” heads General Access n n
R M Red Head" user a
= Towe - et Pant ueue: [FITTEFS ] 4
@ Repoits Manager Batch Execution: o
Friority H
@ o e { Enable Like [Selecta"Red Hea
= (1 Inguin . .
Oqu:l:lvEEunnel:llu The user has enabled Just Ilke or
@ Past 60 Periods 5{ access o those
Invoice R, Rel items thatare n
8 Vv e ] g e already enabled "G
=3 Cﬂ)pﬂalin yellow Sub-menu Item: Bulk Email Generator ' . h
Start Email R
® s.ZLJZ!.nZ::Zsm.,..nm P R users access rlg
Bulk Email Gensrat . .
& P wdow Eomsts down list will prese
@ Cloar Access Stats PTD h h |
Clear Access Stats YTD/PTD
i those users that a
= (] Codes Maint
Py been enabled)
&[] Purging Eachnaodle inthe 2nd
o [ Wizards leval comresponts o
@ (2] User Functions amenu bar set
e (= Control Dpti n .
" 2 idon ™ Modify Modify the General
0 (7 Help v

properties of the hi
"Green Head" user

Remove Remove all access
highlighted "Green

Export Generate a spread
users' menu acces
showing Users in €
and the application
in each row.

Characteristics of the screen to note:
e Each user defined with a Logon Access record is shown. Those users with a green
head have a User Access record set up for this application. Those with red heads have
no access.

e Click on the next to the green heads to expand the tree to display the applications'
menu bar topics.

¢ Click on the next to the topic to expand the tree to display each of the associated
drop-down menu functions. You can easily identify the access rights by the graphic
next to the menu name.

& - Allusers always have access
@ - Full access

3 - Restricted access

@ - No access

e The top right pane of the screen is used to edit the properties associated to the user.

e The bottom right pane of the screen is used to assign the access rights to the selected
menu item

¢ Note that you can set the check-box to the menu item displayed in the My Favorites tab
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sub-screen of the application menu.

e Expand or collapse the sub-trees of all Users with access by clicking the M
icons.

= Establishing Access for a User

1. First make sure that the user's User Code is visible in the tree as a & red head. If a
User Code has not been set up, this needs to be done. User Logon Profiles are defined
by your Systems Manager using the User Logon Profiles maintenance function
available from the Series 5 main menu under the System Maintenance drop down sub-
menu. (Refer to the chapter on Defining Series 5 User Logon Profiles in the
Systems Management Help or manuals).

2. You can Enable the User using one of four methods:

. Double click the i red head, ..... or

Il. Highlight the node of the user to be set up, and click Enable in the "Fast
Button" frame,..... or

lll. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable This User, ..... or

IV. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable User Like Another

In each case, the General Access tab sub-screen on the top of the right pane of the
window will be activated.

o Ifthe user is to have access to all menu items, set the Full-Access check-
box

o0 Select, if any, the Print Queue that this user is most likely to be using. This
will be displayed as the default when they generate a report.

o Click on the Add It push button

3. At this point, the user is established, but if you had not given them Full Access, you
need to set the Access Rights of each of the menu items that they are allowed to
access.

o0 Expand the tree of the newly added user by clicking on the [* icon next to his
now € green head
o Expand the tree of each of the application's menu bar topics

o Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of
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the right pane of the window.
o Click the applicable Access Rights radio-button

o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o If this menu item is to be scheduled, select the desired Re-Occurring
frequency and set an initial scheduled date

o Click the OK push button

0 Repeat for the next menu item

4. This potentially could be a lot of effort to set up all your users. If you have a number of
users that will each have the same access rights, you can build the table for the 1st
user, then copy it. Perform the following steps:

o

Highlight the read head of the User that you wish to enable access for
o Click on Enable Like in the "Fast Button" frame or in the pop-up menu

0 Select the User Code of the currently enabled user that you want the new
user to have the same access privileges.

o Click on the Select User push button
0 Keep the same access rights values, or change them as required.
o Click on the Add It push button again

0 The new user is now set up with the copied user's access rights

o

You may now go ahead and change any of the Access Rights of the menu
items as needed

= Batch Job Execution Access

If the particular menu item has been set up to provide the option to be executed in the
Series 5 Batch Job Processor, then in order for the user to make use of this, the
appropriate access rights must be assigned. Four variations are offered:

< Allowed - The user can decide when the menu item is executed, whether
or not to submit it to the Job Processor

% Not Allowed - The user may not select to execute the job using the Job
Processor

« Forced - When the menu item is chosen, and after any processing options
or filters are entered, the job will be automatically submitted to the Job
Processor to be executed
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% Delayed - The job will be automatically submitted to the Job Processor to

be executed after 6:00 pm the same day.

tenu ltem Access Properties:
[Reports] Sub-menu Item: A/R Aging Report

Accezz Fights:

& Full ) Nane

Batch Execution:

Crtllowed ) Mot Allowed () Delayed

[] Showe in the 'Favonites' Tab Menu

eduled Function:
.cc,_w-\

1<

= Modifying Access for a User

1. Highlight the &I green head of the User to modified

2. If you wish to modify the General Access properties

o Click Modify in the "Fast Button" frame, .... or right-click and click on Modify

in the pop-up-menu

0 The right pane of the window will be activated

0 Make the necessary changes and click the Update push-button

3. If you wish to change the Access properties of a particular menu item

o Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of

the right pane of the window.

0 The Access Properties fields for the given menu item will be displayed at the

bottom of the right pane of the window

0 Make the necessary changes and click the OK push-button.

4. If you wish to change the Access properties of a particular menu item in a slightly more

elegant manner
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o Highlight the menu item of interest, and right-click to display the pop-up
menu.

0 You can either give full access, or remove access totally, depending on the
already assigned access

0 Make the necessary changes and click the OK push-button.

= Removing Access for a User

1. Highlight the & green head of the User to removed.

2. Click Remove in the "Fast Button" frame, .... or right-click and click on Remove in the
pop-up-menu:

3. Click the Yes push-button in the prompt.

= General Access tab sub-screen Field Definitions

Full Access to All Menu Selections check-box
For the user if checked, then he/she will have full access to all menu items.

Default Print Queue X(20)

Select the Series 5 Printer Queue that this user would typically by using. When any of
the reporting functions are executed, this printer will be displayed as the default. Print
Queues are defined by a System Maintenance function. (Refer to the Systems
Management Help if required).

Batch Execution - Default Queue drop down list

Jobs submitted by this user to the Series 5 Batch Job Processor will use the selected
Queue

Batch Execution - Priority radio-buttons

Jobs submitted by this user to the Series 5 Batch Job Processor will have the selected
priority
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5.5.2

= Menu Item Access Property sub-screen Field Definitions

Access Rights radio-buttons

Click Full, Semi-Restricted, Restricted, or None. Those menu items that offer Semi-
Restricted or Restricted as options generally have multiple functions, some of which will
not be granted to the user.

Show in the 'Favorites' Tab check-box
Menu

If checked, the corresponding menu item will be displayed as a push-button on the Web
Access Management application's menu on the My Favorites tabbed sub-screen.

Scheduled Function - Re- drop down list

Occurring

To set up this menu item to be

scheduled, select a frequency, Mo w

other than "No". The

corresponding menu item will be Hourly (3-5]

displayed as a push-button in either [E’f:fylgg:'ﬁ']

the Scheduled for Today, Overdue Weekly

Function or Coming Due tabbed Monthly

sub-screen on the Web Access Puartedly
nnually

Management application's menu.

Scheduled Function - Next (mm/dd/yy)
Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.

Users Scheduled Menu Functions_2

Users may choose to select specific menu items to appear on the Favorites or Scheduled
sub-screens when the Web Access Management menu is displayed. (Refer to the
Scheduled Menu Functions topic in the chapter on The Basic User Interface for a description
of these menu sub-screens).

=+ My Scheduled Menu Items Screen

Users set up the scheduled functions in a tree structure. Following is the screen that is
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displayed listing each menu-set and sub-functions.

Characteristics of the screen to note:
e Click on the next to each of the primary menu
topics to expand the tree to display each of the
associated drop-down menu functions. Only those

items with the GE icon can be scheduled.

¢ The right pane of the screen is used to edit the
properties associated to the scheduled item.

¢ Note that you can set the check-box to the menu item

displayed in the My Favorites tab sub-screen of the
application menu.

e Expand or collapse the sub-trees of all Users with

access by clicking the g@ icons

= Defining a Scheduled Menu Item

1. When the screen is displayed, click on the green "Plus-sign” of the g@ icons to
expand the tree structure to show each menu item.

2. Double-click the clock icon next to the menu item to be scheduled. The right pane of the
window will be activated.

o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o Select the desired Re-Occurring frequency and set an initial scheduled date
o Click the OK push button

0 Repeat for the next menu item

3. The menu item will appear on the applicable Web Access Management tabbed sub-screen
when next refreshed displayed.
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'S SHSI Series ¥ WEB Management [ZI@EI

File Inguiry Operations Reports Codes Maintenance Puorging  Wizards  User Functions  Control Options  Window  Help

Rew: 5.03

7 Year-End Operations
3 Coming Due

User USER
&
Gy &

‘ lﬁ Web Access Management

UCC Dlrect DFS Test Company

July 242008 12:03 P

6 Monthly Operations
2 Overdue Functions

4 My Favorites 5 Daily Dperations
1 Scheduled for Today |

The following Scheduled Menu items are due for zelection taday:

0700 am [ Start Email Request Server %

g . . e

= Menu Item Access Property sub-screen Field Definitions

Show in the 'Favorites' Tab check-box

Menu

If checked, the corresponding menu item will be displayed as a push-button on the Web
Access Management application's menu on the My Favorites tabbed sub-screen.

Scheduled Function - Re-
Occurring

drop down list

To set up this menu item to be

scheduled, select a frequency, No w
other than "No". The
corresponding menu item will be Howrly [3-5]
displayed as a push-button in either [E’f:fylgg:'ﬁ']
the Scheduled for Today, Overdue Weekly
Function or Coming Due tabbed Monthly
sub-screen on the Web Access E“‘“"E"P

e nnually
Management application's menu.
Scheduled Function - Next (mm/dd/yy)

Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 127

5.6 Wizard Management

Each of the Series 5 system provides for the opportunity to define a number of Wizards. A
wizard is a program that automatically performs a series of steps. Each step is a menu item
that is associated to the application.

Basic properties and features of a Wizard:
% Wizards are user defined
+ Define up to 20 Wizards for each application
% Each Wizard can be created with up to 10 menu functions
< Wizards can be launched from the applications' menu

% As Wizards are executed, each step is displayed on the screen and it can be
aborted at any time

= Accessing the W/M Wizard Functions

From the W/M menu, click on Wizards to display the drop-down menu. Select Wizard
Manager to maintain your Wizards, or if any are defined, click to launch.

Processing Tip

laintenance  Purging User Functions  Control Options  Window

Hrect DFS Test G Interface nInvoice ‘l!

DFS Inkerfacing

If in a given application there are a series of
menu items that are always performed, a
Wizard may be created that will automatically
launch each of these steps.

07 2008  10:06 A

ar-End 8 Trans k 4 lice Processing

werdue Functions ) My Eavorites) )

= due for selection toda
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5.6.1

Maintaining Your Wizards

& Wizard Manager Grid Screen

Maintenance of the Wizards is done with a Series 5 grid screen.

m EE3
e T e e cox ek v ot dep e+ [ B3t
[ Wew || Modits || Dsler
] "Fast Buttons"
ID [Title Bgmnd ? Last Invoked
2 TP e P b Son e oo N : New |Add a new Wizard

Modify|Modify the Wizard
highlighted in the grid

Delete [Delete the Wizard
highlighted in the grid

Items are listed in order by 1d Number_ Search: for:

= Building a New Wizard

Setting up a Wizard consists of two basic parts. First, enter it's properties, then secondly,
define each of the application's menu items that are to be executed by the wizard.

1. In the grid, click on the New button in the "Fast Button" frame.

2. The Properties screen will be displayed.

3. Enter a Wizard #, description, and any instructions to be displayed when it executes.
4,

Click the Next > button at the bottom of the screen to proceed to the next tabbed sub-
screen to define each step to be performed.

ol

. The Processing Steps grid screen will be displayed.

6. Click the New button to display a screen listing each of the possible menu items that
can be used by the Wizard.

7. Select the item from the list and click the OK button. Each item selected will be
displayed in the Processing Steps grid.
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= Modify an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Delete an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Wizard Properties tab Screen

The Properties screen displays those fields used to identify it, and displayed when used.
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'®m GL Wizard Codes Maintenance EI@@

Wizad ID #: O - Modify the Properties of

Properties | Processing Steps |

Enter the properties associated to this Wizard, The Description identifies it in the drop down.
The Title, and any comments you enter will be displayed with the *izard does it's magic.

Wizard #: El Menu Bar Description: — (Daily AP Interface

Title: ILoad from AP with Trial Balance |

r Launch Time [nstructions:

|Verif}l the cutoff date when interfacing, and ensure no illegal Accounts or Dates

|The Trial Balance needs only to be output as an Archived Report |

[ This 'Wizard can do it's magic executing in the Background E xecution Processor Last Executed:
7707708 @ 11:58:27
by USER

Send an Email confirming thiz Wizard's successiul completion

Email &ddress: |

| Update | | cancel |

= Wizard Properties Screen Field Definitions

Wizard # 9(2)
This is a unique # used to identify the wizard.

Menu Bar Description X(25)

This is the description that will be displayed on the applications menu.

Title X(70)
This is a title that is displayed on the Wizard's execution screen.

Launch Instructions 4 lines of X(90)
These instructions are displayed on the Wizard's execution screen
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Background Execution

check-box

131

Set to determine whether or not the Wizard can be executed in the Series 5 Background
processor. (The feature associated to this field has not yet been implemented).

Confirmation Email

check-box and X(40)

Set to have an email sent when the wizard is finished processing. (The feature
associated to these fields has not yet been implemented).

= Wizard Processing Steps tab Screens

The Processing Steps screen is a grid that displays each of the the menu items that are

executed by the Wizard.

Wizard ID #: 01 - Modify the Properties of

l[ New ]l[ Madily ]l[ Remove ]l[ Move Up ]l[ Move Down ].
] =

Step|Title Menu ltem

Sub-Function

"Fast Buttons"

New

Add a new Process
Step

Modify

Modify the Process Step
highlighted in the grid

Remove

Delete the Process Step
highlighted in the grid

Move Up|Shift the highlighted

Process Step up 1 row in
the grid

Move
Down

Shift the highlighted
Process Step down 1
row in the grid

The following functions are provided for using the push-buttons:

Q New - To add a new step to the table
Q Modify - To change the currently selected grid item
Q Remove - To delete the currently selected grid item
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a Move Up

- To move the currently selected grid item up in the table

Q Move Down - To move the currently selected grid item down in the table

The following screen is provided for selection of each step. The items listed are those W/M
system menu items that have been configured to be executed using the Wizard.

Frocess Step #

1 for'Wizard: Load from AP with Trnial Balance

Menu ltem:  [Dperation General Journal Trx Entry ~
Operation Standard Journal Trx Entr =3
Interface from Sub-Systems
Operation G/L Company Conszolidation
Operation Year-To-Date Trx Export ®
Operation Rebuild Acct Period Summary
Operation Profit &k Loss Statement =
Operation Balance Sheet
Operation Profit & &Loss Schedules
Operation Balance Sheet Schedules
Operation Source Allocation of Funds W

Title:  |Interface from AP Sub-System |
OK l ’ Cancel ]
= Wizard Steps Screen Field Definitions
Menu Item list-box

The list is made up of those menu items that may be selected as a step by the Wizard.

Title

X(40)

This is the title of the processing step. This field defaults to the name used in the
applications' menu. It may be changed.

= Grid Display Search Options

You may search for specific records displayed in the grid using a number of relevant fields.
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Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Title
= Wizard ID #

5.6.2 Wizard Execution Screen

When a Wizard is launched from a given applications’' menu, the following screen is
displayed.
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‘M SHSI Series ¥ Professional Invoicing E]@@

File Trx Inguiry Operations Reports Codes Maintenance Purging  Wizards User Functions  Control Options  Window  Help

Uzerr USER Rev: 5.08
UCC Direct DFS Test Company |
July 07, 2008 01:11 PM }

take zure you have the interface files in the correct directory and that both 1P and
RECAP files are for the same set. Also, have the comect invoicing forms ready in the
dezignated printer when applicable

Good Luck on your journey.

Professional Invoicing

Processing Wizard # 1

General Interface WIP and Recap: Generate Invoices and Posting to AR

Load General WIP/Recap from Spsheet
Have the General WIP Posted

Ensure no other WIFP iz selected

Select WIP for Billing

Generate Invoices

Print and Post Final Invoices

e = L Bt S o e

Post the Invoices to Accounts Receivable

[ Launch this Wizard ] [ Cancel

Click on the Launch this Wizard push-button to have it started. As each step is executed it's
status is displayed in the table.
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Processing Wizard ## 1

take sure vou have the interface files in the comect directory and that bath WIF and
RECAP filez are for the zame set.  Also, have the comect invaicing forms ready in the
deszignated printer when applicable

Good Luck on pour journey.

General Interface WIP and Recap: Generate Invoices and Posting to A/R

1 Load General WIP/Recap from 5psheet Completed

2 Have the General WIP Posted Completed

3. Enzure no other WIFP iz selected Completed

4. Select WIP for Billing {——-NEXT Step
& Generate Invoices

g Print and Post Final Invoices

i Post the Invoices to Accounts Receivable

o

[ Proceed with the Next Step ] [ Cancel ]

As each step is finished, you must click on the Proceed with the Next Step button, or you
can abandon the Wizard by clicking on the Cancel push-button.

Monitor System Usage

TheSeries 5 keeps track of which users are currently logged into the system, and what menu
function they are executing.

This screen may be displayed by selecting Monitor System Usage from the drop-down menu
under any applications' menu bar that contains Help as a topic.

ds  User Functions  Control Options — Window

[Rev:508 |

"

-

ransaction Entry |

E y Favontes
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The following is an example of the Monitor display screen:

System Access Monitor

Theze are the users curmently accezzing the wustem az of 10:35:08 am

Cormpary GL Elapzed Aocers
FID Uzemame Syztem Syz Function Compary Started Time Code
101-0 |SHSI4.LARRY PCA, I8 It kenu 10:3342  7/04/08 0:01:26 ol
101-1 | SHSI4.LARRY PCA b Irrventony [bem b azter 10:3345 70408 023 1
281-0 |USER CC AR Monitar System sage 10:34:38 70408 0:00:30 1
251-1 |USER UCcC AR |Customers 10:33:0M 7/04/08 0:02:07 1
281-2 |\USER CC AR Cuztomer Dpen [tem Inguing 10:3306  7/04/08 0202 1
351-0 [SHSI4.LARRY UCcC GL |GL kMenu 40 10:34:21 7/04/08 0:00:47 0
351-1 [SHSI4.LARRY UCcC GL  |Trial Balance Repart 40 10:34:26  7/04/08 00042 1
351-2 [SHSI4.LARRY UCcC GL  |G/L Accaount Tre Inguing 40 10:34:3 7/04/08 0:00:37 1

R,

[ Refresh ] [ Exit

Processing Tip

Should you discover that there are items listed, but you know
that there are no users in the system, ask your Systems
Manager to purges these records. (There is a System
Maintenance function that will delete all the records used in
displaying the items on this screen).

© 2007 - 2014 by Sentinel Hill Software, all rights reserved






6.1

138 Series 5 Web Access Manager- User Help

Web Access Management Menu Functions

All functions for the W/M system can be accessed from the menu bar at the top of the menu
screen.

They are divided into types of functions. Each section following describes each set of
common types of functions.

The W/IM Menu

The Web Access Management Menu screen provides your access to all functions offered in
the W/M system.

&+ Web Access Management Main Menu

e All functions associated to the Series 5 Web Access
[ Management system are available from this screen

e Each function can be found within the sub-menu
displayed under the menu-bar associated to the type of
H H the function

e A number of tab sub-screens are available from which
associated functions may be selected

e If menu functions have been set up to be scheduled, they
may appear within tabbed sub-screens labeled
Scheduled for Today, Overdue Functions, or Coming
Due

e The My Favorites tab sub-screen will have any menu-
functions that have been so define by the User Access
Privileges function that may have been set up by your
Systems Manager or Gate Keeper

¢ You can select up to 9 menu item functions at a time,
each executing in their own window

e Access to specific menu items may be granted or denied
from the User Access privileges function. (Those
functions that you are denied access to will be
displayed in the drop-down menus as dimmed
items)
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= Menu Bar Headings

The menu bar is divided into major categories of functions. (Follow the link in each item below
for further information on each function).

File

Trx Inquiry
140
O%erations
166

Reports|isn

Codes
Maintenance

188

Purging|zesl

Wizards|

User
Functions

Control
Optionsfexl

Window] 0]

Help

For accessing the Archived Reports Manager, and the Batch Job
Processor utilities.

For those functions that provide inquiry to assorted historic transactions
and/or analysis.

For those menu items that provide basic operational functions.

For generating all the reports associated to the Web Access
Management system.

Those menu items for maintaining the assorted master codes used in
the Web Access Management system.

Those menu items for Purging outdated historical transaction records
used in the Web Access Management system.

For user defined Wizards.

For menu items to launch user defined programs or Windows utilities.
(Refer to the Systems Management Help for details on setting up)

For setting up control preferences and User Access rights to the Web
Access Management system.

For managing the multi-threaded windows that might have been
activated by the user.

Basic help, and a function to display those users currently in the Series
5 system.

File Management

The topics in this chapter describe functions and procedures that are a available under the

File drop down menu on the Web Access Management menu. These menu items are used
to perform assorted File Processing type functions. In particular, the function to access and
view Archived Reports is found here.
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6.3

6.3.1

These functions are available from the W/M Menu Bar as shown:

W SHSI Series ¥ WEB Management

Inguiry Operations Reports  Codes Maintenance  Purging  Wizards  User Functions  Control Options  indow  Help

Reports Manager...

Batch Job Management..k
tl- UCC Direct DFS Test Company

Few: 503

Exxit
July 242008 12:43 P

wﬁ Web Access Management

Inquiry Functions

The topics in this chapter describe functions and procedures that are a available under the

Trx Inquiry Options drop down menu on the Web Access Management menu.
These menu items are used to perform assorted screen inquiry functions. In particular, the
function to query the Web Users that are currently connected to the Web site is found here.

These functions are available from the W/M Menu Bar as shown:

W SHSI Series V WEB Management -] EI@

IGGITEN Operations Reports  Codes Mainkenance  Purging  Wizards  User Functions  Control Options  Window  Help

Use Active Connections. .. Resw: 5.08

Past 60 Periods Stats... UCC Direct DFS Test Company
E-Req Jueue Inquiry. .
knt

5 Daily Dperations

Map 26, 2009 11:14 AM

wieh Errars Log...

4 My Favorites 6 Monthly Operations

¥ Year-End Operations

Active WEB Users Inquiry

Web Users are either customers or employees that visit the company website to have
information displayed, or to make requests to have assorted types of information emailed to
them. They must go through a sign-on process in order to connect to the various application
inquiry functions offered.

This inquiry function displays a list of those Web Users that are currently signed on the the
Series 5 Web Access Management's Account-Status-On-the-WEB, (ASOW), service
routines.

Web Users
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Customers or employees that access the Account-Status-On-the-Web services must be
firstsetup as a Web Users. (See the topic titted WEB Users Maintenance [1s3) for further
details).

The Web Users Inquiry function provides accounting staff to see which users are currently
connected. Some of the features associated to the Inquiry are as follows:

Displays the date and time that the users connected

Displays their name, the Customer being inquired upon, and if applicable, the
invoice # being viewed

Displays the IP address of the workstation they are connected from

Individual Web Users can be terminated

e Widow connections can be purged (Widows are a result of users that exit without
formally logging out of the web site)

The list of Web Users currently connected are displayed and maintained using a Series 5 grid
processing screen.

&+ Active Web Users Inquiry Grid

™ Active WEB Connects Monitor Elfﬁlf's__(l
File Edit Wiew Help

Show Current WEB Connections  Display Connect 1Dz for WEB users cunently connected to the website accessing O 5
the &/F or P/l Inguiry functions. [ Widow Connects are alzo displayed). A ﬂ

List by: WEB ConnectID # » Go To Connect with WEB Mumber: | "| ] | |
WEB ID # Connect Since Elapsed Time |User ID Last Hame Cust Invil Recap#t |Email Address
0000000952 | 2419408 1239PM| 99hrs B8min 10zec
0000000957 | 2/21/08  S50PM| 5Zhre 47min 42zec| 00000300 Lewis 401028 heriry. lewisEwalter -
0000001000 | 3419408 1246 PM| 99hes BTmin 125ec| 00000300 Lewis 401028 055734 henny. lewisEwalter

0000001022 | 3/22/03 1:08 PM| 93 28min 42zec
0000001025 | 5/20/03 11:37 &M| 99hrs B3min 42zec
0000001027 | 5/20/03 11:38 M| 93hre B3min 13zec i
0000001033 | 5/20/03  1:20 PM| 93hrs 17min 12zec
0000001038 | 5/25/09 11:25 AM| 47hrs 12min 21zec —

N
VG &

< ' >

Items are histed ascending ordered by their Connection WEB #. Search: for:

"Fast Buttons
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Show Detail

To have the current highlighted item in the
grid displayed in detail. A new screen is
displayed. (Double-clicking the particular
row of the item, also causes the
Transaction to be displayed).

To have the current highlighted item in the
grid deleted.

Set Filters

To have a number of different filters set to
limit the items that are displayed to the grid.

Purge Widows

When a Web User fails to formally log off
from the ASOW system, the Connection
record remains on the system. These are
referred to as "Widow Connections”. This
function deletes these "Widow" records.

Terminate

To have the currently highlighted user
terminated. The selected user's connection
records are deleted, thus forcing them off
the system. item in the grid deleted.

Some of the special features of this "Inquiry” grid are as follows:

»Web User Connection records
may be listed by a variety of
different sorting options.

List by; | IF Address v
WEE Connect [0 #

WEB |IF Address
0000000950

2M13/08 11:55 AM

» Depending on the List By
selection, a field will be
presented, in which the operator
may key in an Email Address, a
Customer Code, User Name or
Request #. The system will
attempt to read to the closest
transaction for the data entered
and display it in the grid.

Go To Connect with WEEB Number: 1 0?5 — v

> If any particular row is right-

clicked, a pop-up menu will be
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displayed, presenting a number
of functions that may be
executed for the Web
Connection listed in that row.

> In particular, the function to
have a particular Web User
Connection terminated is
launched from the pop-up
menu.

Show Connection Details

Terminate This Connection
000000TUO0 | 3A79/08 TLAB PR 9k

“: 16min 41zec

: 0Bmin 13zec

&+ Active Web User Connection - Properties Screen

The properties associated to each Web User Connection record are displayed in the following

screen:
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8 Active WEB Connects Monitor |Z||E|r>__<|

WEB Connect ID #i: D0DDDO1043 for Uszer |D: 00000100 - Show Active Connect Detailz fo

Here are the details for this WEB Connection.
[ Connects with elapsed time owver 4 hours are probably “widow' items and should be purged .

Initial Connection:
Or: Wednesday. May 2772009 at 11:00-44 AM
Elapzed Time: 00 Hours 01 Mins. 17 Secs.

Contact Information:

WEEB Uszer D: 00000100 Larry Carlzen - Staff Uzer Type:
Email Address: laryc@szentinel-hill. com g WEB Client
Staff
IP Address: 192.168.2.100
ess ) Demo User

‘with Cuztomer: 401111 MORTGAGERAMP
Acceszing:
Customer: o1o012 LYLE MACHINERY

Lazt Invoice Queried: 900357

&+ Active Web Users - Filters Screen

When selecting to have the Widowed Connections Purged or when setting the Display Filters
to limit the number of items displayed, the following screen is presented:
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™ Active WEB Connects Monitor

Active WEB Connect Display Filter Options:

You may specify selected parameters ta limit the list of Active Connechion items that are displayed. _?
WEB Connect 1D Mumber(s): WEB User Type(s):
[OF] WEB Clients Demo Users
() Selected Emnployees

With Elapsed Connect Time: Only thoze with the Fallawing B equest(s):

8 Em EonTsri::Iered [] &#F Open ltemz Query [ Invoice Emailed
onger Than
) Less Than [ Past Invoices Querny [] Recap Report Emailed
[ Invaice Inguiry [] Recap Spreadsheet Emailed

Selecting only Cannects Matching:

WEB User ID: |:| Carlsen - Staff

Queries to Customer: l:lﬂl MORTGAGERAMP
City: | State/Prov: l:l

| oK I\J | Cancel |

= Filters - Field Definitions

Web Connect ID Number(s) radio-buttons

145

- BX)

When Web Users are connected to the ASOW system, they are assigned a Web
Connect ID Number. Click to include All or just those Connection items that fall within a

selected range of ID Numbers.

® Al All Connects are selected.

' selected | Specify starting and ending Web ID Numbers
for the Connects to be included or not.

Web User Type(s) check boxes

Each Web Users is defined as either a Client, an Employee, or a Demo User. Set or
unset the applicable check boxes to include or exclude the different types of Web Users

selected.

With Elapsed Connect Time
To select only those Web Users that have been

radio-buttons and drop-list

| ® Not Considered
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connected longer than, or shorter than a specified O Longer Than
time interval. If selected, a drop-list is presented from O Less Than
which a predefined interval may be chosen.

Web Users Making the Following Requests check boxes

To select only those Web Users that
are performing specific types of
requests, set the applicable check-
box fields. Leaving all fields un-
checked selects all connections,
regardless of the functions being
executed.

Only thoze with the Following Request(s]:
[]4/R Open ltems Query [ Invoice Emailed
[] Past Invaices Querny [ Recap Report Emailed

[ Irvoice Inguiry [[]Recap Spreadsheet Emailad

with Matching — Web User ID X(8)

Select only those Connections whose Web User ID matches that entered. Leave the field
blank if it is NOT to be considered as a filter.

with Matching — Queried Customer X(6)

Select only those Connections that are inquiring upon a specific Customer. Leave the
field blank if it is NOT to be considered as a filter.

with Matching — City X(20)

Select only those Connections that are for Web Users whose designated Customer is for
the specific City. Leave the field blank if it is NOT to be considered as a filter.

with Matching - State/Province X(5)

Select only those Connections that are for Web Users whose designated Customer is for
the specific State or Province. Leave the field blank if it is NOT to be considered as a
filter.

6.3.2 Past 60 Periods Statistics

This screen displays a variety of statistics that have been accumulated based on usage of the
Account-Status-On-the-Web inquiry web site. Web Users connect to the company's web-
site by signing on with a password. They then can make a number of different queries, and
they may request to have specific types of documents generated and emailed to them. When
they make such requests, an E-Request job is queued up, that eventually gets processed by
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the E-Request Server/ s\

When E-Requests are serviced, statistics are accumulated both for the Web User, and the
Web Access Management system as a whole. The system statistics are accumulated, and
maintained, for the past 60 Hours, Days, Weeks and Months. These figures are presented as
both a table, and a bar chart.

Statistics are kept for the following E-Requests:

e # of times users signed on to the ASOW system web site

e # of times Web Users requested that a copy of an Invoice be emailed to them

e # of times Web Users requested that a Recap Report for a particular Invoice was
generated and emailed to them

e # of times Web Users requested that a Recap Spreadsheet for a particular Invoice was
generated and emailed to them

e # of times Web Users requested that a multi-Invoice Recap Spreadsheet was
generated and emailed to them

These figures will provide an excellent source of information as to how the ASOW systems
web site is utilized by your customers.

& Past 60 Periods - Statistics Screens

Statistics are presented on a screen showing both a table, and a bar chart. The following is
an example of the screen presented:
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" WEB Access Statistics Ingiry EI@@

WEB Connection and Request Statistics

WEB Connects | E-Invoices | E-Becap Reports | E-Recap SpSheets | E-Multi-Inv Recap SpSheets

Thesze figures are the number of times uzerz have signed on to the WEE site with a valid Uzemame

and Password, and have selected a Customer to view or request information for, _"?
Interval:
Perind Court O Hours & Daps (Oweeks (O Months
hlay 2742009 287 _T
m:ﬁ ggigggg 3818 # Connects for each of the past 60 Days [[ESC] far different calars |
May 24/2009 0 10
bay 2342009 1
hlay 2242009 3490 9
hlay 2172009 TEE
Map 20/2008 343 8
May 19/2009 779
May12/2008) 123 7
hday 1742004 1] 5
hday 162009 1]
M ay 15/2009 BES 5
May 14,2009 3E9
May 13/2003] 346 4]
hday 1242003 438 54
hday 1172009 464
ay 10/2009 a 2
May 942009 1]
kay 8/2003 5 17
May 7/2003 30~
Zero
flotat 4 Apr 872009 Apr18/2008  Apr28/2008  May /2009 May18/2009 Mow
[ Export to Spreadsheet &S [ Exit ] E

Some of the special features of this display screen are as follows:

» Click on any of the different tabs to display the sub-screen for the statistics as
labeled.

WEB EDHHECtsﬁYE-I_nUDices E-Recap Reportz | E-Recap SpSheets | E-Multi-Inv Recap SpSheets

i~ Interval:

> Click on the applicable radio-
button to display the statistics
for the past 60 hours, days,
weeks or months.

O Daps Oiwieeks () Months

> Click on the Export to

Spreadsheet push button at the | Export to Spreadsheet
bottom of the screen to have

the figures output to a
spreadsheet.
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> You can strike the ESC key on
the keyboard to display the
graph using different color
schemes.

6.3.3 E-Request Queue Inquiry

The Series 5 Web Access Management system consists of those back-end routines that
manage the use of the Account-Status-On-the-WEB, (ASOW), service routines. When a
Web User submits a request that cannot be handled directly, it is submitted as a job to the E-

Request server.

E-Request Server

The E-Request Server is just another Series 5 Web Access Management utility program
that always should be executing on a workstation. It waits for jobs to be submitted, and
processes them. In mostcases, results are emailed to the Web-User. (See the topic
titled Starting the E-Request Server[ 168 for further details).

The E-Request Queue Inquiry function provides accounting staff the ability to view all jobs,
past and present, that have been submitted from Web Users from the ASOW web pages.

Some of the features associated to the Inquiry are as follows:

¢ Jobs waiting to be executed, jobs currently executing, and those that have finished,
are all listed

e Information associated to the type of job to be executed are displayed.

e Agiven job, whether it has been executed or not, may be deleted from the queue

e A given job that has completed, may be resubmitted to be executed again

¢ Jobs may be listed using a number of different sorting criteria, including Request #,
Web User Name, Email Address, Customer Code, and Status

The list of E-Request Jobs are displayed and maintained using a Series 5 grid processing
screen.
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&+ E-Request Jobs Inquiry Grid

™ EmailfInvoice Recap Request Inquiry

- B

File Edit ‘iew Help
Show Email/Recap Requests Er:?gi::;I;Z;;:SH;:;E?DE:?:LE iaté%s.ts far Invoices % _,_?

List by: Go To Request with Status: || b | i) | | |

RequestH (User ID  |Last Hame Cust Received Type |Proj Inv# |Email Address Status

000201 | 00000100 | Carlsen - Staff B/20/09 413:22PM | Password lanyc@zentingl-hill com ‘wiaiting
000185 | 00000300 | Lewis meatt FAORME 221:25PM | MinvRcap henry. lewisEwolterskluwer. com Wi aiting
000173 | 00000200 | Carlzen Clent 12/14/04 20323 PM | Pazzword support{@sentinel-hill.com Wwaiting
000169 | 00000300 |Lewis mMo1es 1/08/04 351:45PM | Elnvoice 468811 [lamyc@zentingl-hill. com Wiaiting
000200 | 00000300 | Lewis 000224 3/2040810:01:394M | Elnvoice 4B9761 |lamycE@sentinel-hill com Executing
000189 | 00000300 |Lewis MEegs FAOBNE 33224 PM | RCap Rpt 054554 (larmyc@sentinel-hill. com Executing
000184 | 00000300 | Lewis mes FAOSM0E 208326 PM | MInvRcap henry. lewizEwalterskluwer. com Completed
000183 | 00000300 |Lewis megtt FAOR/06 11:28:50 AM | MInvRcap I henry_lewiz@cchliz. com Completed
000182 | 00000300 |Lewis mestt FAORA06 111311 &M | MinvRcap " . heny_lewis@cohlis. com Completed
000181 | 00000300 |Lewis 016915 FA04/06 11:26:27 AM | MInvRcap larmyc@sentinel-hill. com Completed
000180 | 00000300 | Lewis MeEAs FAOI06 40643 PM | MinvRcap henry_lewiz@ccheliz. com Completed
000176 | 00000300 | Lewis moEs 2/09/05 5:283:.02PM | RCapSpsh 053643 |lamyc@sentinel-hill com Completed
000175 | 00000300 |Lewis mMoes 2/09/05 528:02PM | RCap Rpt 053643 (lamyc@zentinel-hill. com Cornpletad
000172 | 00000200 |Carlsen Client 12/14/04 2:01:37 PM | Password support{@sentinel-hill. com Completed
000171 | 00000200 |Carlsen Client 1214/04 1:55:34 PM | Password supporti@zentinel-hill. com Completed
000170 | 00000200 |Carlsen Client 12/14/04 1:56:13PM | Password lzarlzen@sentinel-hill.com Completed

Items are listed with the most recent Requests first. Search: for:

"Fast Buttons"

Show Detail

To have the current highlighted item in the
grid displayed in detail. A new screen is
displayed. (Double-clicking the particular
row of the item, also causes the
Transaction to be displayed).

Delete

To have the current highlighted item in the
grid deleted.

Set Filters

To have a number of different filters set to
limit the transactions that are displayed to
the grid.

Purge History

To have the completed E-Request Job
records purged. A date cutoff filter, and
other filters may be entered thus purging
only selected items.
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Some of the special features of this "Inquiry” grid are as follows:

» E-Request Job records may be
listed by a variety of different
sorting options. When the
option to list by Status/Date is
chosen, job are grouped by
those that are completed,
executing and waiting, with the
most recent items first.

List by | Status/Date L

E mail &ddress
Customer Code

Requ
00 WEE Uzer Mame
Request #

000185 |00000300 | Lewis

=

> Depending on the List By
selection, a field will be
presented, in which the operator
may key in an Email Address, a
Customer Code, User Name or
Request #. The system will
attempt to read to the closest
transaction for the data entered
and display it in the grid.

Go Taoltems D ated: =5;|]5ﬂ]ﬂ‘ k o

> If any particular row is right-
clicked, a pop-up menu will be
displayed, presenting a number
of functions that may be
executed for the Job listed in
that row.

> In particular, the function to
have a job resubmitted to be re-
executed is launched from the
pop-up menu.

ooo198 - F‘;Ig-m Climant | .I
000197 ow Requeskt Details
Delete

000196

Resubmit for Processing

000135 | 00000300

000134 |00000300 | Lewis

&+ E-Request Job - Properties Screen

The properties associated to each Job record are displayed in the following screen:
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™ EmailfInvoice Recap Request Inquiry

- BX

Contact Information:

WEB User |D: 00000300 Henry Lewis

Email &ddress: henry_lewis@cch-lis.com

With Customer: 401028 INTERCOUNTY CLEARANCE CORP

Acceszing:
Customer: 016911

Ireoice Queried:

=+ E-Request Jobs - Filters Screen

Email/Recap Request 1D #: 0oo182 far User 1D: 00000300 Email Multiple Invoices Recap Report
Here are the details for this WEB Request. 2
Requested:
On:  Wednesday. July 0572006 at 11:13:11 AM
Status:  Completed Started at: O

Finished at: ~ 11:21:18 AM

Emailed:  d:ks4\test\UCCAWEB-Etmp\inyS etD54569 Recap20060705.xls

Usger Type:

() WER Client
@® stalt
() Demo User

ey

When selecting to have the Job Request History records Purged or when setting the Display

Filters, the following screen is presented:
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Request Dizplay Filter Options:

- BX
You may specify selected parameters to limit the list of R equest iters that are displayed. _‘?
Request Mumber[z]: WEB User Type(s):
@ al WEE Clients Demo Users
() Gelected Employess

Requests Dated:

% EQt CTUHSidBIBd [ Invoices Emailed
riar Ta
) Since

1

Only the Following Request(s]:

[ Passwords Emailed
[JRecap Report Emailed [ Multiinv Recap Spsheet Emailed
[ Recap Spreadsheet Emailed

Selecting only Requests Matching:

WEB Uszer ID: l:l
[ueries to Customer: l:lﬂl

| ok I | cancel |

= Filters - Field Definitions

Request ID Number(s)

radio-buttons
When jobs are submitted to the E-Request processor, they are assigned a Request
Number. Click to include All or just those Requests that fall within a selected range of
Numbers.

@ Al All Requests are selected.
O selected | Specify starting and ending Request Numbers for
those to be included or not.

Web User Type(s)

check boxes
Each Web Users is defined as either a Client, an Employee, or a Demo User. Set or

unset the applicable check boxes to include or exclude those requests submitted by the
different types of Web Users.

Requests Dated

radio-buttons and (mmddyy)
To select only those Requests that were submitted
relative to a given date. |

&  Not Considered |
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O Prior To
O Since

Requests of the Following Types check boxes

To select only those Requests
performing specific types of requests,
set the applicable check-box fields.
Leaving all fields un-checked selects
all connections, regardless of the , _ ,
functions being exec Uted. [ Invoice Inguiy [[]Recap Spreadsheet Emailed

Only thoze with the Following R equest{s]:

[]A/R Open tems Ouery [ Invoice Emailed
[] Past Invaices Quem [] Recap Report Emailed

with Matching — Web User ID X(8)

Select only those Requests made by a specific Web User ID. Leave the field blank if it is
NOT to be considered as a filter.

with Matching — Queried Customer X(6)

Select only those Requests inquiring upon a specific Customer. Leave the field blank if it
is NOT to be considered as a filter.

6.3.4 WEB Errors Inquiry

The Series 5 Web Access Management system consists of those back-end routines that
manage the use of the Account-Status-On-the-WEB, (ASOW), service routines. When
errors are generated from the ASOW system, a web page is displayed to to the given web
user that contains an Error Code. When such errors are generated, an entry is recorded to
the W/M system Error Log file.

The idea is that when an error is encountered by a Web User, it tends to be one that is likely
to be a low level, system related error. Rather than providing a descriptive error message, a
simple error code is shown. (This is purposely done so that if a user was attempting to
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acquire information to launch a malicious attack on the web site, they would not be
able to learn much from the errors that are displayed).

If a normal "friendly" user was to receive an error, they could contact accounting staff for
assistance. this Web Error Inquiry function could then be invoked to determine what the

cause of the error might be.

& WEB Errors Inquiry Inquiry Grid

S ASOW WEB Errors Inquiry
File Edit View Help

=6

Show Web Ernor Log Records Dizplay system erors generated from AS 0w = 5
servicing routines. =| &
e GoTotens et [ #

Last Name |Cust Error Code - Meszage IP Address

Date Time Web ID # | Web Page ID |User ID
11:37:56 4M |DO00001042 | 040303060006 | D000D300

Lewiz B13 - Unable to Read previously validated User ID 192.168.2.100

h‘z

Items are listed ascending ordered by their Date & Time.

Search: for:

"Fast Buttons"

Show Detail

To have the current highlighted item in the
grid displayed in detail. A new screen is
displayed. (Double-clicking the particular
row of the item, also causes the
Transaction to be displayed).

Delete

To have the current highlighted item in the
grid deleted.

Purge History

To have the Error Log History records
purged. A date cutoff filter, and other filters
may be entered thus purging only selected
items.
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Some of the special features of this "Inquiry” grid are as follows:

» Error History records may be
listed either by the Web User's
ID, the web browsers' IP
address, or by date (with the
most recent listed first).

List by: | "EB UserId

IP Addresz
WEB Uzerld

> Depending on the List By
selection, a field will be
presented, in which the operator
may key in a User Id, and IP
address, or a date. The system
will attempt to read to the
closest transaction for the data
entered and display it in the grid.

&+ \Web Errors - Properties Screen

When an internal error is detected while servicing a request from ASOW, an error message
screen is displayed to the associated web browser. An example of such as screen is shown

as follows:
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3 L:JEEENI.DI.i:ErcrLDM-nr“ i I—i e n O n l i n E

Client Account Signon

A problem has been identified

Your request cannot be serviced at this time.

ERROR: 0000001042-B13

We are sorry for any inconvenience caused to you.
Please contact the Web Master for this site if the problem persists.

In this case, error B13 was generated for the web user that was assigned a WEB ID # of
000001042, from the service routine that handled signing on the to the system.

For all such errors encountered, an Error Log record is recorded. The information associated
to these errors is displayed with the following screen:
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Sl ASOW WEB Errors Inguiry

WEB ID # 0000001042 for UserID: 00000300

- BIX

Here are the details for this WEB Errar.

Fequested:
On:  Tuesday. May 2672009 at 11:37:56 AM
Ermor: B13 - Unable to Read previously validated User ID

From: ARLOGOM - Web Logon Process

wieb User:
WEB Usger ID: 00000300 Henry Lewis User Type:
Email Address: henry_lewis@wolterskluwer.com O'WEB Client
(%) Staff
‘with Customer: 401028 INTERCOUNTY CLEARANCE CORP () Demo User

Acceszing:

Customer: Customer had not yet been selected

= ASOW Web Errors

Different errors are reported to the Web browser as a code, with an record written to the Error
Log file.

Errors generated for all requests to ASOW (From the WEBINIT.PL logic)

Error Code |Description

A00 The ASOW system executes by reading assorted Series 5 control and
data files. The first file that is opened is the Error Logging file. If this file
cannot be opened this error is generated. The code at the end of the
message is the error returned from the data files manager.

access problem has occurred.

If the error is a 9D-xx type error, this indicates that the file service daemon,
AcuServer, is not executing on your main data server system; or a network

A0l A user from an IP address that has been blocked attempted to sign on to
the system. There are a number of IP addresses that have been identified
as web-bots. These are hard-coded into the ASOW system to be

rejected. These include the following:

65.203.143.166
62.189.162.3

12.129.177.74
216.34.112.81

212.123.233.246
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A02

The Series 5 is driven using a configuration file that contains assorted
variables used to define the properties of the system being executed. One
such variable is SHSI-CONTROL-DIR. [f this variable is not correctly
identified, this error is displayed.

This error will occur if the Configuration file could not be opened correctly
due to an incorrect definition for the CGI helper service.

AO03

The ASOW system executes by reading assorted Series 5 control and
data files. Data is stored for each Series 5 Company System that is
defined. There is a Company Control file that governs the use of all data
files. A system error occurred while attempting to open this file.

This error will occur if the file service daemon, AcuServer, was not
executing on your main data server system; or a network access problem
has occurred.

AO4

The ASOW system executes by reading assorted Series 5 control and
data files. Data is stored for each Series 5 Company System that is
defined. There is a Company Control record that holds the properties
associated to the given company. A system error occurred while
attempting to read this record.

This error will occur if an incorrect Company Code was detected.
Company Codes are embedded within each HTML Web page, in each
form, within the hidden variable "Web_Page_ID". If a user, or system was
attacking the ASOW web site, this error might occur.

AO05

The Series 5 is driven using a configuration file that contains assorted
variables used to define the properties of the system being executed. If
one of these variables is not defined, this error will be generated.

Al18

Every Web Page output to a user has a Dynamic Token Number
embedded within the Web-Page ID hidden variable. (The last 4 digits).
When a Web User signs in, they are assigned a range of valid Token
Numbers. If the Token for a given page that generated a submit request
does not fall within the users assigned, range, this error will be generated.

Errors from the Logon web pages requests (From ARLOGON service
routine)

Error Code

Description

BO6

Each web-page has a identifier code. A request was submitted from a
logon page that had the incorrect id code. This could result from a user, or
system attacking the ASOW web site.

BO7

Either the Customer master file, or the Web User's Properties files could
not be opened. This error will occur if the the file service daemon was not
executing on your main data server system; or a network access problem

© 2007 - 2014 by Sentinel Hill Software, all rights reserved




160 Series 5 Web Access Manager- User Help

has occurred.

BO8 Each web-page has a number of different functions that may be requested.
An invalid request was submitted to the logon services routine from the
web page. This could result from a user, or system attacking the ASOW
web site.

BO9 Users of ASOW must be defined Web-Users. When the initial request is
made to ASOW, it may, or may not be set up to perform an automatic
signon. If it was for an automatic signon, and the Web User code was
unknown, then this error is generated.

B10 There is a special logon option, whereby a user's Web-ID code is passed
with a special dynamically built password. If the Web-ID is not known, or
segments of the dynamic password are incorrect, this error will be
generated. (This function is utilized when users of llien bypass the normal
sign-on process to access ASOW).

B12 When Web-Users attempt to sign on to ASOW directly from llien, there is
a special validation process in effect. If this validation fails, this error is
generated.

B13 If during the signon dialogue with a web user, their Web-User property
record cannot be read, then this error is generated. This could result from
a user, or system attacking the ASOW web site.

B14 When a user attempts to signon to ASOW and make use of the pre-
defined Demo Customer, and that Demo Customer does not exist, this
error message is displayed.

B15 When a Web User has forgotten their password, and requested it to be
emailed to them, a job is submitted to the E-Request Server. These
requests are assigned a Request ID Number. The E-Request Control
properties record is read to obtain these ID Numbers. If a Request ID
Number could not be assigned, this error is generated.

Errors from the List of Historic Invoices web pages requests  (From
PINVDISP service routine)

Error Code |Description

CO06 Each web-page has a identifier code. A request was submitted from a Pl
Invoices Listing page that had the incorrect id code. This could result from
a user, or system attacking the ASOW web site.

Cco7 One of the Series 5 data files needed to display Invoice History information
could not be opened. This error will occur if the the file service daemon
was not executing on your main data server system; or a network access
problem has occurred.

co8 Each web-page has a number of different functions that may be requested.
An invalid request was submitted to the services routine used to display
invoices. This could result from a user, or system attacking the ASOW
web site.
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C09

Users of ASOW must be defined Web-Users. Even after users have
logged on to ASOW, each time a request is submitted, their profile record
is read. If their Web-User record could not be read then this error is
generated.

Cl1

Once a user has signed on to ASOW, a Web ID Number is assigned to
them. During the interaction with any given user, a Web Storage data
record for each Web ID is kept on file. Each time a request is serviced for
that user, their Web Storage data record is read. If an error is encountered
on attempting to read that record, this error is generated.

Cle

When a Web User is signed on to ASOW, they have access to either a
particular, or a selected, Customer's information. If that Customer's
Properties record could not be read, this error is generated.

Errors from the Recap Spreadsheet Request web pages requests
(From RECAPSPSHT routine)

Error Code

Description

D06

Each web-page has a identifier code. A request was submitted from a
Recap Spreadsheet Request page that had the incorrect id code. This
could result from a user, or system attacking the ASOW web site.

D07

One of the Series 5 data files needed to set up the Recap Spreadsheet
Request could not be opened. This error will occur if the the file service
daemon was not executing on your main data server system; or a network
access problem has occurred.

D08

Each web-page has a number of different functions that may be requested.
An invalid request was submitted to the services routine used to display
invoices. This could result from a user, or system attacking the ASOW
web site.

D09

Users of ASOW must be defined Web-Users. Even after users have
logged on to ASOW, each time a request is submitted, their profile record
is read. If their Web-User record could not be read then this error is
generated.

D11

Once a user has signed on to ASOW, a Web ID Number is assigned to
them. During the interaction with any given user, a Web Storage data
record for each Web ID is kept on file. Each time a request is serviced for
that user, their Web Storage data record is read. If an error is encountered
on attempting to read that record, this error is generated.

D15

When a request to generated a Recap Spreadsheet is received, a job is
submitted to the E-Request Server. These requests are assigned a
Request ID Number. The E-Request Control properties record is read to
obtain these ID Numbers. If a Request ID Number could not be assigned,
this error is generated.

D16

When a Web User is signed on to ASOW, they have access to either a
particular, or a selected, Customer's information. If that Customer's
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|| Properties record could not be read, this error is generated.

Errors from the A/R Open Items List web pages requests  (From
ARITEMDISP service routine)

Error Code |Description

EO6 Each web-page has a identifier code. A request was submitted from an A/
R Open ltem Listing page that had the incorrect id code. This could result
from a user, or system attacking the ASOW web site.

EOQ7 One of the Series 5 data files needed to display A/R Open ltem information
could not be opened. This error will occur if the the file service daemon
was not executing on your main data server system; or a network access
problem has occurred.

EO8 Each web-page has a number of different functions that may be requested.
An invalid request was submitted to the services routine used to display
invoices. This could result from a user, or system attacking the ASOW
web site.

E09 Users of ASOW must be defined Web-Users. Even after users have
logged on to ASOW, each time a request is submitted, their profile record
is read. If their Web-User record could not be read then this error is
generated.

Ell Once a user has signed on to ASOW, a Web ID Number is assigned to
them. During the interaction with any given user, a Web Storage data
record for each Web ID is kept on file. Each time a request is serviced for
that user, their Web Storage data record is read. If an error is encountered
on attempting to read that record, this error is generated.

E16 When a Web User is signed on to ASOW, they have access to either a
particular, or a selected, Customer's information. If that Customer's
Properties record could not be read, this error is generated.

Errors from the Single Invoice Display web pages requests (From
PINVINQRY service routine)

Error Code |Description

FO6 Each web-page has a identifier code. A request was submitted from a Pl
Invoices Display page that had the incorrect id code. This could result
from a user, or system attacking the ASOW web site.

FO7 One of the Series 5 data files needed to display an Invoice could not be
opened. This error will occur if the the file service daemon was not
executing on your main data server system; or a network access problem
has occurred.
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FO8

Each web-page has a number of different functions that may be requested.
An invalid request was submitted to the services routine used to display
invoices. This could result from a user, or system attacking the ASOW
web site.

FO9

Users of ASOW must be defined Web-Users. Even after users have
logged on to ASOW, each time a request is submitted, their profile record
is read. If their Web-User record could not be read then this error is
generated.

F11

Once a user has signed on to ASOW, a Web ID Number is assigned to
them. During the interaction with any given user, a Web Storage data
record for each Web ID is kept on file. Each time a request is serviced for
that user, their Web Storage data record is read. If an error is encountered
on attempting to read that record, this error is generated.

F15

When a request is received to have a copy of an Invoice emailed, a job is
submitted to the E-Request Server. These requests are assigned a
Request ID Number. The E-Request Control properties record is read to
obtain these ID Numbers. If a Request ID Number could not be assigned,
this error is generated.

F16

When a Web User is signed on to ASOW, they have access to either a
particular, or a selected, Customer's information. If that Customer's
Properties record could not be read, this error is generated.

F17

When a request is received to have an Invoice displayed, if the Historic
Invoice record could not be read, this error is generated.

Errors from the Invoice Recap Detail Display web pages requests
(From RECAPDISP routine)

Error Code

Description

GO06

Each web-page has a identifier code. A request was submitted from a
Recap Detail Display page that had the incorrect id code. This could result
from a user, or system attacking the ASOW web site.

GO07

One of the Series 5 data files needed to display Recap Detail information
could not be opened. This error will occur if the the file service daemon
was not executing on your main data server system; or a network access
problem has occurred.

GO08

Each web-page has a number of different functions that may be requested.
An invalid request was submitted to the services routine used to display
invoices. This could result from a user, or system attacking the ASOW
web site.

G09

Users of ASOW must be defined Web-Users. Even after users have
logged on to ASOW, each time a request is submitted, their profile record
is read. If their Web-User record could not be read then this error is
generated.

Gl1

Once a user has signed on to ASOW, a Web ID Number is assigned to
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them. During the interaction with any given user, a Web Storage data
record for each Web ID is kept on file. Each time a request is serviced for
that user, their Web Storage data record is read. If an error is encountered
on attempting to read that record, this error is generated.

G16 When a Web User is signed on to ASOW, they have access to either a
particular, or a selected, Customer's information. If that Customer's
Properties record could not be read, this error is generated.

G17 When a request is received to have Recap Detail associated to a particular
Invoice displayed, if the Historic Invoice record could not be read, this error
is generated.

Errors from the Recap Detail Inquiry web pages requests (From
RECAPQUERY service routine)

Error Code |Description

HO6 Each web-page has a identifier code. A request was submitted from a
Recap Detail Inquiry page that had the incorrect id code. This could result
from a user, or system attacking the ASOW web site.

HO7 One of the Series 5 data files needed to display Recap Detail Inquiry
information could not be opened. This error will occur if the the file service
daemon was not executing on your main data server system; or a network
access problem has occurred.

HO8 Each web-page has a number of different functions that may be requested.
An invalid request was submitted to the services routine used to display
invoices. This could result from a user, or system attacking the ASOW
web site.

HO9 Users of ASOW must be defined Web-Users. Even after users have
logged on to ASOW, each time a request is submitted, their profile record
is read. If their Web-User record could not be read then this error is
generated.

H11 Once a user has signed on to ASOW, a Web ID Number is assigned to
them. During the interaction with any given user, a Web Storage data
record for each Web ID is kept on file. Each time a request is serviced for
that user, their Web Storage data record is read. If an error is encountered
on attempting to read that record, this error is generated.

H16 When a Web User is signed on to ASOW, they have access to either a
particular, or a selected, Customer's information. If that Customer's
Properties record could not be read, this error is generated.

&* \Web Errors - Filters Screen

When selecting to have the Error records Purged, the following screen is presented:
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™ ASOW WEB Errors Inguiry |:||E|r5__<|

Purge Historic WEB Error records:

“r'ou may specify selected parameters to limit the Historic Errors that are removed. _"?
Erors Reported: Selecting only Errors for:
() Mot Corsidered WEB User ID: l:l
() Prior To
O since 5/01/08 | Queries to Customer:

CT CORPORATIOM SYSTEM - WALNUT CREEK

| ok %—l | cancel |

L ]

= Filters - Field Definitions

Errors Reported radio-buttons and (mmddyy)
To select only those Errors that were generated
relative to a given date. @ Not Considered
©  Prior To
©  Since
with Matching — Web User ID X(8)

Select only those Requests made by a specific Web User ID. Leave the field blank if it is
NOT to be considered as a filter.

with Matching — Queried Customer X(6)

Select only those Requests inquiring upon a specific Customer. Leave the field blank if it
is NOT to be considered as a filter.
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6.4

6.4.1

Operational Functions

The topics in this chapter describe functions and procedures that are a available under the

Operations drop down menu on the Web Access Management menu. These menu
items are used to perform the major processing functions in the Web Access Management
system. In particular, the functions for launching the E-Request Server is found here.

These functions are available from the W/M Menu Bar as shown:

"8 SHSI Series ¥V WEB Management E”EN‘S__(l

User Functions  Control Opkions  Window  Help

File  Inguiry WesER=EmgEN Reports  Codes Maintenance  Purging  “Wizards

Start Email Request Server ...

User: USEH Start Email Request Manitar. .. Fiev. 5.08
(Eh' b ect DF5 Test Company Ty
] Bulk. Email Generatar. .. . S
-§2EIEIS 12:43 Phd
’ Purge Widow Connects., ..

Clear Access Staks PTD...

Clear Access Staks YTOURPTD. . - -
OGO O T OO 2 Dverdue Functions 3 Coming Due

nd Dperatis
|

Starting the E-Request Server

Web Users visiting the web site may request for a variety of different functions that cannot be
handled directly by the web server. These requests are submitted as jobs that are queued to
the E-Request Server to be processed. The E-Request Server is a program that executes
each of the different types of requests, and sends an email back to the user with whatever
attachments are applicable. You can have any number of E-Request Servers running, on
different processors, that can be configured to service particular customers, or staff, or
specific types of requests.

This Web Access Management function is used to launch the E-Request server. Some

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Web Access Management Menu Functions 167

points to note about the Server function:

» The E-Request Server utility is launched from the File drop-down menu
from the Web Management System

» Multiple instances of the E-Request Server may execute at the same time
on different client terminals

» Each E-Request Server may be set up to service jobs only from
Customers or only from Employees

» Each E-Request Server may be set up to service jobs generated for a
particular Customer

» Each E-Request Server may be set up to service jobs of a particular type

» An Execution screen is available that displays information about the
request being processed

» The window within which the E-Request Server executes can be toggled
between two sizes. In Expanded mode it shows the details and log of
executing jobs; In Brief mode, it just shows a small general status screen

The E-Request server, depending on the requests, sends out documents to user via email.
For each of the different emails that are sent, the body of this message, which you can edit to
your likening, is loaded from a file that must be located in the folder named Email-Templates
found in the designated Company System's "Generated and Archived Reports" data directory.
These files can be either a simple text file, or an HTML file and must not contain more that
8192 characters. The following files are loaded for the different types of email requests that
may be sent:

File Name Type of Email

EReq_Invoice_EmailMessage.TXT | Copy of a specific Invoice

EReqg_RecapRpt_EmailMessage.TX | An Invoice's Recap Report
T

EReq_RecSpsheet_EmailMessage. | An Invoice's Recap Spreadsheet
TXT

EReqg_Multinv_EmailMessage. TXT | Multiple Invoices Recap Spreadsheet

EReq_InvsRprint_EmailMessage.TX | Multiple Invoices Reprint
T

EReq_ForgotPword_EmailMessage. | Forgotten Password
TXT

Within the body of the message file, you may include a number of pseudo variables that will
be replaced with applicable text, associated to the information in the email and the recipient.
The following variables may be used and replaced as follows:
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Applicable to Variable String to be replaced with

All emails %%RECIPIENT- The Approval Manager's Name
NAME %%

All emails %%RECIPIENT- The Approval Manager's email
EMAIL%% address

Copy of Invoice

%%DOC-NUMBER
%%

The Invoice number

Copy of Invoice(s) or
Recap Rpt

%%DOC-TYPE%%

The type of document sent. (ie., MS
Word or PDF)

Copy of Invoice or
Recap Rpt

%%MY-STRING-1%
%

The utility that to be used to read the
attachment

Multi-Invoices Recap
Sp'sheet

%%MY-STRING-1%
%

The lowest Invoice # reported

Multi-Invoices Recap
Sp'sheet

%%MY-STRING-2%
%

The highest Invoice # reported

Forgotten Password

%%MY-STRING-1%
%

The Web User Id Code

Forgotten Password

%%MY-STRING-2%
%

The Web User's Password

Examples of these Email Message files may be found in the Series 5 release directory, in the
UTIL sub-directory.

= Launching the Series 5 E-Request Server

From the Web Manager menu:

1. Click on Start Email Request Server... from the Operations drop-down menu.
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W SHSI Series ¥ WEB Management
File:

Imquiry RelEEN N Feports
tark Email Re .
Start Email Request Monitar...

Codes Maintenance  Purg

Ilzer; USER

-.’A‘.

» lﬁ Purge Widow Connects. ..
Clear Access Stats PTD...
——|  Clear Access Stats YTOYUPTD...

| 4 bgrorormocs— T oampopor

1 Scheduled for Today

Bulk. Ernail Generatar, .,

The following Schedulad b

2. E-Request Server Filters screen will be displayed and you will be able to set a
number of filters that are used to select particular requests that are to be accepted.
(By default All requests will be processed). Note that after the server is started, you
can change the filters.

Set E-Request Server Filters

|[dentify the Types anddor Owners of the Web Users' Regquests to be serviced,

Service DMLY Bequests:
Submitted by

G taff For Customer: i

Customers

0Of Tyupes:

Invoice Reprints FRecap Spreadshests
Fiecap Feports Forgatten Passwaords
Multi-lnvoice Recap Spsheet

(1]

3. Click OK and the E-Request Server will trundle off and wait for a job that it can
execute.

Processing Note
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The E-Request Server, when launched, is executed as an entirely new task in it's own window. You can
switch back to the Web Management menu window, exit that, and do whatever you please without

disturbing the E-Request Server.

= E-Request Server "Status" Waiting Window

When the E-Request server is idle and waiting for a job to submitted, the following screen is
displayed. Note that if you wish to have the E-Request server hibernate between 11:45 pm

and 5:45 am every night, set the applicable check-box. (During hibernation, all files are
closed so a proper backup can be taken).

W WEB e-Request Service Handler |Z||E|[5__(|

Statuz: Pauszed at 4:21 pm

Started:  4:21 pm on Thursday. October 0972008
Total Requests serviced: 0

[] Show the detail for requests being serviced
Enable Might-Time Hibemation [11:45 pm - 545 am) k‘

’ Check Requests ] [ Set Filters l ’ Quit and Exit ]

= E-Request Server "Status" Processing Window

When a request is being serviced, the following screen is displayed. Note that if you wish to
show more information about requests as they are being serviced, set the applicable check-

box.

™ WEB e-Request Service Handler |Z||E|r5__(|

Statuz:  Process Request #f 000174 Inv 468811 Reprnint
Started 3:59 pm for Customer Code: 010155

Started:  3:06 pm on Thursday. October 0952008
Tatal Requests serviced: 0

[] Show the detail far requests being serviced k
Enable Might-Time Hibermation [11:45 pri - 5:45 am) .

’ Check Requests ] [ Set Filters l ’ Quit and Exit ]—
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= Request Being Serviced Screen

If the check-box to show the detail for requests being serviced, is set, then the following
screen is displayed.

W Execute P/l E-Requests |Z||E|le

WEB Email Request #: 000174 for Lser (D 00000300

Email Copy of Invoice

Requested:
Ok Wednesday. February 092005 at: 5r28:01 PM

Contact Infarmation:

WEB User |D: 00000300 Heniy Lewis Uszer Type:
Email Address:  lanpe@sentingl-hil.com © WEB Client
(%) Staft
Wwith Customer: 401028 INTERCODUNTY CLEARANCE CORP () Dema User
Acceszing:
Custormer: 010155

Invoice Queried: 468811

R

= Request Select Filters Screen Field Definitions

Submitted By - Staff check-box

The system can identify users as staff, or customers. Check this field if this E-Request
server is to service jobs for staff.

Submitted By - Customers check-box

The system can identify users as staff, or customers. Check this field if this E-Request
server is to service jobs for customers.
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For Customer X(6)

Enter the Customer Code for which originating requests are submitted. Only those
requests submitted for the specified Customer will be serviced. Leave the field blank if
the Customer is not used as a filter.

Of Type - Invoice Reprints check-box

Check this field if this E-Request server is to service Invoice Reprint jobs.

Of Type - Recap Reports check-box

Check this field if this E-Request server is to service Recap Reporting jobs.

Of Type - Multi-Invoice Recap check-box
Spreadsheets

Check this field if this E-Request server is to service the generating of multiple invoice
Recap Spreadsheets. Note that these jobs may take up to 40 minutes of time depending
on the # of invoices that are being reported. Having these jobs serviced by a separate
server allows other jobs to be serviced more quickly.

Of Type - Recap Spreadsheets check-box

Check this field if this E-Request server is to service the generation of single Invoice
Recap Spreadsheets.

Of Type - Forgotten Passwords check-box

Check this field if this E-Request server is to service requests by users to send an email
of their forgotten passwords.

6.4.2 Starting the E-Request Monitor

The Monitor utility may optionally be executed. It allows you to display the list of jobs that are
waiting, or that have been completed. It also provides a list of alerts of problems that were
encountered when attempting to email results to the users. This utility may be executed on
any client machine, including those used for the E-Request Server. This is basically another
Series 5 program that gets launched from the Web Management system.
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= Launching the Series 5 E-Request Monitor

From the Web Manager menu:

1. Click on Start Email Request Monitor... from the Operations drop-down menu.

™ SHSI Series ¥ WEB Management
File

Inquiry NEEEEEEEN Reports  Codes Maintenance  Purg
Skart Ernail Req

Start Email Reguest Monitor, .. )

lzer: USER

Bulk. Emnail Generator, .,

Purge Widow Connects. ..
Clear Access Stats PTD...
— lear Access Staks YTDJPTD...

| 4 FIy T UTUINGY [ F Uiy w

1 Scheduled for Today

The following Sched

2. The E-Request Monitor window will be displayed. A different tab is presented for the
different types of data that can be displayed. This screen shows up to 50 jobs that are
in the queue, waiting to be serviced.

™ WEB e-Request Monitor |-_||E|E|
Waiting | Completed || Alerts || Executing |
These are the next 50°WEB Reguests waiting to be serviced. Last refrezshed at: 4:38:02 pm

Submitted D # Iser Fequest Server Stat  Company
1/05/04  3:51:45 pm (000169 | 00000300 Henry Lewis Invoice Reprint 010155

1214204 2:03:23 prn (000173 | 00000200 Larry Carlsen Client Pazsword
FA05/06  2:21:25 pm (000185 | 00000300 Henry Lewis Multlny Recap 016911

[ Refresh every minute (instead of every 15) Exit

Processing Note
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The E-Request Monitor, when launched, is executed as an entirely new task in it's own window. You
can switch back to the Web Management menu window, exit that, and do whatever you please without
disturbing the E-Request Monitor.

= E-Request Monitor "Completed™ Screen

This screen shows up to the last 50 jobs that have been completed.

B

™ WEB e-Request Monitor,

W aiting | Completed |Alelts Executing

These are the last 50°WEB Requests that have been serviced. Last refreshed at: 4:53:43 pm
Complete zer : : Skat armpary
FA05/06 22215 pm (000134 | 00000300 Henry Lewis tult-lne Recap 016911 A~
FA05/06 11:37:41 am (000183 | 00000300 Henry Lewis tult-lnv Recap 016911 q
705406 11:21:18 am 000182 | DOD0O300 Henry Lewis tult-le Recap 016311
704406 17:27:27 am (000131 | 00000300 Henry Lewis tult-lne Recap 016915
70306 54527 pm 000180 00000300 Henry Lewis tult-lnv Recap 016915
B/23/08  3:31:46 pm 000176 | DODOO300 Heny Lewis Recap Spsheet 010155
B/23/06 52230 pm (000175 | 00000300 Henry Lewis Fecap Report 010155
2705405 2:00:43 pr 000172 | 00000200 Lamy Carlzen Client Pazsword b
2/09/05  2:00:44 pra 0001771 | 00000200 Lary Carlzen Client Pazsword
2/09/05  3:00:37 prn 000170 [ 00000200 Larry Carlzen Client Pazsword hd

[] Refresh eveny minute (instead of every 15) E xit

= E-Request Monitor "Alerts" Screen

This screen shows up to the last 50 warnings or "Alerts" from jobs that had a problem.

B

"™ WEB e-Request Monitor

Waiting Completed| Alerts |Executing

These are the last 50°wEB Requests that had prablems completing. Last refreshed at: 4:23:39 pm

Cormpleted =2k Company

2022408 1:44:18 pra 000196 Pazsword
7 33 000135 | 00000300 Henry Lewis fult-lre Fecs
25708 11:33:34 am 00000300 Henry Lewis m
SAFAF 23837 pra 000193 00000300 Henry Lewis Recap Spshest 01695
F/25/08 11:33:28 am (000132 | 00000300 Henry Lewis Recap Feport | SHSI-P380-LC 016915
8707 3:38:19 pm (000191 | 00000300 Henmy Lewis Inwoice Reprint | SHSI-P380-LC| 76 | 016915
FA25/08 11:33:20 am (000190 | 00000300 Henmy Lewis Recap Spsheet | SHSI-P380-LC) 76 (016915
8/A17/07 25540 pm (000188 | 00000300 Henry Lewis Invoice Reprint | SHSI-P380-LC| 06 | 016915
7/25/08 11:33:15 am (000186 | 00000300 Henmy Lewis tult-lny Recap | SHSI-P380-LC| 76 | 0168911 =
10/09/08  4:03:07 prn 000174 | 00000300 Henry Lewis Inwoice Reprint | SHSI-P380-LC) 76 | 010155 bl

[ Refresh every minute (instead of every 15) E xit
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= E-Request Monitor "Executing Screen

This screen shows the Requests that are currently being serviced.

™ WEB e-Request Monitor,

Waiting | Completed | Alerts | Executing

CEX

These are the WEB Requests that are currently being processed. Last refreshed at: 4:38:36 pm

Started 1D # |Jzer Request Server Stat  Company
8707 25542 pm 000189 | 00000300 Henry Lewis Fecap Feport | SHSI-P380-LC
7425408 11:33:40 am 000200 00000300 Henmy Lewis Irvoice Reprint | SHSI-P380-LC

000224 JPMORGAM CHASE

Show Requeston SHSIP380LC | |

[] Refresh every minute (instead of every 15) E xit E

6.4.3 Bulk Email Generation

The Series 5 system has as an integrated function, the ability to directly send emails. This
function provides an easy way to send an email to all, or filtered sets of the Web Manager's

defined Web Users.

You might need to send an email advising them of a change in the web address, of a
proposed system maintenance down time, or perhaps let them know the name of the new
Web Master. Some would call it spamming, but in this case it would really be just keeping in

touch with your users.

Some points to note when generating Bulk Email:

¢ You can select which Web Users are to be emailed using a number of different
selection criteria. These include the last Connected Date, the total number of
Connection Hours or even the total number of Recap Reports or Spreadsheets
Requested.

e Each Web User is associated to a customer. Customer filters may be specified
when presented with the standard Customer Select Filters| 9] screen. This allows

you to select specific ranges of customers, vendor types, and a variety of other
criteria used as filters for selecting the customers that are to be included. .

* The message could be one that is entered consisting of up to 8,000 characters of

text, or it may be loaded from a text file that is located on your system.
e Up to 3 different attachments can be selected to be sent with the email

¢ The email address is obtained from the one that is defined in the Web Users'
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properties

¢ Within the body of the message a number of different pseudo variables may be
embedded. When the message is sent, these will be replaced with the applicable

text obtained from the Customer's record

Accessing the Bulk Email Generator

From the W/M Main menu, select Bulk Email Generator from the Operations

drop-down menu.

™ SHSI Series ¥ WEB Management

File  Inguiry Relsl=E et
Uzer. USER

Bulk Email Generatar. ..

Purge Widow Connects. ..
Clear Access Skats PTD...

1 S5cheduled For Today

Reports  Codes Mainkenan

Start Email Request Server, ..
Start Email Request Monitar ...

Clear Access Staks YTOUPTD...

4 T T OGS o oy o peroodNE

&+ Bulk Email Customer Filter Options - Screen

The filters that may be set for selecting specific Web Users are defined with the following

screen:
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¥ Generate Bulk WEB User Emails

Send email to WEB Users ..

177

- B

WEB Uszer Activity Filters | Customer Select

Demographic Select | Email Message

Select the WEER Uszers to whom emails are zent along with any activity filters that might apply.

WEB User[z):
) all
() Selected

Last Connected:

YWith # Recap Reports Requested:

(%) Mot Considered
() Period-To-Date

‘With Tatal Connect Hours:

() Mot Considered
() Period-To-Date

() Mot Considered 8‘[:;'-\1;?&&
() Since ast v
() Mat Since I:I O Life-To-Date

With # Recap SpreadShests Requested:

(%) Mot Considered
() Period-To-Date

(O Year-To-Date |:| () Year-To-Date |:|
() Last ear (3 Last Year
() Life-To-D ate () Life-To-D ate

[wea ] [eowa]

L

= Bulk Email Web Users Filters Screen - Field Definitions
Web User(s) radio buttons

To include only those Web User profiles that fall within a certain range. Click to include All
or just those items with a selected range of codes.

® Al All Users are selected.
O Selected Enter starting and ending Web User Codes for those that will
be included or not.

Last Connected Date radio-buttons and (mmdyy)

To select only those Web Users which have, or have
not, connected to the ASOW web site since a
particular date, click the appropriate button, and enter

&  Not Considered
O Since
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the date which should be tested against. | ' Not Since

With # of Recap Reports Requested radio-buttons and 9(6)

To select only those Web Users that have requested

more, or less, than a specified number of Recap @  Not Considered
reports within a particular period of time, click the O Period-To-Date
desired Period, and compare function, and enter the o
amount to be compared with. Year-To-Date
©  Last Year
O Life-To-Date
With Total # of Connect Hours radio-buttons and 9(6)
To select only those Web Users that have connected
to the ASOW web site for more, or less, than a ® Not Considered
specified number of times within a particular period of O Period-To-Date
time, click the desired Period, and compare function, o
and enter the amount to be compared with. Year-To-Date
O Last Year
©  Life-To-Date

With # of Recap Spreadsheets Requested | adjo-buttons and  9(6)

To select only those Web Users that have requested

more, or less, than a specified number of Recap @ Not Considered
spreadsheets within a particular period of time, click O Period-To-Date
the desired Period, and compare function, and enter
the amount to be compared with. ©_ Year-To-Date
O Last Year
O Life-To-Date

=+ Bulk Email Message - Screen

The message, and any attachments, is entered and/or specified with the following screen:
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Send email to WEB Users ..

179

- B

WEB User Activity Filters | Customer Select | Demographic Select | Email Message

Send the following email to the selected individuals.

Subject: |A message from Sentinel Hill Software Inc.

Message:

(%) Enter Meszage
() From a Test File

lle are please to announce that our Weh Server system has been enhanced
to provided added security. A numher of features have been implemented
based on the "Open Web Application Security Project Guide”.

Thankyou for vour continued support. and recommendations.

COUASP) .

Attachment|z]:

| [ Browse 1 ]

| [ Browse 2 ]

| [ Browse 3 ]

| <Back |

I Send the Emails %I [ Cancel ]

=+ Message Pseudo Variables

L]

The body of the text message to be emailed may contain a number of different pseudo

variables. When the message is sent, they are replaced with the applicable text as derived
from the Web User and Customer properties record. The following variables are available:

Variable Description Size

%%CUSTOMER-CODE%% | Code assigned to the Customer | X(6)

%%CUSTOMER-NAME%% | Customer's Company Name X(40)
%% USER-NAME %% The Web Users full name X(30)
%%ADDRESS-LINE-1%% Address line 1 X(40)
%%ADDRESS-LINE-2%% Address line 2 X(40)
%%ADDRESS-LINE-3%% Address line 3 X(40)
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Variable

Description Size

%%ADDRESS-LINE-4%%

Address line 4 X(40)

%%CUSTOMER-CITY-
STATE%%

City, State on file for the Customer | X(15), X(5)

%%

%% USER-PHONE%% Web User's Phone # (999) 999-9999
%% USER-FAX%% Web User's FAX # (999) 999-9999
%%NUMBER-OF- # Of Times Connected to the 99,999,999
CONNECTS%% website

%% TOTAL-CONNECT- # Of Hours Connected to the 99,999,999
HOURS%% website

%%LAST-CONNECT-DATE | The Date the last Connected Month DD, YYYY
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= Bulk Email Message Screen - Field Definitions

Subject X(100)

This will be the Subject of the emails that are sent out.

Message Source radio-buttons

Select whether the message is to be keyed in, or to be loaded from an already existing
text file.

Message Text File Folder and Filename X(70) & X(40)

If the text of the message is to be loaded from an existing text file, enter the path and the

filename of the file. Click on the Browse button to locate the desired file.

Message Text X(8192)

Enter the text of the email to send. The message may contain pseudo variables that will

be replaced with applicable text when the messages are sent for each Customer.

Attachments X(32)

Enter the full path to any attachments that are to accompany the emails that are
generated. Click on the Browse buttons to locate the desired file(s).

Purge Widow Connections

When Web Users connect to the ASOW web site, they must first sign on to the system. At

that time, a Web Connection record is established. When they are finished their inquiry, they

need to sign off the system. At that time, the Web Connection record is deleted. If a Web

User fails to formally log off from the ASOW system, the Connection record remains on the

system. These are referred to as "Widow Connections".

This function deletes these "Widow" records.

&+ Purge Widow Connections - Filters Screen

When selecting to have the Widowed Connections Purged the following screen is presented:
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™ Active WEB Connects Monitor |:”E|r5__<|

Active WEB Connect Dizplay Filter Options:

‘Y'ou may specify selected parameters ta limit the list of Active Connechion items that are displayed. _?
WEB Connect 1D Mumber(s): WEB User Type(s):
[OF] WEB Clients Demo Uszers
O Selected Employess
With Elapsed Connect Time: Only thoze with the Fallawing B equest(s):
& Mot Considered [] &¢F Open ltems Query [ Invoice Emailed

() Longer Than

) Less Than [ Past Invaices Query [] Recap Report Emailed

[ Invaice Inguiry [] Recap Spreadsheet Emailed

Selecting only Connectz M atching:

WEB User ID: |:| Carlsen - Staff

Gueries to Customer: l:lﬂl MORTGAGERAMP
City: | State/Prov: l:l

| oK I\J | Cancel |

= Filters - Field Definitions

Web Connect ID Number(s) radio-buttons

When Web Users are connected to the ASOW system, they are assigned a Web
Connect ID Number. Click to include All or just those Connection items that fall within a

selected range of ID Numbers.

® Al All Connects are selected.

' selected | Specify starting and ending Web ID Numbers
for the Connects to be included or not.

Web User Type(s) check boxes

Each Web Users is defined as either a Client, an Employee, or a Demo User. Set or
unset the applicable check boxes to include or exclude the different types of Web Users

selected.

With Elapsed Connect Time radio-buttons and drop-list
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6.4.5

To select only those Web Users that have been
connected longer than, or shorter than a specified &  Not Considered
time interval. If selected, a drop-list is presented from
which a predefined interval may be chosen.

©  Longer Than
©  Less Than

Web Users Making the Following Requests check boxes

To select only those Web Users that
are performing specific types of
requests, set the applicable check-
box fields. Leaving all fields un-
checked selects all connections,
regardless of the functions being
executed.

Only thoze with the Following R equest{s]:
[]A/R Open tems Ouery [ Invoice Emailed
[] Past Invaices Quem [] Recap Report Emailed

[ Invoice Inguiy [[]Recap Spreadsheet Emailed

with Matching — Web User ID X(8)

Select only those Connections whose Web User ID matches that entered. Leave the field
blank if it is NOT to be considered as a filter.

with Matching — Queried Customer X(6)

Select only those Connections that are inquiring upon a specific Customer. Leave the
field blank if it is NOT to be considered as a filter.

with Matching — City X(20)

Select only those Connections that are for Web Users whose designated Customer is for
the specific City. Leave the field blank if it is NOT to be considered as a filter.

with Matching - State/Province X(5)

Select only those Connections that are for Web Users whose designated Customer is for
the specific State or Province. Leave the field blank if it is NOT to be considered as a
filter.

Clear Access Statistics Period-to-Date

In the Series 5 Web Access Management system each Web User's property records has
fields that maintain assorted totals and statistics Period-to-Date. As the day-to-day activity of
users accessing ASOW proceeds, it contributes to the assorted statistical amounts
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displayed.
[~ Accumulated Statistics:
Multiple Invoice
# Connects Total Hours Email Invoices Recap Repoits Recap SpSheets Recap SpSheets
Period-ToDate: | | 791 | [_e80052] | | 137 | [ 180 | [ 257 | | 51]
YearToDate: | | 1.309] [ 9.417.63] [ 203| { 241] | 528 [ 51
Lastfear [ | [ [ 0.00] [ 0]
Lite-ToDate: | |  1.309] | [ 941763 | [ 203|
Last12Periods: | [ 1.  355]-] 11l [ 3214
(With the mast o 1.301.74 2
IoDoE hofiods L 0 1.315.37 i 0
il 5 0 1" 000 5 0
6. 0 4 000 6. 0
7. 0 5  0.00 7. 0
8. 0 6. 000 8 0
Ly 9, 0 7. 000 9 0
» 10. 0 8 0.00 10 0
1. 0 9. 0.00 11 0
12. 0 “| 10. 0.00 -| 12 1] |

Each of these periods are defined as follows:

Period-to-Date [This period is define as the time frame between when the "Clear Web
— User Period-To-Date Statistics" function is executed. Typically this
would be done on a monthly basis, so statistics might be available
monthly.

Year-to-Date —|On an annual basis, the Accounting manager is responsible for
executing the operation to Clear Web User Year-to-Date (YTD), figures.
At that time, the Year-To-Date amounts for each Web User will be reset
to ZERO.

Last-Year — |On an annual basis, the Accounting manager is responsible for
executing the operation to Clear Web User Year-to-Date (YTD), figures.
At that time, the all the Year-To-Date amounts are shifted to the Last-
Year amounts.

Clearing the Period-To-Date Totals

If the Period-to-Date figures kept for the Web Users are used for analysis purposes, itis very
important to have this function executed on the very 1st day of each period.

Accessing the Clear Access Statistics Period-to-Date function

From the W/M Main menu, select Clear Access Stats PTD... from the Operations
drop-down menu.
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6.4.6

™ SHSI Series V WEB Management

File  Inguiry Befa=ElWEREN Reporks  Codes Mainkenanc

Start Email Request Server. ..
Uszer: USER
= _ Start Email Request Monitar...

iz ] 2D
e

Bulk. Email Generator. ..

Purge Widow Connects. ..

Clear Access Staks YTOPPTD...

4 by v arones oGy o

1 Scheduled i Tida_l,l

&# Clear Access Statistics Period-to-Date - Launch Screen

The following screen is presented:

"™ Clear, WEB User Statistics Period-To-Date

Clear WEE Users PTD Statistics B2

For each *WEB User, Connection Statistics are accumulated and retained for the past 12 penods.
Thiz period. referred to az the Period-To-Date [PTD). iz defined bazed on how frequent this
"Clear Statistics Period-to-Date™ function is executed. [le., if pou wish the PTD statiztics

to represent a calendar manth, this function must be executed at the beginning of every

rotth prior to any user connecting to ASOW).

Thig function will shift each of the tables figures back one period, and move the latest Penod-To-Date
amaunts into the mast recent time slat. Then, the Period-To-Date figlds will be rezet ta ZERD.
The last time thiz waz done waz on Monday, April 01 /2002,

To proceed with this Clear PTD function, type the word PROCEED in the hield l:l
provided and click on the [Clear ...] button below.

If you do not wizh to have the file rebuilt, click on the [Cancel] button.

Clear Web User YTD Statistics{i
| 7

Clear Access Statistics Year-to-Date

- B

In the Series 5 Web Access Management system each Web User property records has fields
that maintain assorted totals and statistics Year-to-Date and Last-Year. As the day-to-day
activity of entering invoices, and paying them proceeds, these functions contribute to the
assorted statistical amounts displayed.
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 Accumulated Statistics:
Multiple Invoice
# Connects Total Hours Email Invoices Recap Repoits Recap SpSheels | FRecap SpSheets
Period-To-Date: | | 791| [ 6.800.52| [ 137| [ 180| | 257| | 51|
Year-ToDate: | | 1.309| [ s.417.63| [ 203| | 241| | 528| | 51|
Lastiear | | 0] [ 0.00] [ 0]
Life-ToDate: | | 1.309] [ 9.417.63| | 203
Last 12 Periods: 1. 355~ 1. 4] 1 324
e I ol
oo et £ 0 1.315.37 L 0
frchrs) 5 0 3" 0.00 5 0
6. 0 4 000 6. 0
7 0 5. 0.00 7. 0
8. 0 6. 000 8. 0
Ly . 0 7. 0.00 3. 0
* 10. 0 8 o000l | 10 0
11. 0 9. 0.00 11. 0
12 0 '| 10. 0.00 'l 12 0 ,]

Each of these periods are defined as follows:

Period-to-Date [This period is define as the time frame between when the "Clear Web
— User Period-To-Date Statistics” function is executed. Typically this
would be done on a monthly basis, so statistics might be available
monthly.

Year-to-Date —|On an annual basis, the Accounting manager is responsible for
executing the operation to Clear Web User Year-to-Date (YTD), figures.
At that time, the Year-To-Date amounts for each Web User will be reset
to ZERO.

Last-Year — |On an annual basis, the Accounting manager is responsible for
executing the operation to Clear Web User Year-to-Date (YTD), figures.
At that time, the all the Year-To-Date amounts are shifted to the Last-
Year amounts.

Clearing the Year-To-Date Totals

If the Last-Year and Year-to-Date figures kept for the Web Users are used for analysis
purposes, itis veryimportant to have this function executed on the very 1st day of each year.

Accessing the Clear Statistics Year-to-Date function

From the W/M Main menu, select Clear Access Stats YTD... from the Operations
drop-down menu.
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™ SHSI Series V WEB Management

File  Inguiry Befa=ElWEREN Reporks  Codes Mainkenanc

Start Email Request Server. ..
Uszer: USER
= - Start Email Request Monikor. .. - D

[E Bulk. Email Generator. ..

b @ﬁ Purge Widow Connects. ..
Clear Acc
Clear Access Staks YTOPPTD...

4 by v arones oGy o

1 Scheduled i Tida_l,l

&* Clear Access Statistics Year-to-Date - Launch Screen

The following screen is presented:

" Clear, WEB User Statistics Year-To-Date EI@@

Clear WEB Users PTD/YTD Statistics _Lg?

For each *WEB User, Connection Statistics are accumulated and retained for the pear.
Thiz period, referred to az the Year-To-Date (YTD). is define based on how frequent this
"Clear Statistics Year-to-D ate” function iz executed. (le., This function must be
executed at the beginning of every vear prior o any user connecting to ASOW),

Az well az the YTD totals, there are alzo Last-v'ear totals and Monthiy totals that are maintained.

Far allweb Users on file, all ear-To-Date statiztics will be shifted to their coresponding Last-vear fields.

then rest to ZERQ; and all Current vear Monthly statistics are shifted to their Last-v'ear fields and reset to ZERD.
The last time this was dane was oh Saturday, Januan 26/2002.

MOTE: The Period-to-Date Statistics will aleo be cleared. [The Clear FTD function DOES NOT have to be executed at the end of the pear).

To proceed with this Clear YTD function, type the word PROCEED in the field l:l
provided and click on the [Clear _..] button below.

If you do not wizh to have the file rebuilt, click on the [Cancel] button.

Clear Statistics YTD Stalistics%
|

Reporting Functions

The topics in this chapter describe functions and procedures that are a available under the

Reports drop down menu on the Web Access Management menu. These menu items
are used to generate and print the reports associated to the Web Access Management
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6.6

6.6.1

system.

These functions are available from the W/M Menu Bar as shown:

Ni=1Eq

Codes Maintenance  Purging  ‘izards Uset Functions  Control Options  indow  Help

" SHSI Series V¥ WEB Management

File Inquiry Operations

Reports

Uszer, USER F!ev: SDB

(e E

LT LTL I LR

B Test Company

July 24, 2008

Master Code Maintenance Functions

The topics in this chapter describe functions and procedures that are a available under the

Codes Maintenance drop down menu on the Web Access Management menu.
These menu items are used to maintain the Master Codes used in the W/M. In particular, the
function to Maintain your WEB Users' profiles is found here.

These functions are available from the W/M Menu Bar as shown:

" SHSI Series V WEB Management E”EJFE

File Inquiry Operations Reports WS aETdEnEa= Purging  Wizards  User Functions  Contral Options  Window  Help

WEE Users, .. |
UCC Direct &Tesl Company

Uszer, USER

]

July 24, 2008 1243 PM

WEB Users Maintenance

The Series 5 Web Access Management system manages and monitors access to the Series
5 Account-Status-On-the-WEB, (ASOW), access web-site, and if implemented, access for
entry of timesheet information via the web-site. All web users that access the site must have
a WEB User Access record defined. All web users accessing ASOW or WEB-TIME-Entry
must first sign on with their assigned user code with their passwords.

The Web Users Maintenance function manages the properties associated to each Web User.
These include the following:

e Their names, and the type of user they are. (le., Clients or Staff)
e Password
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e Auser's Secret Question and Answer that is used to validate users that have

forgotten their passowords

e The users email, phone and fax numbers
¢ The format of Invoices that are generated and emailed when requested from the

ASOW web-site.

e The Customer Code of the company that they have the privilege to access using the

ASOW web-site.

e Accumulated statistics of their access and the functions that they have executed.

The Web Users Maintenance function is used to manage the information about all users

access ASOW. The following sub-functions are available:

e Web Users may be added, copied, deleted and modified
e A User listing may be generated and printed
e Selected data fields associated to Users may be exported to spreadsheets
e Web User data may be imported from spreadsheets or tab-delimited files

6.6.1.1 WEB Users Maintenance Grid

Web Users are maintained using a Series 5 grid processing screen.

&+ Web Users Codes Maintenance Grid

'8 WEB User Access Maintenance
File Edit Wiew Help

T petforms A/R o PAWEB Inuiy, & WEB Liser must be created

h Record WEB Users® Properties Sedect to modify. delete or add a User: or vies Connection Statistics.

CEmEETE T 00 |

List by: | User 1D Code K Gio To User with User ID:

7 | o] )] (o]

[ =

"Fast Buttons"

User ID Cust  |Email

Phone

Last Connect

Total

New

Add a new Web L

00000100 | Carlse i, Lary 40111 |lanpe@sentinebhil. com

(604 3256101

2/08/08  G39PM

401111 [suppor hilcom

1604 3256101

2/26/08 1226 PM

18] "

n!
00000300 |Lewis, Hen 4010268 | heny lewis@wolterskluwer com

(71315334669

3/20/08  10:07 AWM

372

POHUJRA [Fohuis, Fiai

0/00/00  0:004M

Modify

Modify the Web U
highlighted in the ¢

e

Delete

Delete the Web U
highlighted i the gi

Print

Generate a report
the Web Users or

Items are listed in ascending order by their WEB User ID Code. Search:

Import

Imports Web Use
a spreadsheet

Export

Export selected W
Users to a spread
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Edit an existing Web User by double-clicking it's associated row. Standard Series 5 grid
controls apply.

You may choose to have the Web Users in the grid displayed sorted by a number of
different ways. Click on the List by list-box to select the desired sort:

List by | Ueer 1D Code v

Email Address
Cusgtomer Code

ser Last Namls

00000200 |Carzen Client . Larmy

6.6.1.2 WEB Users Properties Screen

When adding a new Web User, or editing an existing one, there are a number of different
tabbed screens that are required. This screen is used to record the Web User name, sign-
on passwords and contact information.

Emailing Web-Users Passwords

When adding a new Web User, you need to assign an ID Code and a password. There is a push-
button offered, which when clicked, will send an email to the Web-User notifying them of their
Signon-Code and Password. This function is provided both when adding a user, and when editing
a user's profile.

&+ \Web Users - Properties Tab Screen

The Web User Properties screen is used to define the name, passwords and contact
information. You must also assign a Web User Code, which they will have to used whenever
they sign on to the ASOW web site..

Some points to note when setting up your Web Users:

e Enter all Web User individual names as either all upper case, or capitalized lower case.
Either way, make it consistent. Web Users may be selected in a variety of functions
by keying their names.
e You must record the user's email address. It is used for sending passwords and the
results of any requests made from ASOW.
e The Web User Code is alphanumeric. Should you decide to have the Web User Codes
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as all numeric, when selecting a Web User code, the number that is entered will
automatically be right justified with leading zeros inserted on the left.

e Fields are provided for a user's Secret Question and answer. These will be presented
to the web user to be filled in, the first time that they sign in to the system. These are
used in the logic whereby the user has forgotten their passwords and needs to ask for
an email to be sent to them via ASOW.

The name, password and contact information associated to each Web User are maintained
by the following screen:

E WEB User Access Maintenance \ =R X

WEB User ID: 00000300 Lewis - Modify the Properties of

User Properties | Multi-Customer Access | Connection Statistics

Enter the WEB User ID Code, Mame and Access information. Email is mandatory. ou can access and update the Users' WEE Password here ton ! (28

User ID Code: 00000300

User Tupe: Method Used to Logon:
First Mame:  [Henry @ WEB Client () BLOCKED @ Account Status User/Paszword Protocol
P — () Stat () Demo User () Directly from iLien
ast Hame: ewis 1 Pl Timesheet Llzer () Either
F./| Employee
Aocess Security:
e e A T T Qpp—— [Pasewords must be a minimum of 8 characters in length with no embedded spaces
and contain at least one numernic digit)
| : .
Fenfim Password Vaid Untit (8730012 == [ Email Signon Cade / Password to User

Secret Question: | wwhat is the name of the school you attended in grade 6 ? -

Secret Ahswer, eessssss Confimn the Secret Answer, eeesssss

Contact |nformation:
Email: rembrandt@sentinel-hill. com
Phone: | 800-663-8354

Customer: 003184 g4 | TEXAS BANK

Documnent Type for Emailed ASOW Invoice Reprints: [MS Word 200772010 [Protected) ‘,]

| update | | cancel |

The Email Slgnon Code / Password to User push button is used to generated an email that
is sent to the user advising them of the username code and password to be used when
signing on to the Web system. The body of this message, which you can edit to your likening,
must be set up in a text file named WebUserPword EmailMessage.TXT that must be
located in the folder named Email-Templates found in the designated Company System's
"Generated and Archived Reports" data directory. This file can be either a simple text file, or
an HTML file and must not contain more that 8192 characters.

Within the body of the message file, you may include a number of pseudo variables that will
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be replaced with applicable text, associated to the information in the email and the recipient.
The following variables may be used and replaced as follows:

Variable

String to be replaced with

%%RECIPIENT-NAME %%

Name of the person to whom the email it
sent

%%RECIPIENT-EMAIL%%

The email address of the email recipient

%%MY-STRING-1%%

The Web User's signon code

%%MY-STRING-2%%

The password

%%MY-STRING-3%%

Date the password will expire

Email Messages Text files

function).

The email body text messages are stored in a sub-directory within the Company System's
Reports directory, named Email-Templates. (The Company System's Reports directory is
the one that is identified for each company using the Company Systems' Maintenance

= Web User Address/Contact Screen - Field Definitions

Web User ID Code

X(8)

This is the code that is used to identify the Web User throughout the Series 5 Web
Access Management system. It is also the code that the user must enter when they

wish to sign on to the ASOW system.

First Name - Last Name

X(10) - X(15)

Enter the Web User's name. It will be displayed with the user signs on to the system,

and is used when emails are sent.

P/l Employee Code

X(6)

For those Web Users designated for Entry of Pl Time sheet information, you must provide
the Professional Invoicing system's Employee code that has been allocated to them.
When they sign on to the web, any WIP activity entered will be recorded against this

Employee code.

This code IS NOT validated, so make sure you have the correct code for this Web

User.

User Type
Select the type of Web User being set up.

radio-buttons
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& Web Client
[C]

e Select to be assigned to customers that access ASOW.
¢ Will only be able to access the information associated to

the Customer Code assigned to them. (They may also
select from one of the Customers assigned from the
Multi-Customer Access tab screen).

Can list historic P/l Invoices only going back for a period
of 1 year

O Staff
[

Select to be assigned to members of your staff that will
access to ASOW

These users will be able to select to access any
Customer's information

No restriction on how far back in time invoices may be
listed for

© Timesheet User

Select to be assigned to customers that wish to enter

[T] Project timesheet activity over the website.
e Will only be able to enter their own timesheet information
for the designated Projects and Tasks.
¢ Will be able to view their own historic timesheet entered
data going back for a period of 1 year
© Blocked ¢ This user will not be able to access the ASOW. Use this
[B] setting to temporarily disable access without having to

delete the Web User record

C Demo User
[D]

e This user may only access the Customer that is defined

as the Customer Used for Demo Inquiry in the W/M
Control Preferences.

Use to create a Web-User for the purpose of
demonstrating the power of ASOW to prospective clients
or Timesheet entry for employees.

Method Used to Logon

radio-buttons

Select how this Web User will be signing on into the ASOW web site:

Protocol

® Use Account Status User/Password e The user's WEB ID and Password must

be correctly entered to access ASOW.
e Within 30 days of being defined to the
system, the user will have to change
their initially assigned password.
¢ On first signing in, the user will be
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required to enter a "Secret Question and
Answer; (and they may also change
their password).

© Directly from iLien, * The user will ONLY be able to access

(or from your company's website) ASOW by clicking on the applicable
object or push button within iLien, (or
from the third party developed web site).

¢ The assigned password will never
expire.

e The user WILL NOT be required to enter
a "Secret Question and Answer when
first accessing ASOW,; (and they WILL
NOT have an opportunity to change their
password).

Note that an appropriate password
must have been assigned to the user
when defined to the system, and the
correct parameters will have to be
passed to satisfy the ASOW logon
protocol.

O Either ¢ The user may sign into to ASOW using
either method. The rules for normal
signon protocol apply.

Password X(15)

Enter the password to be assigned to this user. When changing the password, it will also
have to be entered in the Confirm Password field. Passwords are case-sensitive.

Passwords must be made up of at least 8 non-space characters, one of which must be a
numeric digit. The same password may not be assigned as was used the last two
times.

(If you right-click, and hold, the mouse while hovering over the Password: label, the users password will
be displayed in a little window until the button is released).

Password Valid Until (mmddyy)

The password that is specified for this Web-User will be valid up until the specified date.
After that, they will have to enter a new password. When a Web-User is first added to the
system or edited after the fact, by default, this date will be set to 30 days into the future.

Password Expiry Dates
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When the individual user sets his own password from ASOW, the expiry date will be set
so that the password is valid only for 90 days.

Secret Question and Answer X(100) - X(20)

For Web Users that must sign on to ASOW using the standard User/Password protocol,
if they forget their password, there is a mechanism offered through ASOW that lets them
retrieve it.

The very first time that a user signs on to ASOW, they must enter a question, along with
it's answer. If they forget their password, from the logon screen, there is a push-button
that is provided. When clicked, a web page is presented on which they must answer the
guestion that was established. If it is answered correctly, the system will send an email
to the address on file, with their user code, and password. (Note that the answer is
NOT case sensitive).

ASOW presents the following screen:

Account Signon Did you forget your password ?

Lets test your Memory ....

Remember when you gave us your "Secret Question” and the "Answer” 7 All you need to do is answer that question an

your
password will be emailed to you. (Using the email address on file associated to your WEB User D).

The Question is:  Dog's Name

Your Answer Please: | Eg | Submit My Answer

% | Jump Back To The Logon Screen

The user may choose to enter their own Secret Question, or there are a number of pre-
defined questions from which they may select from. Either way, they must choose a
guestion, and have an answer.

Contact — Email X(120)

This is the Web-User's email address. This must be entered. It is used to communicate
with the Web User.

Contact — Phone and Fax X(15) each
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These are optional and used for information purposes only.

Contact — Customer Code X(6)

Enter or select the Customer Code for which this user will have access to using ASOW.
If needed, the next tab sub-screen provides for the selection of up to forty additional
customers. Normally however, any given Web-User should have access to only the data
for a single customer.

Users that are designhated as Staff, will be able to choose from any customer when
they sign on to ASOW.

Document Type of Emailed ASOW Invoice drop-list
Reprints

For each Web User, you may specify the type of document that reprinted invoices, as
requested from ASOW, will be generated as. Select from the following:

e MS Word 2007/2010 e MS Word 2003 e PDF
e MS Word 2007/2010 e MS Word 2003
Protected Protected

Protected Word documents will be "locked" so they could not be edited, unless a
password is entered. (The password is SENTINELHILL.)

6.6.1.3 Multi-Customer Select Screen

Normally a given Web-User will only have access to a single Customer. However, if for
example, there is a manager for a large corporation, that is made up of a number of branch
offices set as customers, he may need to have access to each of those branches.

&+ \Web Users - Multi-Company Access Tab Screen

The table on this screen lets you select the Customers that this Web User will be able to view
information for on ASOW:
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Sl WEB User Access Maintenance |L”'E|rg|
WEB User ID: 00000100 Carlsen - Staff - Modify the Properties of

User Properties | Multi-Customer Access | Connection Statistics

In addition to their primary Customer, eachWEB user can access up to 40 other Customer accounts. Select these from the list provided
[Only the 1t 40 Cuztomers chozen will be recorded). If access to other Customers iz HOT allowed, don't select any.

Available Customer[s): Selected:
00256
000224 [JPMORGAN CHASE BA, 000383
000242 [KLEIN BANK, - 000444 .
000245 |REGIONS FINAMCIAL C 001361
000248 |CHICAGO TITLE INSUF|_| 001356 _
000255 |ADAIR & MYERS 0o 381
000332 |LA GRANGE STATE B Select All -> gg} igé
000340 |PEOPLES STATE BaNE* D015 t
000352 |[HCSE, & STATE BAMK < Clear &l | |omeon

000364 |MITSUI & CO USA —
(000383 |MOODY NATIONAL BAI
000336  |REGIONS BANK.
000413 |SUMBELT MATIOMAL B
(000444 |FROSPERITY BANE,
000446 | STERLING BANCSHAR — <~ Remove —]
000470 |GUARANTY BANK & TF
000471 [FIRST FINAMCIAL BANI| . !
000430 |AZLE STATE BaMK
00497 | GATEWAY NATIONALY| |l

Add --»

A

IR

[ updateQ [ Cancel ]

L]

Choose customers as follows:
1. Double click an item in the left pane to have it included.

2. The codes of those ltems that have been chosen are displayed in the right pane.

3. Search for a particular code by clicking on the |ﬂ binoculars icon.

=1

4. Click on the §1| push button icons to shift the selected item higher or lower in the list.
Those pricing codes at the top of the list will be test for first when attempting to assign
the price.

5. Click to have "ALL" items selected or unselected.

6. When a particular previously selected item is highlighted in the right pane, click the
button to have it unselected.

7. Use the grid navigate buttons to move through the list of possible items.
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6.6.1.4 Connection Statistics Tab Screen

&+ \Web Users Statistics — Display Screen

This screen displays a variety of statistics for the given Web User. More significantly, it
displays those totals that have been accumulated during the current period, the current year,
and last year. As the day-to-day activity of recording sales and receiving cash proceeds,
these functions contribute to the assorted statistical amounts displayed. Each of these
periods are defined as follows:

Period-to-Date| On a monthly basis, the Web Access manager, person, is

—| responsible for executing the operation to Clear Access Statistics
Period-to-Date (PTD), figures. At that time, the Period-To-Date
amounts for each Web User will be reset to ZERO.

Year-to-Date —| On an annual basis, the Web Access manager, person, is
responsible for executing the operation to Clear Access Statistics
Year-to-Date (YTD), figures. At that time, the Year-To-Date amounts
for each Web User are moved to the Last-Year figures, then reset to
ZERO.

Last-Year —| On an annual basis, the Web Access manager, person, is
responsible for executing the operation to Clear Access Statistics
Year-to-Date (YTD), figures. At that time, the all the Year-To-Date
amounts are shifted to the Last-Year amounts.

Last-12 Periods| On a monthly basis, the Web Access manager, person, is

—| responsible for executing the operation to Clear Access Statistics
Period-to-Date (PTD), figures. Each time executed, the Last 12
Periods table is shifted down by one entry, and the Period-to-Date
total moved in to the last position.

The following screen is displayed these statistical amounts for the Web User:
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F& WEB User Access Maintenance

WEB Uszer ID: 00000300 CARLSEN

- Modify the Properties of

199

I[=] B3

User Properties | Multi-Customer Access Connection Statistics |

Connection and request statistics are accumulated as users connect through the WEB.
The Clear Period-To-Date and Year-To-Date functions, when processed, reset these values to Zero.

Last WEB Access:
’7 Or:

Tuesday. May 1972009

at: 12:38:25 PM

- Accumulated Statistics:
Multiple [rrvoice
# Connects Total Hours Email Invoices Recap Reports Fecap SpSheets Recap SpSheets
Period To-Date: | | 189 | 10.828.67| | 15| | 22| | 37 | of
YearTo-Date: || 345 | 16.093.24| | 135 | 86| | 122 | 0|
LastYear | | o | oo || o || o || o | 0]
Life-To-Date: | | 345] | 16.093.24] | 135] | [ | 122] | 1]
Last 12 Periods: 1. 60[~ 1|« 1. 17~ 1. 15)~] 1. 19[-] 1. o|-]
it the most 2 70 4.133.45 2 45 2 35 2 50 2. 0
e 3. 2 2. 3. 28 . 14 3 16 3. 0
listed firet] 4. 0 1.040.56 4 0 4 0 4 0 1 0
5 0 3. 90.56 5. 0 5 0 5 0 5 0
B 0 4 0.00 6. 0 6. 0 6. 0 6. 0
7 0 5 0.00 7. 0 7 0 7 0 7 0
8 0 6 0.00 8. 0 8 0 8 0 8 0
9. 0 7. 0.00 9. 0 9. 0 9. 0 9. 0
10. 0 8 0.00 10. 0 10. 0 10. 0 10. 0
11. 0 9. 0.00 11. 0 11. 0 11. 0 11. 0
12. 0| [10. 000/, |12 0. |12 o [ 12 o [ 12 0.

LCancel

reports .

Clearing Access Statistics PTD and YTD Operations

Failure to executed these functions at the start of a given month or year will render the Period-to-Date
and Year-to-Date amounts inaccurate, and will effect the results reported in assorted analysis

= Web User Statistics Screen — Field Definitions

# of Connects

999,999

This is the number of times this user as signed on to ASOW.

Total Hours

999,999.99

This is the total number of hours that this user has been connected using ASOW.

Email Invoices

999,999

This is the number of times this user has requested that a copy of an invoice be emailed

to them.
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6.6.1.5

Recap Reports 999,999

This is the number of times this user has requested that a Recap report be generated
and emailed to them.

Recap Spreadsheets 999,999

This is the number of times this user has requested that a Recap spreadsheet be
generated and emailed to them.

Multiple Invoices Recap Spreadsheets 999,999

This is the number of times this user has requested that a Multiple Invoice Recap
spreadsheet be generated and emailed to them.

Web User Report & Export Filters

The Web User List Report and Web User Data Export functions display a filters screen that
provide a number of different selection parameters. If you are wanting to select only a few
users that satisfy a particular set of criteria, it's quite possible that it can be done using this
screen. In particular, the following values may be used to refine the selection of Web Users:

e Date the user Last Connected
¢ The Number of Connection Hours

e The Number of Recap Reports or Spreadsheets that were requested
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" WEB User Access Maintenance Elf@f@

Feport: WEBUSERS_RPT Frint a repart listing the WEB Users cunently on file using assorted selection criteria.

Report Options | Customer Select Filters | Demographic Selects | Print Options

Specify options for the report

WEE Userz]: Sarted By |WEB User ID -
@4l
O Selected ‘with Total Connect Hours:
_ (%) Mat Considered
Lazt Connected: () Period-To-D ate
(®) Mot Conzidered 8 ‘L(eal-\ID-Date l:l He
O Sinee aszt ear

) Nat Since I:l ) Life-To-Date

With # Fecap Reparts Requested: with # Recap SpreadShests Requested:
(%) Nat Considered () Mot Considered
() Period-To-Date () Period-To-D ate
O vearTaDate O earToDate
p il [0 || Sl [ 1
) Life-To-Date ) Life-To-Date

| Nex Ql | cancel |

L

Generic Customer Selection Filters

In addition to the selection filter fields described in this topic, the Generic Customer Filters [98)
screen and the Customer Demographics Filters [10lscreen will also be presented, providing
additional fields to refine the selection criteria.

The Web User List, if archived, will be catalogued with a report name of WEBUSERS.RPT.
The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingmfor full
details).

When Web User properties are exported, the default name assigned will be WWUsrOut.XLS

The Export Options tab screen will be displayed, from which you can select to direct the
output to an MS Excel spreadsheet, CSV text file, or a Tab-delimited text file. (Refer to the
topic titled Data Export Functions! s71 for full details).
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= Field Definitions

Web User(s) radio buttons

To include only those Web User profiles that fall within a certain range. Click to include All
or just those items with a selected range of codes.

@ Al All Users are selected.
O selected Enter starting and ending Web User Codes for those that will
be included or not.

Last Connected Date radio-buttons and (mmdyy)

To select only those Web Users which have, or have

not, connected to the ASOW web site since a @ Not Considered

particular date, click the appropriate button, and enter O Since

the date which should be tested against. O Not Since

With # of Recap Reports Requested radio-buttons and 9(6)

To select only those Web Users that have requested

more, or less, than a specified number of Recap & Not Considered

reports within a particular period of time, click the O Period-To-Date

desired Period, and compare function, and enter the O Vear-To-Dat

amount to be compared with. car- 1o-Lale
O Last Year
O Life-To-Date

Web Users Sorted By drop-down list

To have the Web Users listed sorted by one of the

available fields. If Web Users were grouped, they are WEEB User ID

sorted within the group as well.(Not presented as a Hse Last Mame

field when exporting Web Users) Customer Code

With Total # of Connect Hours radio-buttons and 9(6)

To select only those Web Users that have connected
to the ASOW web site for more, or less, than a
specified number of times within a particular period of
time, click the desired Period, and compare function,
and enter the amount to be compared with.

Not Considered
Period-To-Date
Year-To-Date
Last Year
Life-To-Date

O|0|0|0|@®
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With # of Recap Spreadsheets Requested | 5dio-buttons and 9(6)

To select only those Web Users that have requested
more, or less, than a specified number of Recap
spreadsheets within a particular period of time, click
the desired Period, and compare function, and enter
the amount to be compared with.

Not Considered
Period-To-Date
Year-To-Date
Last Year
Life-To-Date

0|0|0|0|®

6.6.1.6 Web User Properties Export

The Series 5 system provides for the capability to export Web Users data to a spreadsheet.
The Spreadsheet Export function lets you output selected fields of the Web Users to
spreadsheet. Once output to a spreadsheet, assorted analysis can be performed, or data
can be easily moved to a Microsoft Access data file.

The interface is accomplished by generating ASCII text or Excel Workbook files, which in turn
are populated. The data associated with any given field is stored in a column on the
spreadsheet. The data for a given account is stored in row. The types of text files supported
include the following:

> MS Excel Workbooks

» Tab Delimited Text

» Lotus Text (Comma Delimited with quotation marks)
» Slash "\" Delimited Text

» CSV Text (Comma Delimited)

The export option presents the operator with the standard Customer Select Filters[ e screen.
This allows you to select specific or a range of Web Users, that are assigned to a particular
Customer, Customers for selected Customer Types or Sales Representatives, or
Customers matching a number of assorted properties.

Some points to note when exporting Web Users:
¢ A heading row is output to the spreadsheet.
The standard Series 5 Export Options screen[s71will be displayed, from which the Type of

Output, the target Folder, and the Filename may be specified. By default, the output filename
is WebUsers_ Out.XLS. You may click the Browse button to locate a different folder and
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input file.

Web Users Export - Field Selection

There are many different fields that are associated to a Web User. To be able to select
specific fields to output would be a nice feature .... would it not. Well, guess what, you
can select the fields you want.

The following screen is displayed from which selected fields may be selected. On the
left side of the screen, double click to have a particular field included, or excluded.

- B

™ WEB User Access Maintenance

E zporting the WEB Users" Master file ...

Export Filters | Customer Select Filters | Demographic Selects | Field Selection | Export Options

Select the individual fields that are to be exported.

Selected:

Uszer 1D Code
First Mame
Last Mame

Available WEEB User Fields:

[AUseDCode A
«*|First Mame E
Last Mame

b4
o
4

Usger Type
Customer-Code
E-Mail

Fhone

Fax

Password

Select All --»

< Clear &ll

User Type
Customer-Code

Lastécoess-Date

Lasthcoess-Time

Access-Cht-LP1

Access-Cnt-LP2

Access-Cnt-LP3

Access-Cnt-LP4

Access-Cnt-LPS

Access-Cnt-LPE

Access-Cnt-LP7

Access-Cnt-LPS v

Add >

T

<-- Remaove

<Back | LD\l:exl | | cancer |

L

6.6.1.7 Web User Properties Import

» Web Users Properties Import - Data Formats

For Web Users that are imported, the following fields are input from an Excel spreadsheet, a
tab-delimited text file, or a CSV text file. The default filename is WebUsers_In.XLS.

Colum Excel Field Format
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n Column
A Web Use ID X(8)
Code
2 B First Name X(10)
3 C Last Name X(15)
4 D User Type X@) - [0, [C], D], [B]or [T]
5 E Customer Code | X(6)
6 F Email Address X(120)
7 G Phone Number | X(15)
8 H FAX Number X(15)
9 I P/l Employee X(6) {Onlyif applicable}
Code
10 J Logon Method X(15) — [LOGON], [FROM ILIEN], [USER'S
WERB], or [EITHER]
11 Password X(10)
12 L Secret Question | X(100) {optional field}
13 M Secret Answer | X(20) {optional field}

When loading the Web Users from a spreadsheet, you may also specify a pre-defined
processing directive in column 1.

%RADD% — All Web Users codes for the rows following will be 1st

deleted from the system, then updated with the new fields
provided.

%DELE% — All Web Users codes for the rows following will be deleted
from the system and not replaced.

6.7 Purging

The topics in this chapter describe functions and procedures that are a available under the
Purging drop down menu on the Web Access Management menu. These menu items

are used to remove old history records to free up disk space and overhead in the related data

files.

These functions are available from the W/M Menu Bar as shown:
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6.7.1

6.7.2

™ SHSI Series ¥ WEB Management |Z”E|El

File Inquiry Operations Reports Codes Maintenance BNl ‘Wizards User Functions Conkrol Options  Window  Help

Uzer. USER
. IEE UCC Direct D

; July 24, 2008
Py lﬁ Web Access Management Purge PI Recap Detail...

Purge E-Requests History

Historic E-Request record are those job records that were submitted by Web Users to have
different documents generated and sent to them. After these documents are emailed these
job records remain on the system until they are purged.

This function may be used to purge, or delete, these historic E-Request records. A range of
dates and document numbers may be specified to determine which records are deleted.

Accessing the function to Purge the Historic E-Request records, can be done either directly
from the E-Request Queue Inquiry [ 14 function, or from the W/M Menu's Purging drop-down
menu. (Refer to the topic within the E-Request Queue Inquiry chapter for further
details).

Wizards User Functions Contr

Purge E-Requests His
Iri

0%
Purge PI Recap Dekail...

Purge Pl Recap Detail History

The Series 5 Professional Invoicing system, (PI), accumulates WIP activity that will be
invoiced to your customers. This activity may be entered directly or loaded interfaced from
third party services systems. The Recap Detail records contain information to complement
the WIP charges that have been entered.

Once charges are invoiced, both the Invoices and the Recap detail are kept in the P/l system
as historic records. This data is available for a variety of inquiry and reporting functions. Over
time, these files may become quite large.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Web Access Management Menu Functions 207

This function may be used to purge, or delete, these historic Recap Detail records. A variety
of selection filters may be set allowing you to be very specific as to which records are deleted.
By default, the date range this is presented, will ensure that all records dated within the past

five years are not deleted.

From the W/M Main menu, select Purge P/l Recap Detail from the Operations drop-down
menu.

Wizards User Functions Co

Purge E-Requests Histary...

Purge PI Recap Detail. ..

Warning

Once Historic Recap records are purged, this information will not be available to any of the
Account-Status-on-the-Web or P/l Inquiry or reporting functions. Be quite sure of the need
to purge this data.

&+ Historic Recap Detail Purge - Options Screen

The following screen is displayed offering a variety of filters for the purge function:
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"™ Purge P/l Recap Detail

Purge P/l Recap Detail Records

- BX

F/l Recap Detail records hold the information associated to the charges represented on P4 bvoices.
This detail iz presented, or made available, over the Internet to WEB clients as requested.
If these records are purged, the aszociated data can not be provided.

r'ou may specify zelected parameters to limit thoge D etail records that are removed, _Lg)

Interface D ate;

(") Mot Considered
(%) Prior To
) Since

@) All
() Selected

Recap WP 1D Humber(z]:

Selecting only Detail Matching:

P Tirne Entry Bateh: I:l
5/01/07 | s Far Customer: |:|ﬂ|

For Irvvoice Mumberz):

) Al
() Selected

= Bulk Email Web Users Filters Screen - Field Definitions

Interfaced Date

To select only those Recap records which are dated

related to a particular date, click the appropriate @ Not Considered
button, and enter the date which should be tested O Prior To
against. O Since

Recap WIP ID Number(s)

radio-buttons and (mmdyy)

radio buttons

When Recap records are introduced into the P/l system they are assigned an ID number.
To include only those Recap records that fall within a certain range of ID numbers. Click
to include All or just those items with a selected range of codes.

® Al All Recap records are selected.
O selected Enter starting and ending Recap ID Numbers for those that
will be included or not.

Include Only Recap - for P/l Time Entry

Batch

X(6)
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To have only those Recap records that are associated to WIP charges that were entered
under a particular P/l Time Entry Batch code. (Leave the field blank if it is not to be
considered as a selection filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.
(Leave the field blank if it is not to be considered as a selection filter) .

Invoice Number(s) radio-buttons and 9(6)

To include only those Recap records that have been associated to WIP items that have
been invoiced, within a range of Invoice numbers. Click to include All or just those items
with a selected range of codes.

@ Al All Recap records are selected.
O  Selected Enter starting and ending Invoice Numbers for those that will
be included or not.

= Processing Filter Options Screen - Field Definition

Document Number(s) radio-buttons and 9(6)

To select All transactions regardless of their Document numbers; or for only those that
fall within a range of document numbers. If a range is selected, enter the starting/ending
Document numbers.

Include only Documents — for Type(s) check-boxes

A check-box is presented for each of the types of Archived Sales Transactions that may
be generated in the A/R system. Click-or un-click to have the particular type processed
by the given function.

Documents Dated radio-buttons and (mmddyy)

Select to have All transactions selected regardless of their dates; or only those for a given
date range. If aninclusive range is selected, enter the starting/ending dates. Click the
calendar icon for a common set of ranges to be presented.

Include only Documents — for Sales Batch X(6)
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To have only those transactions processed that were entered under a particular A/R
Sales Batch code. (Leave the field blank if it is not to be considered as a selection filter) .

Include only Documents — for Customer | X(6)
Code

To have only those transactions processed that were recorded for a particular Customer.
(Leave the field blank if it is not to be considered as a selection filter) .

For A/IR Control Account radio-buttons & 9(18)-9(5)

The Series 5 system provides for the option of having more that one A/R Control Account.
If this is the case, then you may choose to list ONLY those Sales Transactions that are
associated to a particular A/R Control account.

6.8 Control Option Functions

The topics in this chapter describe functions and procedures that are a available under the

Control Options drop down menu on the Web Access Management menu. These
menu items are used to set up control options, and user access rights to the application.

These functions are available from the W/M Menu Bar as shown:

"8 SHSI Series ¥ WEB Management |:||E|El

File Inquiry Operations Reports Codes Maintenance Purging MWizards User Functions Nt M Wwindow  Help

Uszer: USER

B UCC Direct DFS Test Company User Access Privieges...
My Scheduled Menu Ttems. .. ﬁ

.4

July 24,2008 12243 PM

6.8.1 W/M Control Preferences

The W/M Control Preference function governs the overall structure of the W/M system for the
specific Company System that your are signed on with.
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= Accessing the W/M Control Properties for the first time

When setting up the system for the first time, a message will be displayed advising you
that the AR Control is not available. Click the Yes button. You will then be advised of an
Error 35. At this point you need to click the Yes button again to proceed.

The WM Contral File is not available, Either you are positioned in
- the wrong directory, or the WM system has not vet been initialized,
Execute the WM Control File Maintenance now 7

The W/M system preferences window will be displayed. There are a number of different
categories of options, each grouped in a tabbed sub-screen. As you finish editing each
screen, click the Next > button at the bottom.

Setup Tip

The Web Management Controls are applicable to all of your
Series 5 Company Systems. Once setup for one company,
the same properties applyto each companythat W/Mis
executed for.

Once your W/M Control Preferences is established, the system can then be used.

6.8.1.1 General Tab Screen

Defines the properties for basic Web Access Management processing.
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(| Modify W/M Control Preferences |:||E|F5__<|

WEB Management Control: - bodify the Properties of

General | WEB Order Entry

Select optionz for providing access to the Accounts Receivable, Professional Invaicing and ¥
WEB Order Entry spstems.

WEER Client Access:

Mext WEE Client Reference Mumber: k
Client Cockie Mame Prefiz.  |SHILL -

Default Print Queue for W k: |PF||NTEF|5 | i

WEB Mazter's Syztem | zer Logon Code: |WEBMASTEH |

F/l and &/F Account Inguiry:

Customer uzed for Demao Inguing: ih

Next PA Becap Bequest Mumber:

Private Invaices Path:  |C:\Documents and Settings\Lany Carlsen\Application D ata\5entinel_

Update l l Cancel ]

= Field Definitions

Next WEB Client Reference Number 9(10)

When a WEB User signs on to the website, they are assigned a unique identifying
number. This number is embedded within the web pages that are displayed to that user.
When he/she navigates around the website, the system will be able to keep track as to
who they are when servicing their web pages' Submit requests.

Client Cookie Name Prefix X(5)

When the WEB User visits the website, a temporary Session Cookie is recorded on their
system. The cookie ID assigned is defined as "XXXXXSessionID" where XXXXX is the
Cookie Name Prefix defined here. (The cookie ID is mean to be a unique name so as to
not get it confused with other companies cookie IDs).

Default Print Queue for W/M X(20)
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Select the Series 5 Printer Queue that would be used to typically print the reports
generated for this Web Access Management system. When any of the reporting
functions are executed, this printer will be displayed as the default, unless overridden by
the user's assigned Printer Queue. Print Queues are defined by a System Maintenance
function. (Refer to the Systems Management Help if required).

WEB Master's System User Logon Code X(15)

When the CGI Service routines is processing a request, it's possible that it may require
sending the user an email. The Logon Code entered here must be defined as a Series 5
Logon User. When the email is sent, the email address and user's name is sent with the
email as the Senders name and email address.

Customer used for Demo Inquiry X(6)

You may define a WEB User Access Code to be used to demonstrate the capabilities of
the functions available off your website. This user should probably not be allowed to look
at data from any of your existing customers. Hopefully you have set up some data for a
test customer, that has been defined in your A/R system. Enter the Customer Code of
that test customer in this field. When "Demo" Web Users access the system, this will be
the customer code that they can data for.

Next P/l E-Request Number 9(6)

When the WEB user has requested a particular function that needs to be dispatched as a
job to be executed later, that job is assigned a unique number. This is the number that is
assigned.

Private Invoices Path X(90)

This field was introduced to handle a feature in the P/l system that was never
implemented. It can be left blank.

6.8.1.2 WEB Order Entry Tab Screen

Defines the properties specifically for the entry of Orders over the web site for the Customer
Order Processing system.
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" Modify W/M Control Preferences |:|

=13
WEB Management Control: - Madify the Properties of

General  WEB Order Entryp

Select ophions specific ta the WEB Order Processing functions.

Order Entry Batches:

Current Batch WEB Orders are recorded under: wy

& Mew Batch is created: |Aﬂer 100 Orders |+ |

Guest Customer Code: i

Update ‘ [ Cancel ]

= Field Definitions

WEB Orders Batch Code 9(5)

Orders are accumulated as a batch of transactions, and most be posted to the Order
Processing system by an operator. The code assigned to the Batch is W99999, where
the 99999 is a counter.

New Batches are Created list-box

Orders are accumulated as a batch of transactions. Select the frequency, or condition,
as to when a new batch should be set up. Make your selection based on how frequently
orders are to be submitted to be processed, or the volume of orders received.

Guest Customer Code X(6)

You may define a WEB User Access Code to be used to demonstrate the capabilities of
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the functions available off your website. This user should not be allowed to enter orders
for any of your existing customers. Hopefully you have set up some data for a test
customer, that has been defined in your A/R system. Enter the Customer Code of that
test customer in this field. When "Demo" Web Users access the system, this will be th
customer code for which they can enter orders for.

e
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Appendix

Open Web Application Security

The Series 5 Web Access Management system is one segment of a fully integrated set of
Financial Applications. It manages access rights to, and the back-end support for your
company web-site that maybe be used by customers or staff. One of the major portions of
the W/M system is it's set of CGl service routines that handles interaction with web users via
the world wide web. It offers a set of functions that provides Web access, for both CTL
customers and employees, to view information pertaining to invoices that have been
generated and issued from the Series 5 Professional Invoicing system. These routines,
along with the HTML pages that are used, are referred to by CTL staff as the Series 5
“Account Status on the Web”, or OSAW.

In an attempt to identify whether or not the coding for the Web Management, front-end, CGlI
servicing routines meets the OWASP guidelines this document will address specific
vulnerabilities that are known in the software development processes. Each issue will be
reviewed.

Major security issues are copied directly from the www.owasp.org web site. In each case, a
description of how the Series 5 ASOW software deals with each issue.

&+ 1) Cross-Site Scripting (XSS)

Overview

Cross-Site Scripting attacks are a type of injection problem, in which malicious scripts
are injected into the otherwise benign and trusted web sites. Cross-site scripting
(XSS) attacks occur when an attacker uses a web application to send malicious code,
generally in the form of a browser side script, to a different end user. Flaws that allow
these attacks to succeed are quite widespread and occur anywhere a web application
uses input from a user in the output it generates without validating or encoding it.

An attacker can use XSS to send a malicious script to an unsuspecting user. The end
user’s browser has no way to know that the script should not be trusted, and will
execute the script. Because it thinks the script came from a trusted source, the
malicious script can access any cookies, session tokens, or other sensitive
information retained by your browser and used with that site. These scripts can even
rewrite the content of the HTML page.

Cross-site scripting attacks may occur anywhere that possibly malicious users are
allowed to post unregulated material to a trusted web site for the consumption of other
valid users.

The most common example can be found in bulletin-board web sites which provide
web based mailing list-style functionality.
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How Dealt With In Series 5

This situation would never really show itself. There is no capability for users to post
information of any kind, or pass data that would be embedded within any HTML code
that is saved or passed on. All functions provided to the web users are inquiry in
nature. Any arguments passed are processed as filters for selecting records for
display.

Some points to note:

¢ All links <a href=whatever> are hard coded. No untrusted data is used to build
these links

e All <img src=" ... “/> occurrences are hard coded. No untrusted data is used to
build these links

¢ There are no occurrences of <script src="...."”> coding.

¢ No untrusted data, sourced from the user, is inserted in any data records, HTML
Coding or scripts, or server side data directories.

& 2) Injection Flaws -SQL, LDAP and Xpath

Overview

Injection flaws allow attackers to relay malicious code through a web application to
another system. These attacks include calls to the operating system via system calls,
the use of external programs via shell commands, as well as calls to backend
databases via SQL (i.e., SQL injection). Whole scripts written in perl, python, and
other languages can be injected into poorly designed web applications and executed.
Any time a web application uses an interpreter of any type there is a danger of an
injection attack.

How Dealt With In Series 5

None of the ASOW servicing routines, or the HTML pages constructed and sent to the
web-user, call any external programs or shell commands. The ASOW software does
provide for the servicing of a variety of different web-user requests. These requests
are received and a Web-User Request record is constructed that is submitted to a
queue. These requests are handled by a back end E-Request service routine, running
on a totally independent server, which launches specific Series 5 software routines to
handle specific validated requests.

=+ 3) Malicious File Execution
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Overview

Malicious file execution vulnerabilities are found in many applications. Developers will
often directly use or concatenate potentially hostile input with file or stream functions,
or improperly trust input files. On many platforms, frameworks allow the use of
external object references, such as URLs or file system references. When the data is
insufficiently checked, this can lead to arbitrary remote and hostile content being
included, processed or invoked by the web server.

How Dealt With In Series 5
None of the ASOW servicing routines accept filenames or files from the web-users.

=+ 4) Insecure Direct Object References

Overview

A direct object reference occurs when a developer exposes a reference to an internal
implementation object, such as a file, directory, database record, or key, as a URL or
form parameter. An attacker can manipulate direct object references to access other
objects without authorization, unless an access control check is in place.

For example, in Internet Banking applications, it is common to use the account
number as the primary key. Therefore, it is tempting to use the account number
directly in the web interface. Even if the developers have used parameterized SQL
gueries to prevent SQL injection, if there is no extra check that the user is the account
holder and authorized to see the account, an attacker tampering with the account
number parameter can see or change all accounts.

How Dealt With In Series 5

The ASOW servicing routines do handle requests by the web-user to have Invoices
and Account Status information displayed as HML forms. Any web-user of the ASOW
inquiry routines has a Web-User Access record defined by the back-end system. In
order to process any ASOW functions, the user must first sign-on to the system with
a valid User Code and password. The sets of Customer’s data files that can be
accessed is defined by the Web-User Access record. When a user first signs on, a
Web Storage record is written that is keyed using the assigned Web-ID #. The
Customer Code that is assigned to the user is also stored in the Web Storage record.
Any Invoice that is selected to be displayed, Open ltems that are listed, or Chargeable
Work-in-Progress items, must belong the Customer Code that is assigned to that
Web-User; or they or not displayed. (The Customer Codes are assigned to the Web-
User by CTL staff when the Web-User record is first added).

Functions that provide access to selected Customer data include the following:

¢ Invoice Inquiry — A specific Invoice may be displayed, either directly for the
Invoice # entered by the user, or indirectly, selected from a list that was
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presented to the web-user.

¢ A/R Open ltems Inquiry — A list of outstanding Open ltems on file for the
customer are displayed.

¢ |ndividual Charges Inquiry — A list of all chargeable items that are associated to a
particular Invoice is displayed to the web-user. Only the items that were
invoiced to a specific invoice are listed. The selected invoice must belong to the
Customer Code that was assigned to the Web-User.

When a web-user connects to the ASOW web servicing routines for the first time to
sign on, a ten digit WEB Id number is issued. All HTML pages that are displayed to
the Web-user have this code appended to a WEB-Page-ID which is embedded as a
hidden variable within every POST forms that may be utilized. Also, a temporary
cookie is written to the web-users system that contains the WEB Id number. When
requests are serviced, the cookie is retrieved and the embedded WEB Id number is
validated.

When all requests are serviced by the server CGI routines, the Web Id is validated. If
an unknown WEB-ID is encountered, or an undefined WEB-Page Id is passed, an
error page is returned to the web-user, and any requests are not processed at all.

&+ 5) Cross-Site Request Forgery (CSRF)

Overview

Cross site request forgery is not a new attack, but is simple and devastating. A CSRF
attack forces a logged-on victim’s browser to send a request to a vulnerable web
application, which then performs the chosen action on behalf of the victim. The
malicious code is often not on the attacked site. This is why it is called "Cross Site".

This vulnerability is extremely widespread, as any web application that
e Has no authorization checks for vulnerable actions

e Will process an action if a default login is able to be given in the request (e.g.
http://www.example.com/admin/doSomething.ctl?
username=admin&passwd=admin)

e Authorizes requests based only on credentials that are automatically submitted
such as the session cookie if currently logged into the application, or
“Remember me” functionality if not logged into the application, or a Kerberos
token if part of an Intranet participating in integrated logon with Active Directory

is at risk. Unfortunately, today, most web applications rely solely on automatically
submitted credentials such as session cookies, basic authentication credentials,
source IP addresses, SSL certificates, or Windows domain credentials.

How Dealt With In Series 5
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The Series 5 ASOW servicing routines does rely on automatically submitted
credentials such as the session cookie. However, in addressing this threat:

e There is no default login capability. A valid User-Code and password is required.
e There is no “Remember Me” functionality

e There are no XSS vulnerabilities in the application (See above item 1)

¢ There are no <method="get"> requests

Currently, when a web-user connects to the ASOW web servicing routines for the first
time to sign on, a ten digit WEB Id number is issued. All HTML pages that are
displayed to the Web User have this code appended to a unique WEB-Page-ID which
is embedded as a hidden variable within every POST forms that may be utilized.
When requests are serviced, the WEB-Page-ID is used to identify the following:

e Which Series 5 system is being referenced, (ie. AIR, P/l or Order Entry)
¢ Which Series 5 Company System data is to be accessed

¢ Which type of request is to be processed

e Which specific function is being requested

¢ The system assigned Web-ld number

As well, when a web-user connects to the ASOW web servicing routines for the first
time to sign on, a 4 digit Token Number will be assigned. Based on this Token, a
random range of 4 digit numbers will be assigned to the user. All HTML pages that are
displayed to the Web-User will have a 4 digit Dynamic Token number embedded as a
hidden variable within every Post forms that may be utilized. When requests are
serviced, the range of Tokens assigned to the user is validated. If they are incorrect,
the session will be terminated.

=+ 6) Information Leakage and Improper Error Handling

Overview

Applications can unintentionally leak information about their configuration, internal
workings, or violate privacy through a variety of application problems. Applications can
also leak internal state via how long they take to process certain operations or via
different responses to differing inputs, such as displaying the same error text with
different error numbers. Web applications will often leak information about their
internal state through detailed or debug error messages. Often, this information can
be leveraged to launch or even automate more powerful attacks.

Applications frequently generate error messages and display them to users. Many
times these error messages are quite useful to attackers, as they reveal
implementation details or information that is useful in exploiting a vulnerability. There
are several common examples of this:
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e Detailed error handling, where inducing an error displays too much information,
such as stack traces, failed SQL statements, or other debugging information

e Functions that produce different results based upon different inputs. For example,
supplying the same username but different passwords to a login function should
produce the same text for no such user, and bad password. However, many
systems produce different error codes

How Dealt With In Series 5

Error messages generated by all the ASOW functions are presented in a consistent
manner. System level errors associated to user connectivity, file handling, and
session validation are displayed as a code to the web user. The code shown to the
user is in the following format:

99999999-X99

wher 9999 —is a system assigned Web ID number
e: 999

X —is al character letter that identifies the CGl routine being
executed

99 —is an error number

As well, a record is written to a system control file with the properties associated to
the error. The error consists of a 70 character string that is an English message
describing the problem. The Web-Id Number, the user’s name, the Date/Time, the
Failed Request, the Web-User Id and the Customer Code are also recorded. An
inquiry function is provided in the W/M back end management system to allow staff to
review the errors that have been logged. Should the web user wish to find out more
about the error, they could contact staff. The same information is also recorded to a
designated Debug Trace file, that is available only to the Web System’s Manager.

However, in addressing this threat:

e All exception handling shares a common approach and uses a single routine for
generating the error HTML screen to the web-user.

¢ There are no debugging information, stack traces or paths that are displayed.

&+ 7) Broken Authentication and Session Management

Overview

Authentication and session management includes all aspects of handling user
authentication and managing active sessions. Authentication is a critical aspect of this
process, but even solid authentication mechanisms can be undermined by flawed
credential management functions, including password change, forgot my password,
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remember my password, account update, and other related functions. Because “walk
by” attacks are likely for many web applications, all account management functions
should require re-authentication even if the user has a valid session id.

User authentication on the web typically involves the use of a user Id and password.
Stronger methods of authentication are commercially available such as software and
hardware based cryptographic tokens or biometrics, but such mechanisms are cost
prohibitive for most web applications. A wide array of account and session
management flaws can result in the compromise of user or system administration
accounts. Development teams frequently underestimate the complexity of designing
an authentication and session management scheme that adequately protects
credentials in all aspects of the site. Web applications must establish sessions to
keep track of the stream of requests from each user. HTTP does not provide this
capability, so web applications must create it themselves. Frequently, the web
application environment provides a session capability, but many developers prefer to
create their own session tokens. In either case, if the session tokens are not properly
protected, an attacker can hijack an active session and assume the identity of a user.
Creating a scheme to create strong session tokens and protect them throughout their
life cycle has proven elusive for many developers. Unless all authentication credentials
and session identifiers are protected with SSL at all times and protected against
disclosure from other flaws, such as cross site scripting, an attacker can hijack a
user’s session and assume their identity.

How Dealt With In Series 5

Any web-user of the ASOW inquiry routines has a Web-User Access record defined
by the back-end system. In order to process any ASOW functions, the user must first
sign-on to the system with a valid User Code and password. These User Codes and
Passwords are initially assigned by accounting staff. Web-Users may change their
passwords themselves. As well as a password, there is a “ Secret Question”, that
the user can specify along with an answer. If the user forgets their password, they
must answer the correct question, and an email will be sent with the correct
password.

Also, in addressing this threat:

e Passwords must be 8 characters in length and cannot contain any spaces, and
contain at least 1 numeric digit

e Passwords must be changed every 90 days
e Passwords cannot be the same as the last 2 most recently used passwords

e |f the logon fails due to incorrect User-ID or password, after 5 attempts the
simple message “Unknown Person” is displayed, and the logon attempts may
not continue. There is no distinction between the User-ID or the Password being
wrong.

¢ After each logon failure, a “Password Incorrect” message is displayed, with the
opportunity to try again (up to 5 times).

e The Web-User does not have available to them a function that they can evoke to
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have their password changed. They only are presented with that capability when
the system has detected that their password is about to expire.

e If the Web-User clicks the submit function to indicate they have “Forgotten Their
Password”, they must first answer their “Secret Question” correctly before their
password is emailed to them.

e The Web Management Back End maintenance application offers a number of
different maintenance and operational functions. Users that can executed the
Series 5 Web Management must have applicable access rights. These can be
established at the menu item level. So in other words, the function that is used
to maintain the Web-Users profiles can be restricted to specific accounting staff,
(as is currently the case).

e Areport listing the Web-Users on file, may be generated. However this report
lists the User's Web-Id #, Name, Customer Code, and their connection
statistics. Passwords, Secret Questions and Secret Answers are not listed.

e “POST” submits are used for the signon and authentication process

¢ Any debugging trace files that are generated from ASOW do not contain any of
the user passwords

e When a user successfully signs on to the ASOW system, their name and the
last time that they were signed on, are displayed.

¢ The data records that store the Web User's password are encrypted using a
simple file encryption algorithm. The actual passwords, and answer to the
"Secret Question" are further encrypted using the Series 5 "strong" encryption
method. (For more information on the encryption refer to the topic titled Series
5Encryption ).

e When accounting staff access the Web User Property maintenance screen, the
password, and the answer to the "Secret Question” are entered as secure
fields, each having a secondary field requiring re-entry of the codes for validation

e When the Web User's password expires, the user must enter a new password.
They must also enter the old password.

&+ 8) Insecure Cryptographic Storage

Overview

Protecting sensitive data with cryptography has become a key part of most web
applications. Simply failing to encrypt sensitive data is very widespread. Applications
that do encrypt frequently contain poorly designed cryptography, either using
inappropriate ciphers or making serious mistakes using strong ciphers. These flaws
can lead to disclosure of sensitive data and compliance violations.
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How Dealt With In Series 5

The Series 5 software system does provide the ability to either encrypt an entire file at
the operating system level; or specific fields of data records may be encrypted. In
addressing this threat:

e The data records that store the Web User's password are encrypted using a
simple file encryption algorithm. The actual passwords, and answer to the
"Secret Question" are further encrypted using the Series 5 "strong" encryption
method. (For more information on the encryption refer to the topic titled Series 5

¢ The data files from which data is derived is stored on a separate server and is
accessed only using the CGl servicing routines over a secure port utilizing
request to a file server. The Web-User only is presented with the data that is
read using the service routines. It would not be appropriate to have all Series 5
accounting file encrypted.

=+ 9) Insecure Communication Storage

Overview

Applications frequently fail to encrypt network traffic when it is necessary to protect
sensitive communications. Encryption (usually SSL) must be used for all
authenticated connections, especially Internet-accessible web pages, but backend
connections as well. Otherwise, the application will expose an authentication or
session token. In addition, encryption should be used whenever sensitive data, such
as credit card or health information is transmitted. Applications that fall back or can be
forced out of an encrypting mode can be abused by attackers.

The PClI standard requires that all credit card information being transmitted over the
internet be encrypted.

How Dealt With In Series 5

There is no Credit Card, or Health Information, or any other type of sensitive data that
is transmitted, loaded or displayed from the Series 5 ASOW software.

W/M Data Files

The Series 5 system provides for a reasonably flexible approach to defining where your data
files are kept on your system. Your System's Manager will have established how this is
configured. If you are accessing this documentation to figure that out, please refer to the help
for "Web Access Management Systems Management".
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Regardless whether processing under UNIX, or MS Windows, the structures of the file
system will be similar, and the name of the files are the same. Remember that UNIX
flenames are case sensitive.

7.2.1 Data Directory Structure

Each Company maintained on your system will have a directory structure that is separate
from one another.

Important Note

The Series 5 system allows you to maintain accounting files for a number of different
companies systems. The data files for each of these companies should be keptin a
separate directory structure.

&+ Sample Directory Structure under Windows

This tree diagram shows the structure for 3 Companies defined in this system, one of which
has been expanded for this display.
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% Structures for 3 companies are shown under the SHSI_Data folder. Company1,
Compan2 and Company3

« The Series 5 Control files are stored in the d:\SHSI_Data\etc sub-folder.

% The actual accounting data files are stored in the data sub-folder within each
Companyi directory

« Archived reports are stored in the rpts\arch sub-folder

Edit an existing Company by double-clicking it associated row. Standard Series 5 grid
controls apply.

W/M System Control Files

These files are used to hold the information to manage your Web Access Management data

files. They may be be found in the directory specified for the associated company system.
There is only one of each of the following files.
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= W/M System Control files

Filename Description

CODSELCT. XXX Used by those applications that offer record filtering
screens. If a set of random codes are selected as
filters, they are stored temporarily in this file.

DEMCNTRL.XXX
Holds the definitions of the W/M Demographic
Codes

FLEXCTRL.XXX Holds the definition of the G/L Account Number.

RECENTS. XXX A number of maintenance and processing functions
remembers the most recently accessed codes.
These are stored in this file.

USERACCS5.XXX Holds the access rights of all users to all Series 5
systems.

WMCONTROL.DAT Holds the Control properties information for the W/M

system. This file resides in the directory path
defined by the configuration variable "WEB-MGMT-
CTRL-PATH"

WEBERRORLOG.DAT |When a system level error is generated from the
CGI Web service routines, a record is written to this
file. This file resides in the directory path defined by
the configuration variable "WEB-MGMT-CTRL-
PATH"

Please Take Notice

The actual extension of the filenames listed will be that defined in
the properties for your particular Company System.

7.2.3 W/M Company Data Files

These files are used to hold the master codes and transaction records used by the W/M
application. They may be be found in the directory specified for the associated company
system.
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& W/M System Data files

Filename

Description

WEBCHIST.DAT

When a Web user access the web site and signs
on, a record is created holding information about the
user. When the user signs off the system, this
record is copied to this Connection history file. This
file resides in the directory path defined by the
configuration variable "WEB-MGMT-CTRL-PATH".

WEBCONCT.DAT

When a Web user access the web site and signs
on, this record is created holding information about
the user. When the user signs off the system, this
record is copied to the Connection history file. This
file resides in the directory path defined by the
configuration variable "WEB-MGMT-CTRL-PATH".

WEBORLOG.XXX

When a WEB user enters an Order to be passed to
the Customer Order Processing system, the
header information for the order is recorded in this
record. Once the order has been completed, this
data is copied to an Order Header record in the O/P
system.

WEBREQPARAM.DAT

When a WEB user has requested a particular
function that needs to be dispatched as a job to be
executed later, there may be a need to pass a
number of variables with the job. In particular, this
file is used to pass those Invoices that were
selected for which a P/l Recap Spreadsheet is to be
generated. This is basically the E-Request Job
file's extended parameters file. This file resides in
the directory path defined by the configuration
variable "WEB-MGMT-CTRL-PATH".

WEBREQST.DAT

When a WEB user has requested a particular
function that needs to be dispatched as a job to be
executed later, that job is recorded as a record in
this file. This is basically the E-Request Job file.
This file resides in the directory path defined by the
configuration variable "WEB-MGMT-CTRL-PATH".

WEBSTATS.DAT

When a Web user access the web site and signs
on, or requests for a particular function to be
performed, by the E-Request Server, statistics are
kept in the records in this file. This file resides in the
directory path defined by the configuration variable
"WEB-MGMT-CTRL-PATH".
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1.2.4

WEBUSRSTORAGE.DAT

Holds the working storage of CGl servicing
programs for active Web users while waiting for
them to re-submit browser web page requests.
This file resides in the directory path defined by the
configuration variable "WEB-MGMT-CTRL-PATH".

WWCLIENT. XXX

Holds the master Web User Signon records.

Email Message Text Files

These files are used to hold the text or HTML for the email messages that are sent from
assorted functions in the Series 5 systems. They must be located in the sub-directory
named Email-Templates found in the System Generated and Archived Reports directory
associated to each applicable Series 5 company system.

& W/M System Control files

Filename

Application Function

Email Subject/
Attachment

AP

AP_PositivePay EmailMessa
ge.TXT

Generate Fraud Interface
File

Summary of A/P Checks
Generated

AP

APApproveNew_EmailMessa
ge. TXT

Payment Approval Status
Report

Request Managers to
approve payment with
scanned image of Invoice
and PO

AP

APApproveRemind_EmailMe
ssage. TXT

Payment Approval Status
Report

Reminder to Approve
Payment with scanned
image of Invoice and PO

AP

AP_PymtAdvice_EmailMessa
ge. TXT

ACH Direct Deposit
Payments

Notify Suppliers of an ACH
Direct Deposit with a
Payment Advice Notice

OP

Quote_EmailMessage. TXT

Quotation Entry and
Editing

A Quote for purchase of
goods

P/I| DBAgent_Inv_EmailMessage.|On-Demand Invoicing PDF Invoice sent to the
TXT Agent

P/I| DBCust_Inv_EmailMessage. |On-Demand Invoicing PDF Invoice sent to the
TXT Customer

P/l| EReq_Invoice_EmailMessag |E-Request Server ASOW Single Invoice
e.TXT Reprint request

P/l EReq_InvsRprint_EmailMess |E-Request Server ASOW Multiple Invoices
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age.TXT

Reprint request

P/

EReq_MultinvSp_EmailMess
age.TXT

E-Request Server

ASOW Multiple Recap
Spreadsheets request

P/

EReq_RecapRpt_EmailMess
age. TXT

E-Request Server

ASOW Requested Recap
Report

P/l

EReq_RecSpsheet EmailMe
ssage. TXT

E-Request Server

ASOW Single Recap
Spreadsheet request

P/

WIZ_Invoice_EmailMessage.
TXT

Daily Interface/Invoicing
Wizard

PDF Invoices created
from the Invoicing Wizard

P/

ODB_ExceptRpt_EmailMess
age.TXT

On-Demand Invoicing

Exception Report for On-
Demand Trigger File
errors

P/

OverDue_Invoice_EmailMess
age.TXT

Reprint Historic/Overdue
Invoices

PDF Invoices sent to the
Customer

PO

BuyerNotify EmailMessage.T
XT

PO Receivings Entry

The Buyer for a PO is
notified of the receipt of
goods

PO

PO_RFQ_EmailMessage.TX
T

Requisition/RFQ Entry

Request-for-Quote sent to
Suppliers

PO

PurchaseOrder_EmailMessa
ge.TXT

PO Query and Printing

Purchase Order sent to
Suppliers

PO

Requisition_EmailMessage.T
XT

Requisition/RFQ Entry

Request Managers to
Approve the issuing of a
PO

WebUserPword EmailMessa
ge. TXT

Web Users Maintenance

New Web User's
assigned Password

ForgotPword_EmailMessage.
TXT

Account-Status-On-Web
Service

ASOW Requested
Forgotten Password

Please Take Notice

On Unixsystems, the file names are case sensitive. On all
operating systems, the Pseudo Variables must be capitalized.

You may enter any number of pre-defined pseudo variables, that when the associated email
is generated, will be replaced with specific text strings. These are defined as follows:
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Pseudo Variable

Replacement Text

%%GEN-DATE%%

Date and Time an Invoice was generated.

%%DOC-NUMBER%
%

Document Number of the attached document (typically an
Invoice #)

%%DOC-TYPE%%

The Type of Document (ie., Invoice, Credit)

%%RECIPIENT- The email Recipient's name
NAME %%

%%RECIPIENT- The email Recipient's email address
EMAIL%%

%%COMPANY- The Customer Code for which the attachment is applicable to.
CODE%%

%%COMPANY- The Customer's Company Name for which the attachment is
NAME %% applicable

%%ATTENTION-TO
%%

The attached Invoice Attention-To individual

%%ADDRESS-LINE-
1%%

The attached Invoice Address Line 1

%%ADDRESS-LINE-
2%%

The attached Invoice Address Line 2

%%ADDRESS-LINE-
3%%

The attached Invoice Address Line 3

%%CITY-STATE%%

The attached Invoice Address State code

%%COUNTRY%%

The attached Invoice Address Country

%%MY-STRING-1%
%

These strings are applicable to the given topic of the email as
follows:

%%MY-STRING-2% STRING-1 - A/P Fraud Interface Check Count
% STRING-1 - ASOW E-Request Invoice - Type of Docume
STRING-1 - ASOW Forgot Password - Web-User ID Cod
%%MY-STRING-3% STRING-2 - ASOW Forgot Password - Password

% STRING-1&2 - ASOW Multiple Invoice Recap Report - Start/

STRING-1 - All Pl Invoices - Customer's Membership ID (
%%MY-STRING-4% STRING-2 - Overdue Invoice - # of Overdue Days
% STRING-3 - Overdue Invoice - # of Invoices that have bee
STRING-1 - New Web User's Password - Web User ID C
%%MY-STRING-5% STRING-2 - New Web User's Password - Password
% STRING-3 - New Web User's Password - Password Exp
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7.3

7.3.1

7.3.2

System Operational Variables

Some aspects of the Series 5 W/M system can be controlled through runtime configuration
variables. This mechanism provides a great deal of flexibility, because these variables can be
modified by each site as well as directly by an AcuGT program.

Configuration variables are maintained in a runtime configuration file. This standard text file
can be modified by the host system's text editor. Each entry in the runtime configuration file
consists of a single line. All entries start with a keyword, followed by one or more spaces or
tabs, and then one or more values.

These variables may also be defined in each operators' execution environment. On both
UNIX and Windows systems, these would be defined as environment variables.

Environment Variables

The following variables may be defined for the operator's environment. Under UNIX, these
may be seen by entering the shell env command. Under Windows, these may be seen by
entering the DOS set command.

Variable Description Description
APPDATA C:\Documents and Settings The 1st 2 characters are used to determine
\Loxxxxx\Application Data the users' Home Drive on their PC. (Is set
up by Windows)
SHSI USER_ [SHSI5.LARRY The default Signon User code used when
NAME signing onto the system from a client PC.
USERNAME |SHSI The Windows client signon name. Used to

determine the operators actual "/My
Documents” folder pathname. (Is set up by
Windows)

S5 DIR D:\S5 Required ONLY by the user building the

Series 5 executables

Configuration Variables

The following variables may be defined in the runtime configuration file. These variables can
only be defined or updated by your Systems Manager, or support staff from Sentinel Hill
Software Inc.

Processing Tip

If you need to maintain different sets of operating environments on your system, you may do so by setting up
different runtime configuration files. In this case, the different environments would execute totally
independent of one another. In particular, the two variables that would provide total independence are
SHSI_CTRL_PATH and CODE-PREFIX.
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= Control and File Management Variables

The following variables are used to define the location of different sets of files used by the
Series 5 applications. (Those in red are critical to proper execution)

Variable Default or Description
Sample
Argument
ACURUN_NAME  |wrun32 The name of the AcuGT runtime. Used to build the
command line for Background Job Execution
ccc_SPIO_PATH |d:\acctg The default directory used for import/export for
\companyl Series 5 Company System ccc. This is also used
\spiodir as the directory where the form letters for A/R

Dunning Letters are stored.

ccc_ORTXT_PATHd:\acctg

\companyl
\txtorders

The default directory used for importing O/P Text
Orders for Series 5 Company System ccc

ccc_TRXTXT_PAT
H

d:\acctg
\companyl
\trxinput

The default directory used for importing A/R and A/
P transactions for Series 5 Company System ccc

ccc_IMAUDIT_PAT

d:\acctg

The default directory used for maintaining O/P

H \companyl Inventory Audit files for Series 5 Company System
\imaudit cc
CODE_PREFIX [d:\S5\bin\runs |The directory path in which the executable
programs reside.
IAMESS x1 "OK to Sell TextLines of text displayed in O/P when an item is out oOf
line 1" stock, and operator is prompted. These are the 3
lines used in the prompt. The x is used to allow for
different sets of texts for different Inventory Activity
Codes that may have been set up for the Inventory
ltem in question.
° A- e O- eD- * | - Needs
Active Obsolet Disconti Informati
e F- e nued on
Forecast® F - e C- e S-
ed Planned Cancele Suppres
d sed
IAMESS_x2 "OK to Sell Textsee above
line 2"
IAMESS_x3 "OK to Sell Textsee above
line 3"
HELP PREFIX d:\S5\bin\help [The directory path in which the Help files reside.
IMAGE_PREFIX [d:\S5\bin The directory path in which all bitmapped images
\images are stored.

LAUNCH_BCKGR
ND_CMD

wrun32 -d -c d:
\s5\etc\cblcfgui

This is the shell command that is used to execute
jobs submitted for execution in the Background Job
Processor
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m-THIN-DRIVE-
MAP

/user/larry/data

On thin client systems, when attempting to print to,
or save text export to a file on mapped drive M,
(which is mapped to a directory on the UNIX
server), then the file will actually be written to the
directory path specified as the argument

MANIFEST_IN_PAT|

d:\acctg

H \company
\manifest-dir
PI-INV-DESCN B Software Defines the Invoice Layout Generation Type and
Development |Descriptive text printed on P/l Invoices for charges
that are sub-totalled by their WIP Consolidation
Flag when setto N, (where N =1, .... 9)
SHSI ACUCON- |[1,2,3,0r4 Used to determine how E-Requests are handled by
EREQUEST- the Web Management system:
MODE » 1 - Use AcuConnect on a remote

server

» 2 - Use AcuConnect initiated from the
E-Request Server program running on the
PC

> 3 - Don't use AcuConnect at all.
Process requests directly from the E-
Request Server program on the PC

> 4 - Use AcuConnect only for requests
that don't generate MS Word or Excel
documents

SHSI_CTRL_PAT
H

The Series 5 applications are controlled using a
number of system files. These files are stored in
the directory path defined here.

SHSI_JOBQ_PATH

When functions are set up to be executed in the
Background or Night Job Processor, information
about the job is stored in a file that is written in the
directory path defined here.

SHSI REMOTE | BRANCH10 |if entering A/P Transactions in a remote branch
where the Batch file is to be transmitted to head
office, this is the 8 character branch code
embedded in the A/P Batch's created by field.

SORT_DIR c:\windows The directory path in which temporary sort files are

\temp created used by the system. On FAT systems, this

path should be on the users PC. On THIN
systems, it should be on the UNIX server.

WIN32_NATIVECT
LS

lorO

Set to 1 to enable the workstation's theme in how
the Windows controls are displayed. This is only
available to Windows XP, Windows Vista and
Windows 7 using Acu-GT 8.1 or later.

V-VERSION

The default Revision of the type of AcuGT files to be
used. Must be setto 3
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= Mail Management Control Variables

The following variables are used to define to define Forms that may be printed. The argument
strings are printer command strings that are unique to the given types of printers.

Variable Default or Sample |Description
Argument
DOS_MAIL_CMD
d:\s5\util % %
\DOSEMAIL RECEIVER_NAME RECEIVER_ADDR
% ESS%
%SENDER_NAME %
% SENDER_ADDRES
S%
SUBJECT% %MESSAGE_FILE

%
%ATTACHMENT% %ATTACHMENT2%

The shell command that is executed on Windows
systems to have email sent using a mail program other
that MS Outlook, (or other MS mail programs). In the
Series 5 system, is used to access a 3rd party utility to
send email to Lotus Notes users. Each pseudo variable
will be replaced with the applicable string, or path.

DOS_MAIL_PATH The directory path in which the
temporary mail messages are
created on the Windows PC when
malil is sent using the
DOS_MAIL_CMD

UNIX_MAIL_CMD The shell command that is
executed on UNIX systems to have
email sent

UNIX_MAIL_PATH The directory path in which the

temporary mail messages are
created on the UNIX server when
mail is sent using the
UNIX_MAIL_CMD.

WEB_EDOCS_DIRECTORY |d:\s5\WEB-Etmp | The directory path in which
temporary files are created used to
send attachments as emails on
MS Windows platforms.
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= Printer Control Variables

The following variables are used to define to define Forms that may be printed. The argument
strings are printer command strings that are unique to the given types of printers.

Variable

Default or Sample
Argument

Description

<my queue
name 1>

PRINTER1 -P SPOOLER

Defines a Series 5 Print Queue named
PRINTERL1 that is designated as a Windows
printer. When the runtime opens a file
assigned to "-P SPOOLER, it automatically
initiates a job with the Windows spooler and
constructs print pages in accordance with the
program. The runtime uses the default printer
and font. If the user looks for the job in the
spooler, it is named with the current title of
the AcuGT-GT window.

Note that you must also set up a Printer
Queue named PRINTER1 using the Printer
Queue Maintenance function found on the
Main Menu under System Maintenance on
the menu bar.

<my queue
name 2>

LARRYPRINTER2 -P
SPOOLER-DIRECT

Defines a Series 5 Print Queue named
LARRYPRINTER2. You would define the
gueue with -P SPOOLER-DIRECT if a
Series 5 form was to be assigned to this
printer output, or if the application formatted
the printout with embedded control codes. In
this case, the print job to be sent to the printer
via the Windows spooler, but the program
does not use the spooler to format the pages.
You must use embedded control codes to
handle formatting (much as you would under
UNIX if you used the UNIX spooler).

<my queue
name 3>

<Output-Target>
where:

variable is to be applied to

The following variables are used to identify the default settings for the
different types of special forms that may be printed. Each variable must
have 3 arguments, as follows, providing the Queue Name, the Create
Option, and the Target output:

<ccccc>-FORM-Q <Queue-Name> <Create-Option>

<ccccc> is the Series 5 Company System code to which the
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<Queue-Name> is one of the Series 5 Queues that has been
defined

<Create-Option> is either RECREATE, APPEND or DISTINCT

<Output-Target> is one of the following:

PRINTER - Output to the selected Printer Queue

PRINT - Output to the selected Printer Queue

ARCHIVE - Output only as Archived

DISK - Output only as Archived

PRINT&ARCHI - Output to the selected Printer Queue and have

VE Archived

BOTH - Output to the selected Printer Queue and have
Archived

BROWSE - Output to the Series 5 Browser

ASCIIDISK - Output to disk as an ASCII Text document

WORDDISK - Output to disk as an MS Word document

PRINT&WORD - Output to disk as an MS Word document and to
selected Printer

ARCHIVE&WO - Output to disk as an MS Word document and have

RD Archived

WORD2003 - Output to disk as an MS Word 2003 document
PRINT&WORD - Output to disk as an MS Word 2003 document and

2003 to the selected Printer
ARCHIVE&WO - Output to disk as an MS Word 2003 document and
RD2003 have Archived

WORD2007 - Output to disk as an MS Word 2003 document
PRINT&WORD - Output to disk as an MS Word 2003 document and

2007 to the selected Printer

ARCHIVE&WO - Output to disk as an MS Word 2003 document and
RD2007 have Archived

PDFDISK - Output to disk as a PDF document

PRINT&PDF - Output to disk as a PDF document and to the
selected Printer Queue
ARCHIVE&PDF - Output to disk as a PDF document and have

Archived
ccc-OP- <my queue name> Print Queue used for O/P Invoices
INVOICE-Q RECREATE BOTH
ccc-OP-INV-  [<my queue name> Print Queue used for O/P Reprinted Invoices
REPRINT-Q |RECREATE PRINT
ccc-OP-POS- |<my queue name> Print Queue used for O/P Point-of-Sales
INVOICE-Q RECREATE BOTH Invoices
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ccc-OP- <my queue name> Print Queue used for O/P Customer Quotes
QUOTE- RECREATE
PRINT-Q ARCHIVE&PDF
CCC-XXX- <my queue name> Print Queue used for O/P Packing Slips for
PACKSLIPS-Q RECREATE BOTH Location xxx
CCC-XXX- <my queue name> Print Queue used for O/P Pick Tickets for
PICKS-Q RECREATE BOTH Location xxx
CCC-XXX- <my queue name> Print Queue used for O/P QuickPick Ticket
QPICKS-Q RECREATE BOTH for Location xxx for
ccc-AP- <my queue name> Print Queue used for A/P Checks
CHECK-0Q RECREATE BOTH
ccc-AP- <my queue name> Print Queue used for A/P Quick Checks
QUICK- RECREATE BOTH
CHECK-Q
ccc-AR- <my queue hame> Print Queue used for A/R Statements
STATEMENT- RECREATE DISK
Q
ccc-Pl- <my queue name> Print Queue used for Pl Invoices
INVOICE-Q RECREATE

PRINT&WORD
ccc-PI-INV- <my queue name> Print Queue used for PI Reprinted Invoices
REPRINT-Q |RECREATE
ARCHIVE&WORD
ccc- <my queue name> Print Queue used for PO Purchase Orders
PURCHASE- |[RECREATE
ORDER-Q ARCHIVE&WORD?2007
ccc-PO- <my queue name> Print Queue used for PO Requisitions
REQUISITION- |RECREATE
Q ARCHIVE&WORD
ccc-Ql- <my gueue name> Print Queue used for QI Invoices
INVOICE-Q RECREATE PDFDISK
ccc-QI-INV- <my queue name> Print Queue used for QI Reprinted Invoices
REPRINT-Q |[RECREATE
ARCHIVE&WORD
FMnnn-DESC |For Dual Page Dunning Report Print Form # nnn - The description of
Letters the form displayed on the print options screen
FMnnn-INIT <text string> Report Print Form # nnn - Printer command
string to Initialize print job
FMnnn-RESET [<text string> Report Print Form # nnn - Printer command
to reset printer
FMnnn- <text string> Report Print Form # nnn - Printer command
SELECT- string to select paper from tray 1
TRAY-1
FMnnn- <text string> Report Print Form # nnn - Printer command
SELECT- string to select paper from tray 2
TRAY-2
FMnnn- <text string> Report Print Form # nnn - Printer command
SELECT- string to select paper from tray 3
TRAY-3
FMnnn-ODD- |<text string> Report Print Form # nnn - Printer command
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PAGE-HEAD string for odd page headers
FMnnn-ODD- |<text string> Report Print Form # nnn - Printer command
PAGE-FOOT string for odd page footers
FMnnn-EVEN- |<text string> Report Print Form # nnn - Printer command
PAGE-HEAD string for even page headers
FMnnn-EVEN- [<text string> Report Print Form # nnn - Printer command
PAGE-FOOT string for even page footers
FMnnn-RPT-  [<text string> Report Print Form # nnn - Printer command
DATE-LINE string for report date line
FMnnn-RPT-  |<text string> Report Print Form # nnn - Printer command
TITLE string for report title line
FMnnn-RPT-  [<text string> Report Print Form # nnn - Printer command
LEGENDS string for report legends lines
FMnnn-RPT-  [<text string> Report Print Form # nnn - Printer command
HEADERS string for report headers lines
FMnnn-USER- [Lii <text string> Report Print Form # nnn - Printer command
CODE-1 string for User defined action at Line ii
FMnnn-USER- |Lii <text string> Report Print Form # nnn - Printer command
CODE-2 string for User defined action at Line ii
FMnnn-USER- |[Lii <text string> Report Print Form # nnn - Printer command
CODE-3 string for User defined action at Line ii
FMnnn-USER- |[Lii <text string> Report Print Form # nnn - Printer command
CODE-4 string for User defined action at Line ii
FMnnn-USER- |[Lii <text string> Report Print Form # nnn - Printer command
CODE-5 string for User defined action at Line ii
FMnnn-USER- |Lii <text string> Report Print Form # nnn - Printer command
CODE-6 string for User defined action at Line ii
FMnnn-USER- |[Lii <text string> Report Print Form # nnn - Printer command
CODE-7 string for User defined action at Line ii
FMnnn-USER- |[Lii <text string> Report Print Form # nnn - Printer command
CODE-8 string for User defined action at Line ii
FMnnn-USER- [Lii <text string> Report Print Form # nnn - Printer command
CODE-9 string for User defined action at Line ii
FMnnn-USER- |Lii <text string> Report Print Form # nnn - Printer command
CODE-10 string for User defined action at Line ii
MSWORD- "LANDSCAPE" "Courier |Defined specifications for outputting Series 5
DEFAULT- New" 8 reports to an MS Word Document
SPECS Arguments are: <Orientation> <Font>
<Fontsize> <Template-Name>
¢ The font must be defined on the clients
PC
¢ Orientation must be LANDSCAPE or
PORTRAIT
e The Template is an MS Word defined
template and must be stored in MS
Word's Template directory
MSWORD-AR-[LANDSCAPE "Courier Defined specifications for outputting A/R
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STMT-SPECS |[New" 8 Statements to an MS Word Document
MSWORD-CS-|PORTRAIT  "Courier Defined specifications for outputting Cement
INV-SPECS  |New" 8 Invoice-Template |Shipment Invoices to an MS Word Document
MSWORD- LANDSCAPE "Arial" Defined specifications for outputting A/R

DUNSTMT- 10 Letter-Template Dunning Letters to an MS Word Document

SPECS

MSWORD-GL- |LANDSCAPE "Courier Defined specifications for outputting G/L

FINS-SPECS |[New" 8 Financial Statements to an MS Word
Document

MSWORD-OP-PORTRAIT  "Courier Defined specifications for outputting O/P

FINS-SPECS |New" 8 Invoice-Template |Invoices to an MS Word Document

MSWORD-OP-PORTRAIT  "Courier Defined specifications for outputting O/P

QUOTE- New" 10 Quotes-Template Quotes to an MS Word Document

SPECS

MSWORD- LANDSCAPE "Courier Defined specifications for outputting O/P

PAKSLIP- New" 8 Pack-Template |Packing Slips to an MS Word Document

SPECS

MSWORD-PI- |PORTRAIT  "Courier Defined specifications for outputting P/I

INV-SPECS  [New" 8 Invoice-Template [Invoices to an MS Word Document

MSWORD-PO-PORTRAIT  "Courier Defined specifications for outputting P/O

FORMS- New" 10 Purchase Orders to an MS Word Document

SPECS purchase order.dot

MSWORD-PO-PORTRAIT  "Courier Defined specifications for outputting P/O

REQS-SPECS |[New" 10 requisition.dot  |Requisitions to an MS Word Document

MSWORD-QI- |PORTRAIT  "Courier Defined specifications for outputting Q/I

INV-SPECS  |New" 8 Misc-Invoice- Miscellaneous Invoices to an MS Word

Template Document

MSWORD- LANDSCAPE "Courier  |Defined specifications for outputting E-

WEB-RPT- New" 7 Request server reports to an MS Word

SPECS Document

XXX-BITMAP  |Row Column Pixel-Height |[For Series 5 Printer Queue XXX Outputs the

Pixel-Width Filename speciifed bitmap file to the given row/column

of the page at the specifed pixel Height/Width
on every page of the report.

SHSI-RPT- 4 Sets the default output target selection for all

DESTINATION reports generated in Series 5 that are not

programatically targeted. The argument is an
integer digit representing the desired target
as follows:

1 - To the printer

2 - Archived

3 - Both the printer & Archived

4 -to be Browsed Only

8 -todisk as an ASCII file

17- To disk as an MS Word 2003
document

19- To disk as an MS Word 2003
document & Archived
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26- To disk as an MS Word 2007
document

30- To disk as an MS Word 2007
document & Archived

35- To disk as an MS Word 2007 saved
as a PDF file

You would typically have the argument set
to either 1, 2 or 4.

= Web Server Control and File Management Variables

The following variables are used to define the location of different sets of files used by the
Series 5 CGl service routines executing on a Web Server.

Variable Default or Description
Sample
Argument

CODE-PREFIX/web/..../ The directory path in which the executable CGI
shweb/acubin |programs reside.

SHSI-WEB-  |web/..../ The full path and filename which is used to log
LOG-FILE shweb/ messages, generated by the system, by CGl service
acutemp routines executing on a Web server.

SHSIFWEB- |0Oor1 If = 1, then messages are output to the execution error

TRACE-MODE log file. Should be set to zero unless specifically need
to debug the execution of CGlI service routines.

WEB- 40 The Series 5 Company code assigned to Web

COMPANY-1 Company 1 (Code embedded in Web Page ID codes)

WEB- 50 The Series 5 Company code assigned to Web

COMPANY-2 Company 2

WEB- SHSI The Series 5 Company code assigned to Web

COMPANY-3 Company 3

WEB- PCA The Series 5 Company code assigned to Web

COMPANY-4 Company 4

WEB- AUSI The Series 5 Company code assigned to Web

COMPANY-5 Company 4

WEB-OP- 10 The Inventory Warehouse Location code for orders

LOCATION-1 submitted over the Web for Company 1

WEB-OP- 20 The Inventory Warehouse Location code for orders

LOCATION-2 submitted over the Web for Company 2

WEB-OP- 30 The Inventory Warehouse Location code for orders

LOCATION-3 submitted over the Web for Company 3

WEB-OP- 40 The Inventory Warehouse Location code for orders

LOCATION-4 submitted over the Web for Company 4

WEB-OP- EAST The Inventory Warehouse Location code for orders

LOCATION-5 submitted over the Web for Company 5
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WEB-EDOCS-|/web/..../ The directory path in which temporary files are created
DIRECTORY [shweb/ used to send attachments as emails on UNIX web
acutemp servers.

WEB-MGMT- |@accserver:/ |For CGlI service routines on a Web server, defines the
CTRL-PATH |acctg/shsi_ctrl [directory path of the location where the Series 5 control
files reside.

7.4 Runtime Error Codes

These Unfortunately things don't always operate the way they should. For a variety of
reasons, the application will on occasion generate some nasty looking error codes and
messages.

These can be divided up into three categories of errors:
Q Application generated Errors

Q Microsoft Word or Excel generated Errors

Generally when an error occurs the application that was executing will bomb out. Any of
these errors should be immediately reported to you System Manager, or to Sentinel Hill
Software's support team.

When reporting an error, please attempt to record the following bits of information:
¢ What application you were executing
¢ What menu item you were executing
e What screen was being displayed just before the error was reported
¢ What field or control your mouse was position on when the error occurred
e What key or control was struck or clicked when the error occurred

e If possible, identify the Transaction record, or Master Code record that was being
operated on at the time

¢ The error code, along with the accompanying descriptive text, if any.
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Please Take Note

Ifitis at all possible, you should get a screen shot of your screen with
the error message displayed. This would greatly assistin identifying
the cause of the error.

7.4.1 Application Error Codes

Here is a description of the assorted errors generated from the application that will cause it to
terminate abnormally.

Error |Message Possible Problem
Code
24 |Disk full for Indexed file There is not enough disk space allocated to the
WRITE data folder the data file resides in
30-XX [Hardware Error Failure There is a serious hardware failure. The
secondary code value xx is set by the operating
system.

34  |Disk full for Sequential file |There is not enough disk space allocated to the
WRITE data folder the data file resides in

35 |File not found for Open The application attempted to open a file that could
not be found. Contact your Systems Manager or
Sentinel Hill Software support for assistance.

37-07 |User does not have The user does not appropriate access rights to
permission to access file  |open the file

37-XX [System failure on opening a|The application attempted to open the file in the

file wrong mode
37-99 |Windows runtime not Non-Networked runtime attempted to open a file on
network enabled a remote system

39-XX |[File Mismatch on OPEN An older version of the file was being accessed, or
application programming error.The secondary code
value xx indicates the type of mismatch.

41  |File Already Open An application programming error. Contact
Sentinel Hill Software support.

42  |File Not Open An application programming error. Contact
Sentinel Hill Software support.

47-XX |File not opened in the An application programming error. Contact
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correct mode

Sentinel Hill Software support.

48-XX

File not opened in the
correct mode

An application programming error. Contact
Sentinel Hill Software support.

49-XX

File not opened in the
correct mode

An application programming error. Contact
Sentinel Hill Software support.

94-10

Too many files opened by
process

The max number of files has been reached. The
configuration variable MAX-FILES should be
increased.

98

The file has become corrupt

The file has become corrupt for some reason. You
must use the AcuGT's vutil utility to rebuild the file.
Contact your Systems Manager or Sentinel Hill
Software support for assistance. ( From a DOS or
UNIX prompt you will need to issue the command
vutil32 -rebuild filename ).

9C

Max number of locks
specified.

The max number of files that can be locked has
been reached. Either the configuration variable
MAX-LOCKS should be increased, or an
application programming error has caused the
problem. (By default MAX-LOCKS is the same as
MAX-FILES)

9D-XX

Internal error from host file
system

An internal error has occurred when attempting to
access a file over the network using AcuGT's
Acuserver running on the primary server. The
most likely problem is that the host server network
is down, or the host server file server process has
failed. Contact your Systems Manager. The xx is
the host system's error code.

7.4.2 Microsoft Utility Errors

TheSeries 5 systems internally makes calls to Microsoft's Word and Excel utilities. On
occasion, these utilities will report an error which causes the application to abort. Here are
the documented errors that have been encountered to date.

From |Message Possible Problem
Word |Unable to satisfy the When attempting to print a document directly from
requested call Word, and a problem exists on the network, or the
remote printer is probably not turned on.
Excel |Class is not licensed for use [When outputting a string to a spreadsheet there

(error 8O0A03EC)

was a "=", "+", or "-" character in the 1st character
of the string. Excel thinks this is the start of an
equation that does not make sense. If possible
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insert the ™" , (single quote), character as the 1st
character of the string being output.

Series 5 Encryption

In a number Series 5 systems, there is sensitive data that is maintained in different data files.
These might include credit card numbers, personal information, and passwords. An
encryption algorithm has been developed to ensure that these particular bits of information
cannot be obtained using indirect methods.

A generic encryption routine has been introduced into the Series 5 Accounting system. This is
a subroutine that will either encrypt or decrypt a given string of alphanumeric characters of up
to 30 bytes in size. The encryption method employed, is based on a Vigenere Cipher
algorithm. A generalized discussion of this algorithm, and others, can be found on pages
335 et ff, in “Algorithms In C” by Robert Sedgewick, (1990 — Addison-Wesley Publishing, Inc.).

Some of the properties of this implementation:
e A Cipher Key is employed, using a 6 digit number based on one of the properties
associated to the record in which the encrypted string is to be generated. (Such as an

Invoice #, or Order #, or Voucher #)

¢ Arepeating Key String of characters and numbers is used along with 3 different lookup
tables

¢ The repeating Key String is built dynamically based on the Cipher Key

e The lookup tables are built dynamically from the repeating Key String based on the
remainder of the Cipher Key / 97

¢ Only Upper/Lower alphabet characters, numeric digits and the SPACE character are

converted
||Fie|ds Encrypted || Data Records
Professional Invoicing System
Credit Card Numbers e Cost Center / Credit Card Mappings

* |nvoice Header
¢ |Invoice Header History

Customer Order Processing

Credit Card Numbers e Order Headers
e Order Header History
e |nvoice History

Web Management System
Passwords ¢ \Web Users Properties
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Secret Question Answers

e Web Users Properties
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viewing archived reports 111
batch execution
delayed processing 74
enabling users to access
job management 76
launching the Batch Job Processor 83
modifying job execution parameters 76
night processing 74
putting jobs On-Hold 76
submitting jobs to batch 74
bulk email
attachments 178
entering the message 178
pseudo variables 179
web users filters 176

_C -

cascading windows 42
ClickYes Pro 83
cascading windows 42 configuration variables 233
daily operations 39 Customer Demographic Codes
monthly operations 39 filters 101
scheduled functions 43 selecting for reporting 101
selecting multiple menu items at once 42 Customers
the menu bar 37, 38 fiters 96
transaction entry 39 selecting for reporting 96
year-end operations 39

-D-

B date Lookup window 63
basic processing screens date range Lookup window 64
A/R Customer filters 96 define user's environment variables 83
A/R Demographic Code filters 101
about 73 _ E _
application's user access 118
background job processor 73 email
Series 5 reports 107
encryption algroithm 246

browsing reports 110

creating Wizards 128

data export 87 entering a range of dates 64
entering dates from a calendar 63

environment variables 233

Index
A -

Account Status On-the-Web
display currently connected Web Users 140
error audit inquiry 154
error codes 156
launching the E-Request Server 166
security issues 217
application data files
data directory layouts 226
determining file sizes 56
F/A control data filenames 227
F/A data flenames 228
how many records in a file ? 56
applications' menu
about 36

58, 71, 118, 124

data import 92
defining scheduled menu items 124

dispatching a job to batch 74
executing Wizards 133

generating reports 104

monitoring who is on the system 135
report options screen 105

the W/M menu 138

error codes
application errors 244
displayed to web users 156
Microsoft utility errors 245
executing jobs in the background
about 73
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executing jobs in the background
batch job execute screen 74
the Batch Job Processor 83
exporting data
about 87
export options screen 87
tab delimited data 87
to Excel workbooks 87
web-user properties 203

-G -

generating emails 83

“H -

help
getting help 33
HTML Help access 83

importing data
about 87, 92
from Excel workbooks 92
import options screen 92
tab delimited data 92
web-user properties 204

- M -

master code Lookup window 58

‘R -

report generation
A/R Customer Demographics filters 101
A/R Customer filters 96
about 104
archived reports 105
displaying to the screen 105
having reports emailed 105, 107
outputting to a printer 105
report options screen 105
saving as a PDF document 105
saving as an ASCII text file 105

saving as an MS Word document 105, 106

249

runtime errors
about 243
Microsoft utility errors 245
system error codes 244

_S-

scheduled menu items 124
Sentinel Hill Software
contacting 34
Series 5 Main Menu
about 71
entering a new password 68
expired passwords 68
loging in to the system 68
selecting a Company 68
Setting Up a User's PC
allowing access to HTML Help 83
allowing emails to be sent 83
build the Series 5 shortcut icon 83
define user's environment variables 83
defining user's working directories 83
SHSI_USER_NAME 83
setting up scheduled functions 43
setting up the W/M system
aging and finance charge options 213
defining control options 210
general control options 211
SHSI-USER-NAME variable 83

_U -

user access management
about 117
copying another user's rights 118

create a spreadsheet of all users access rights

118

defining scheduled menu items 124

setting up new users 118

user access rights 117

user logon profile 117

who is using the system right now ? 135
user logon

defining user access 117

defining user logon profiles 117

entering a new passwords 68

expired passwords 68

passwords 68
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W -

W/M Menu

"Codes Maintenance" menu functions 188
"Control Options" menu functions 210
"File" menu functions 139

"Help" menu functions 33

"Operation" menu functions 166

"Purging" menu functions 205

"Reports” menu functions 187

"Trx Inquiry" menu functions 140
"Window" menu functions 40

about

menu bar topics 138
Windows shortcuts 83

wizards
about
defining

executing

128

133

wizard screens 128
working with grids
"Fast Button" frames 48
copy, cut and paste 55
display items with different sorts 47
editing grid row fields 54

file properties

56

most recently accessed items 55
navigating through the data files 52
pop-up menus 54

searching for particular items 50
selecting items for display 49
Undo deleted records 55

Undo modified records 55
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