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Electronic Workflow System Manual

Essential Vocabularies

Electronic Workflow System was developed to maximize Walailuk University’s records
management in documents, circulars, orders and other documents sending and receiving, both internally and
with other parties. The system can help managing tremendous amount of document transaction, reducing
complex document activities, enable speed of retrieval, tracking of document status and prevent document
lost. The system was developed upon the records management philosophy from “the Regulations of the
Prime Minister's Office on Records Management, B.E. 2526.”

Department/Basket refers to access point where documents/correspondences are sent to. Mostly,
baskets are departmental document receiving point. The basket can be accessed by many users for
processing document activities. As for Walailuk University, basket can be an individual inbox

User refers to one who has responsibility in document activities such as sending, receiving, make
notes/orders or tracking concerned documents. One user can access many basket (as main department or
other department responsible for) according to line of responsibility and authorization which is granted by the
system administrator

Incoming Documents refers to incoming documents/correspondences registered. These documents
mostly come from other organizations. They are most likely sent to the central registry where they are
registered and passed to executives to assign action officer responsible for the document. Documents from
other organizations and internal memos can be sent to INFOMA recipients online (both of which are the
recipient’s incoming documents) to act e.g. make notes about actions to be taken, etc.

Outgoing Documents refers to documents/correspondences/memos to be sent to other
departments or organizations. They are mostly signed by executives, and in case correspondences to other
organization, signed by CEO. Memo’s running reference number is run separately in each department. As
for correspondences going to other organizations, the reference numbers are run continuously as one unit
throughout the university

Document type refers to documents other than incoming or outgoing documents that has need to

run reference number separately such as orders, announcements. The system will run the reference number

separately by document type which can be used in a single department or throughout the university.

Series refers to records series for incoming/outgoing documents classified for grouping documents
into series. Series example e.g. meeting, cabinet resolution, complaint. This is for grouping document

purpose only and will not be run registered number.
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Log in to E-Office System

Using Microsoft Windows, selecting Internet Explorer which might appear as an icon on your

e

Internet
Ewplorer

desktop

After launching the browser, enter the URL below

URL: | http://eoffice.wu.ac.th

a WU eOffice - Microsoft Internet Explorer _ ||:||1|

File Edit Wiew Favorites Tools  Help | zl\

@Bk - ) - [¢] 2] :,\J|,OSearch == Favuorites €\| (=3~ = I.'?_—I - [

Address I http:/fecffice.wu.ac.th j Go | Links **
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Fwsadinsadaua e ;
FasussnLaEaWIEAs Tmaia @ 2700, 3702

ice Auimaufieas Tnsdwmd | 3441

S ———
[
@ l_ ’— l_ l_ l_ |° Trusted sites A
Log in

You will see the system log in page. Type in your user name and password, then press Login. The system

will verify your access right and display subsystem of the “E-Office System”
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The sub systems include:-
1. Electronic Workflow System
Electronic Document System

Electronic Document Search Engine

Manuals

2
3
4. Reservation System
5
6

Electronic Forms

7. Logout
/3 WU e0ffice - Microsoft Internet Explorer =101l
File Edit Wiew Favorites Tools  Help | ﬁ.’
QBack - &) - [x] 2] (» | ) Search <7 Favarites @| (SO ENEE
Address | hetpi/feofice.wu.ac.th e ks »
Y \ _I
I s:uuBIUOnMSHIanNsaling

» MUK NUIAUD AUANUNEY
w  WEIEIELR .

ngNFIGs:=uu

|»

iy T i ausuAsttrusLu AT S amasaing
FENTITUA 15-19 w.m, 49 s

p A

gauia mwnsananaadoulend Fuasussatazduaunis »  stuuAefivnasS AN sating

= o -
* SEUUATSU S SMM3EIAnn saunﬁ

i L rsaus LA s el S A 22 e, 49 sl *  sruuaaafaadssyudianmsaiing
+  szuuAunuand s31ann solind
»  gilamsTiau

= wuuvwaSudianm saiing
sruudrAdAmas adad e s g dneral

e o seruaye AtwasU R v A

Fwsadinsadau iyl

FuamsussaaREgwaanTE Tasmd | 2700, 3702 .
ice gusdmanfiaeas T ;| 3441 =

_—)

@ l_l_l_’_|_|0 Trusted sites
E-Office Main Page

= aanAMmstuy

=
4

Note After finishing any sub systems, please press Logout to log out from the E-Office system and come to

the welcome page. Where you'll see the Login area. You may then close this window.
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Log in to Electronic Workflow System

If you want to work in the Electronic Workflow system, after logged in, the system will verify your access

right. You can then select Electronic Workflow System menu where you’ll see this Electronic Workflow

System Login page. Select the database you want to work with. You need not to provide user name and
password again since you are already granted access from E-Office system. Please notify that the system

has already put your name in the login area.

/3 INFOMA:WEBFLOW - Microsoft Internet Explorer 18] x|
File Edit Wiew Favorites Tools Help ‘ o

Qbeck - O - [¢] 2] & ‘ ) Search < Favarites {‘}l - M-8 B

aelivess [ ] betpsjectice.mu. ac thjwebFow/Defaul.asp

R
Electronic) Workflow, System; B

Walailaks University,

“ awnlna & English

Document WorkFlow

EUYSUAIFU ST EL ausH x

User Name

[=]
|@ vingaustuunuasussa fidns atnd Release 9.5K Dake 14/12/2005 ’7’7’7’7,7 & Trusted sites
Bistart| | @ & & D %2 b (O[B4 ntern.. - 0wv-wa.. | & windows .. | [17]3 ieros. . -| B haisorew. | | B[ L2090 U @B DBEF 112

Log in to Electronic Workflow System

Select database then press OK to log in or Cancel and go back to E-Office page
Note in using Electronic Workflow System at Walailuk University, you can select language mode before log
in to the system
® awm'lng  For displaying menus in Thai
® English For displaying menus in English
As for data, it will be as entered. For example, when registering in Thai, the data will be Thai, only if
you want to use Thai data with English menu, you can do so.
You cannot change language after you enter the system. If you want to do so, you'll have to log out

to come to this screen and select the language, the database and press log in again
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Introduction

After logged in, the system will check your access right (e.g., standard, read-only) and security level
access, including searching rights to confidential document. The system then display main menu with your

name and department to which you are in. You can check your information from section 2 in the illustration

R Flow Alert

2 new documents - i
|1 'l minutes

vi Go |Links ™ QSnagIt B!

lg/main.asp

SED DO GUMENT HORK FLOM ‘F INFOMA o-Salution

2 s:uumsussmamnsafné

Elsne;t-i.:';]l-l-l-lm;l-ﬁ-l:‘;‘-l:
ﬁ» Display Setting

Select terns displayed

per page

$@Eltem(s) O 10 tem(s)
:Oflems) O15 temis)

Qe |Search| Reports | Log Qut

L L L L L L T T L T T LT
ESBTERTEREATEE D
INISTRATOR
AIFUFIUNRT 3R
""""""""""""""""""""""""""".WUWME

e Inbox - to he Registered @ Incoming Document
Mo documentto be registered

ﬁp In-process Document @ Internal Document

:__:l " Returned Document :
== Outgoing Document
Mo document returned fwithdrawn

E Change Password

Eﬁ User Detail
% Help

I e ReylsHat oo Sent.Documsnty Eﬂlnstall Program
&P Incoming Doc Registration @Sent Documents H
B -

.% Change Database
@ Internal Doc Registration

=
& Must-Follow Documents

Doc Registration

II Special 3. Administration 4
m Special Commands )
Document menus Settings .
@Home .

check yodr info from main page

New Documents Alert

Once entered, the system will launch new document alert system called

‘Flow Alert

Flow Alert appeared on the top left corner. It displays new incoming

2 new documents documents that have never been registered (see number of document from

I'I vlminutes

blue tab). You can select timing for alerting.

Setting document alert timing

You can set document alert timing by selecting timing from the dropdown
list as 1 minute, 3 minutes, 5 minutes or stop. If you want to close the window but want to continue the alert,
you can minimize the window from the minimize button =l or you can close the alert with the close button

5' This will not effect your document working routine
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"/@ Note If you close the FlowAlert with the EI then want it back, just press Refresh (F5) or

press “Home” menu

System Elements

Home page is the first page appeared after entering the system. The homepage is divided into 4 main
sections.
section 1. Main menu consists of main menus of the system. Remaining in the same position on every
page, main menu consists of :-

‘/@ Home Select when you want to come back to the home page

‘/@ Search Select to search documents within your department

‘/Ej Report Select to print reports

‘/@ Logout Select to log out and go to the log in screen
Home |Search Reports Log Cut
Tasrah dosumants Adusnse Sasrsh | Semich by doc typs | Sent documants | sk
Search form
Fommn regno. || Tonegno I
or Regna.
C)Dated () Registered/create date
Fram date Ta date l]
Froen e ) (HHMMSS) Totme ) e ss)
From ﬂ M To _ﬂ M
Subjoct/description Thesauns B
Action notes
) Document craatar
Critoria
=) and or ) not
ok |[  Cancal « Search
Incoming dos __Internal dee Delivery Slip Outgoing doc | Report by doc type | Back| ~
Print Documents
Formreg no Taregno
or Regno
Reference no Series| @flavan -
Doc. type | @fswin v
O Dated @ Registered/ create date Delivery type | @fanin 3
Fram date i Todate 2‘
From time 77 tHHMMSS) Totime 7 tHHMMSS)
Reference Attachment(s)
From 23] g To 3] g
Subject/description Urgency | @fawum v
Confidentiality | @eawmm v
Objective| @1l ~ Status | @viavsn v
Action officer Location
Due dste from [ To date [
Retention date ll Todate ll
Remark [ Must-Follow Documents

Action notes

© Docurnent creator

Document sending/receiving

Sentfrom ﬂ ﬂ
Criteria c)
@and Oor Microsolf Word (3 records/page)
Order by INFOMAMEBREPORT
@® Reg no. O Register date Reportformat| Microsolf Word (5 re:mdsfpaga%v
Note Printincoming documents from new registration or accepting and register v Report
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Microsoft Internet Explorer r>__(|

\‘.‘p Log out? %

[ Ok ] [ Cancel ]
Log out

Section 2. User info inform user name, department to which he/she is in
Section 3. Document menus consists of 7 menu groups
To be processed consists of
& Inbox - to be Registered

No documentto be registered ‘% Inbox — to be registered consists of new incoming
ﬁp inzprocessjbocument documents or registered documents you sent and returned
:r;__ Returned Document ”@j In-process consists of documents during process

MNo document returned fwithdrawn . . .
! ”@j Returned document consists of rejected or withdrawn

documents

Registration

s Registration
w Incoming Doc Registration

‘/@ Incoming doc registration is for registering incoming
@ Internal Doc Registration
documents
@Outﬂﬂi"@l DociReniSination ‘/@ Incoming doc registration is for issuing internal memo
reference number for communicating within your
organization (signed by supervisor)
‘ﬁ@ Outgoing doc registration is for issuing organization’s

outgoing correspondence reference no (signed by executive)

i

o Special
@ Special Commands
J@ Special commands is for batch closing, sending

documents or reporting statistics, KPI and thesaurus control

Lists

@ Incoming Document
‘/@ Incoming documents are registered incoming documents

@ Internal Document that are registered from Registration menu or from Inbox

‘/@ Internal documents are issued memos for internal

' Outgoing Document
communication or outgomg documents S|gned by supervisor

‘ﬁ@ Outgoing documents are issued organization’s

correspondences

Sent documents
@Sent Documents

‘ﬁ@ Sent documents are documents sent to other

departments. You can withdraw documents here.

Must Follow up

% Must-Follow Documents
J@ Must-Follow documents are documents of all status (in

process, closed, sent) that are selected as ‘Follow up’
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Administration Administration
@ Administrator
‘/Ej Administrator is a menu for controlling users,

department or configuration for first use

Section 4. Setting

You can adjust personal setting per use, explore tools or changing working department / database. This

facilitates you as a Single Log in.

Setting ﬁ& ﬁ _—'__"a ”/@ Display setting is for adjusting display items per page. Select preferred

% i i amount then continue to use the system as usual
Display Setting
melect tems displayed
per page
;@6 temis] (10 tem(s) 3 Changed password - Microsoft Internet Explorer Z||:,rg|

B ltem(s) (15 kem(s)

J@ Change Password is for changing your password

ﬁ Change Password Etiangh Pt
ﬂi User Det ail Old password || |

Mew password | |
u;r'“t Help Canfirm new password | |
&> Install Program | ok || Cancel

% Change Database
“/Ej User details displays your information as a user: name-surname,

department, access rights and level and other granted department(s) you

are authorized to work for

‘A Twzasnaliam - Microsoft Internet Explorer

usiness uni

Cther authorized department(s)

ltem . L User
) departrnent Business unit Confidentiality Status Dept. status
1w 9 ADMINISTRATOR: ) An Loin
Department

‘% Help displays manual
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Setting [Eg ﬁ ";‘
ﬁ;& Display Setting
oelectitems displayed
pEer page
(%16 tem(s)
)8 ltem(s)

10 tem(s)
(15 Item(s)

Ei Change Password
ﬁ User Detail

% Help

'ﬁ] Install Program

% Change Database

'ﬂi Change Department

ﬁi}hﬂﬂi n Departme nt

A alavsl s st rsussodsinvsadingd 1N OMA 1 WebFlow - Microsoft Intemmet Explorer
Fle Edt Wew Favorkes Took Help
unn fli T el
TR A YIS0

S e sers

N [T —
I Tl mafsssomalul

C mmatieruiadusea§li
(3 v (remmonsis)
WP N ee— & melunnnﬁnﬂumuﬂdmhuu Fua nansduni;
[ s Tueand s = stunrmeruenns &ﬂﬁf:‘nmuaa&mn'lﬁglﬁﬁuh
T e 3 TewrwaaBomanas Wsweenrs ity daaduenos o
mTAET v

Y eyl e fadniuniminrmmonu Teufdofdnnsenueg

~d mesnsormsslanezes -~
~d mftmsnan sy

amuiim @aunmisoudonnilne Wusrsasmaio fdn

Ll s enanansivielu drszi ’
~J mfediaonany

T P -
~J mesonawiunaneiamelu. oot
~J masonamanielameusnsding -

imal#aaanins [ e -
Cll druresedomanms -
J mmlmanwns =1
-1 e -
-J o aenans v
I e asna s E-mail bl
“nsiimaru
. } MmN s @

‘% Install program is for downloading plug-in e.g. WebReport, WebScan,
WebViewer

Software MNote
1 Tilswnsy Repart finfia | I$Emiun sl reauss Y U S
2 | Tilswnss Webscan 98 ME 2000 finfia | 1$Emd Windows98 ME 2000
3 Tilwns Webscan XP finfia 15 Windows XP
4 Tl s WehViewer 95 ME 2000 finfia | 1¥Fmd Wincdows 98 ME 2000
5 Talswnsa WebViewer XP finfla IEE sy Windows XP
6 Tswnss IFMFLOWY (For Client) finfia IEEmiuTRndamasaTy
7 weddsmsdsnaunuans s 2 Server Ainka I wdualten 1P Address ves Senver 2 falinTuiii —
A e L ga S aana s uennaen s Aena e Sl as aenen sasunannaen 5 b

‘% Change database is for changing document database without having

to log out from the system

sruvEisyssw Y 2548 v

srvvdisusyd 2548
sruudITy s Y 2547

J@ Change department is for changing working department you are
authorized within the same document database

"™ ==

nsniEankioso U
| ODG dviindidrwaanis =

‘% Main department is for coming back to work with your default

department (first department you see after log in)
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Note

Change Department and Main Department will be displayed if you are

working for more than 1 department

To be Processed

To be Processed To be Processed consists of 3 sub-menus

E Inbox - to be Registered
Mo docurnent to be registered

ﬁj In-process Document

Returned Document
Mo document returned fwithcrawen

a Inbox-to be Registered displays documents sent from other department. For example, the central
registry register incoming documents and send (forward) the documents to you. The system will display

these unregistered documents. Since unregistered, the Reg. no. column will display paper icon for you
to click and register or reject and send back to the sender. If the document you registered was sent and sent
back to you, the same Reg. no. you registered will be displayed. Unviewed document will be displayed as

closed folder

Home |Search| Reports Log Qut

=- Register/New Doc FEVITHATFU T TN
~Register Das ADMINISTRATOR
“Mew Internal Doe afmsuf A0l femsayiums

To be Processed
nbox

n Process

eturned | Withdraw “Mew Outgoing Doe 5 ltem(s)
| | | | Feg no. | Fef no. | Date | Time | Subject |
= O E| INFOMAadmin/6/2549 11/05/2543 16:37 \VL\;%EE;T\;BS;?SE;OMA Weabflow -the electronicweb based
To-no paperdoc From ADMINISTRATOR To All user
L | !ﬁj Caagh70409/5/2549  11/05/2549 16:29 Talsmmawnonarsilsssdutiududnsien sua s v
To-no paperdaoc Frorm sis, drudaadsidzims Toamsud
) <2 ECL490505/125 11/05/2549 16:27 INFOMA: WebFlow training
To~with paper doc From Excel Link Co.Ltd Ta WU
e = E| Ag0512.41/228 11/05/2549 16:24  evsugmdeymdansiuniiida
To-with paper doc From sandiuinsudms anaan sasvinine i To swrine s bad
O un. 01027541 T1/05/2549 16:23  wenlsem@usiusnnsdsessdenis 2oy 55 adad 1
To-with paper doc Fram swnanandanssisimans To 8 adssins

Inbox- to be Registered
Note paper icon refers to unregistered document
“blue” the sender will send paper document
“orange” D the sender won’t send paper document, so you can register and proceed

Icon L] means that the document has not been read (click to view details)

in red means the document has exceed due date and has not been read

Icon ‘3 means the document has been read (click to view details)
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@ In-process Document displays registered incoming documents or issued internal memos that have not

been sent or closed. The system displays the document status ‘In-process’ as a clock

E| To be Processed

E| Register/New Doc FEMRAMATTU T TN

EI Inbax EI Register Dac ADMINISTRATOR
|;| In Process El ‘New Internal Das s Tnata wam ., PPHUTTARM
[=Returned | Withdraw : [=l"New Outgoing Doc E ltem(s)
Fefna. Date | Time | Subject |
& 1858 Qﬁﬁ12312549(7205) 11/05/2549 1519 ausy SPSS wanrafian s35edsadiulnsams
@ To~with paper dac From audfnsmasfiney sumsi5 To ofansud
@ 1857 w0007 /2228 11/05/2549 1518 awsuwdingasmsanfitavadudn seiunana ufl 4
To-with paper doc From diariumszdnng To egmsud
@ A 1854 Fg0526.07 /9194 11/05/2649 1443 ----dnia
-~~~ nilm Fram To
& 1851 fg0b17.18/187 11/05/2549 0952  Suswnanaziriunm sahagunwfiaumih
To~with paper dac Fram darfudmwinisag sugvandeyw To aBrsod
6] 1850 ws0517.18/186 11/05/2549 D016 duswnanazgindiun sa hagumwiiiaumin

To~with paper doc

Fram dariuwinisag sugvanBew To aBryuf

In-process Document

% Returned Document displays unusual documents that are rejected by the recipient or withdrawn by

your department. The system display these rejected/withdrawn document status as red star

Feg na. |

Fef nao.

E| To be Processed
E| Inbox
E ‘In Process
[-Returned | Withdraw

Date | Tirﬁe|

SV IUAIFY S F0
ADMINISTRATOR

w15y FsunETd 3298, PPHUT TAR
1 itern(s)

E| Register/New Doc
i E| Register Doc
E‘ New Internal Das

= New Outgoing Doc
Subject

1853

#u2.49/114

To~with paper dac

11/05/2549 1442 sussneinuasiddaudomus lnsani i

From aumuiindse To afmsud

Returned Document
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Lists
e Consist of 3 sub-menus, each displays documents of

@ Incoming Document

@ Internal Document

iy

[ Outgoing Document

its type : incoming document, internal documents,
outgoing documents

The system displays documents of all status in each

type. You can be notified in which menu you are in by

the image map above as illustrated

Tomwith paper doc

Home |Search| Reports Log Out
Document Lists SEMNEIFVTTE
ADMINISTRATOR
Agugsmna 9m. PPHUTTARM
. 7 Itemis)
| | Reg no. | Refna. | Date | Tirme | Subject |
® ~ 1856 15.010/2549 11/05/2549 14:46  msdansiassndnamaanansilssamdialy uas fununme
Tomwith paper doc Fram shiw$wnsmSvenssued To ainisud
] 1855 #0512 697051 11/06/2549 1445 ﬂ?ﬁzwﬁmnmﬁmlﬁuﬁmwm
To-with paper doc From sy swsiz1ms siaan seisvininensie To e sud
@& & 1854 As0526.07 /2194 11/05/2549 14:43 ----4ails
----1lilm From Ta
e » 1853 @u32.49/114 11/05/2549 1442 svssrndinuas i daudoauaTnsamsis
Tomwith paper doc From asnmssindss To efmsud
@ i 1852 ECL490505/125 11/05/2549 1335 INFOMA:WebFlow training
To-with paper doc From Excel Link Co. Ltd. To WU
@ 1851 as0517.18/187 11/06/2549 0952 Suswnnaziiiumsafaguniwdidouni

From aardiusiwinmsdis ssuavenday To ensod

Incoming doc of all status (in process, sent, closed, inspected, etc.)

- Document Lists

Home [Search| Reports Log Qut
FEMRINA T TTH
ADMINISTRATOR
8507150, 3 S1ad SRS
B Itern(s)
| T\me\ Subject |

@ 13
@ 12
@ 10
@ 9
@ 8

fgh70301/13/2549 11/05/2549

Tomwith paper doc

fgb70301712/2549 11/05/2549

Tomwith paper doc

fgh70301/11/2549 11/05/2549

To-with paper doc

agh 7030171042549 11/05/2549

To-with paper doc
fgh70301/9/2549
To-with paper doc
fsh70301/8/2549
To-with paper doc

19:23  vaBqmrinuniudmsn

From agmsuéi To vinvsagay
valdiasnamseulumausneasmadameadudsennimmadesdihdnm
From egmsudl To vinvisagau

Ardafoufudugiau

From afmsud To dheam s

ved sl §IRd s e s s sddrn s ind

Frarm efmsuf To ssussmnniie
venTmsudialumsradodiinusssuy INFOMA WebFlow
From afmsufi To sinsikaeny
sevvlnsrathatugulwlvesmina i

From esmsufi To mnvdaeau

Internal doc of all status (in process, sent, closed, inspected, ect.)

18:22
19:22
19:21
11/05/2549 1836

11/05/2548 1812

Please notify the internal document type icon @

Home [Search| Reports Log Qut
Document Lists FEVVIUAITU T
aming ADMINISTRATOR
- afmsuf S fumsatms
b [temis)
| Time | Subject |

@ &
5
4
@ 3
@ 2
@ 1

#5/6/2549
To-with paper doc
wg/56/2549
To-with paper doc
#5/4/2549
To-with paper doc
wg/3/2549
To-with paper doc
#52/2549
To-with paper doc
#g5.0100/172549
To-with paper doc

19:30  mrwssdondms
From afmsufi To yuvr@sms
1928 waByousuwsmgs s W unEnmy
Frarm s afesinge To Fuisan sskmviingtd
19:27 wadadoysnsdisa
From s afssinuc Tonsengssiaugss
1920 Tassmsmrwdmiioniaimendiand
From efnsud To @
10:36  auswszyy INFOMA: WebFlow
Fram s afgsines To udndied e diim
18:14  wadaudizr
From efmsud To d@na

11/05/2548
11/06/2548
11/05/2549
11/06/2549
11/05/2549

11/05/2549

Outgoing doc (no sent needed) Please notify the outgoing document type icon @
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Sent doc

ument

Sent Documents Displays documents of all type (incoming internal

[ ’
@SEM Documents outgoing) that you sent to other departments. You can

withdraw documents sent to wrong recipient from here.

Please note that the document status and registration no. in this menu belongs to the recipients. If one

document is sent to many recipients, the system will display documents of all recipients.

| Home |Search| Reports Log Cut
[+-To be Processed FEMTUEATFU T T
2 mant Lists ADMINISTRATOR
: aﬁmwﬁﬁ%ﬂ%ﬁﬁ’waw:mmuﬂw
. 3 oo 13 ltem(s)
| | | | Feg no. | Fetno. | Date | Time | Subject |
B3] E| ECL490505/125 11/05/2549 1340 INFOMA, WebFlow training
To-with paper doc To saadtheydun s
=2~ E] ECL490505/125 11/05/2549 1940 INFOMA: WebFlow training
Tomwith paper doc 0SB
i @ 3 fAs5h70301/10/2549 11/05/2548 19:27 wedawunlfifdmdvmsmiiunuesussadtnnsaing
To-with paper doc Toa@rFussmaTd 378,
o e B Ag570301/11/2549 11/05/2549 1926 dndadeutimiusion
To~with paper doc To saasiamstindam
A O @ [ ash70301/9/2549 11/05/2548 19:26 wanwwdaaitalursdafodiihansm sy INFOMA: WebFlow
To-no paper doc To safimmsindne
& @ hZ5 Ash70301/8/2549 11/05/2549 18:13  szunlnssmdraiuguluos savriinag s
To-no paper doc To a7 EY
Sent documents displays sent documents of all recipients with their (the recipient) reg no. and status
Sent items are of all document type. Please notify the internal @ and outgoing P icon
incoming document has no icon
Must Follow up

Displays documents of all status that are selected

Elﬂ Mus

t-Follow Documents . N .
Follow up” from Edit, Make notes and Send menus.

Must-follow documents has Q icon as illustrated

L A Bt AL N TR R Bt A E

| Home |Search| Reports | Log Out
— . To be Processed FEVITHHT T T
E - ADMINISTRATOR
ﬁ ameudl, 3913 Thadis i
Fruau 2 13ag
| | | | Regno. | Fef-re- | Date | Time | Subject
e 792 <7 ECLA430506/155 11/05/2549 18:35 Introducing INFOMA: MYebFlow
o0 paper doc 311 Excel Link Co., Lid. fia Wl
e ~ % ?90?04!]9!5,*2549 11/06/2649 1830 Tusmawmensnsdsemdaiugydnisizimsveamiineniy
To-no paper doc 2 AE7. Aruaaasninng s ofmsuf

Must Follow up displays documents of all status that are selected as “Follow up’

F’ Note Documents in all menus above are sorted by recent date by default. You can sort documents by

other data by clicking the column to sort data by selected column. Please notify the triangle as sorted by

Upside triangle is sorting ascending

Upside-down triangle is sorting descending ¥
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Search result display
All document menus above and search result display documents in the same format. Search result
displays documents from search criteria. If no document type (incoming, internal, outgoing) is selected, the

result will display documents of all type. Please notify that this screen is search mode from the search menu.

Document information in document menus

Document display format consists of 9 columns

Home |Searchj Reports Lag Out
Register/Mew Doc FTrvan
Te be Processed ADM'})I’IS-
Docuiment Li 5“@ @ afim sud G5 Sl e
| Date | Time | Subject
e ~ 792 & ECLA480506/155 11/05/2543  18:35 Introducing INFOMA: WehFlow
To-no paper doc a1 Excel Link Co., Ltd. &is WU
& ~ 791 & ECLA490505/125 11/05/2543 18:35 INFORMA: WehFlow training
To~with paper doc a1 Excel Link Co.,Ltd &ia Wl
e -~ ﬁ 790 <A#s5 704097572549 1140542549 18:30  Talsmaawsananl ssndasiufudnsmmstasmiing i
To-no paper doc 1 FA9. AudaEsninmy ia afnsud
= ® 789 INFOMAadmin/6/2549 11/05/2549 17:01 \S-‘\;E{;?nme to INFORA, Webflow - the electronic web baset
To-no paper doc a1 ADMINISTRATOR fa All user
@ @ 9 Agh70301/9/2549 11/05/2549 1836 wemvwdiadelumsdafofiiinusmsuy INFOMA: WebFlow
To-with paper doc From afmsuf To nnvskaenu
@ @ 2 ws2 /2549 11/05¢2549 18:36  sususzuy INFOMA: WebFlow
To-with paper doc From s sszsnuel To udnfes 599 9

@ Attachment display icon subjected to file type @ m:l r@ If more attachments are available,

the additional attachment icon % will appear at the reg. no. column. You must press reg. no. to view these

attachments

@ Document status

|:| (yellow) the document has not been read (click to view)

(red) the document has exceed overdue date and has not been read

E the document has been read (click to view)

& (blue) in-process registered incoming doc/issued internal doc that has not been closed or sent

@ (red) overdue in-process registered incoming doc/issued internal doc that has not been closed or sent
closed document

sent document

void/cancel document

during inspection document

B o B 5

rejected/withdrawn document
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@ Urgency status @ Document type

n/a normal n/a incoming document
~ urgent @ internal document
# very urgent @ outgoing document
# most urgent

@ Reg no. displays registration number. If the document has not been registered, the system will

display registration number as Ej or ﬁ You can press here to do document work, e.g. view details, make

notes, send, close, inspect, end inspection, delete, void/cancel, file, borrow document

Details  Make notes|3end| Edit | Close ||nspection| End Inspection | Void.l’Cance|| Delete |Borr0w| Back
Details

Reg no.: 1850 Doc. type : Fuandsdn

Ref no.: ECL490506/155 Receive date-time: 11/056/2549 17:54:53

Dated: 06/05/2549 Urgency: 10

Reference: - Confidentiality: dné

Attachment(s): - Series: wilsfadiild

From: ExcelLink Co., Ltd.  To: WU
Subject: Introducing INFOMA: WebFlow

Details: -

Objective: vadiuiiums Status: maaufifiam

Action officer: -

Location: - Delivery type: Hulddwiuns

Document retention: -

Remark: -

Sent from: Fsusswnana 1a. Due date: - 1 attachment(s)

[ Print as memao ][ Make internal doc. ][ Make outgoing doc. ]

A| | | Date | Time | Attached by | Femark | Felated ref. no. |
}= E 1170542549 1754 @sussanand 3. Correspondence/mema image

When pressing reg. no./paper icon, the system displays document menus

@ Ref no. you can press here to track working process, including view notes made by recipients

Follow up Actions taken by vour dept | “Wiew all actions | “iew table view | Back|
Reg no.: 789

Ref no_: INFOMAadmin/6/2549
Dated: 11/05/2549

Reference: -

From: ADMINISTRATOR  To: Alluser
Subject: YWelcome to INFOMA Webflow - the electronic web based workflow system

Doc. type : wnaisaamsiu
Status: w@5uin

& Print follow up report

| Fegna. | Date | Time Sender | Fecipient | Actian
v B 11/05/2549  16:30:18  ADMINISTRATOR ADMINISTRATOR Internal Doc Registration
@ 789 11/05/2549  16:37:18  ADMINISTRATOR afim yuéi Sentto-no paper doc
08} = 11/05/2549  16:37:18 ADMINISTRATOR i, ATumadwiid CCno co-paper doc
[ = 1170572549 163718 ADMINISTRATOR ER. BT CCr-no ccpaper doc
") 286 117052549 163718 ADMIMISTRATOR dd. drudasiyiemy CC-no cc-paper doc

@ Date displays register/issue date (in case of creator) or sent date (in case of recipient)
Time displays register/issue time (in case of creator) or sent date (in case of recipient)

@ Subject displays subject of documents and sender-addressee as printed on the correspondences

Copyright © 1992-2006 by Excel Link Co., Ltd. All Right Reserved. page - 15



Manual For User INFOMA:WebFlow "
Ofﬁce WU eOffice The Web based workflow system

Document Registration

When internal organization or incoming documents from others are sent to you, registration can be

done in 2 ways
1. Register documents by inputting data yourself (Incoming document registration menu)

2. Accepting documents sent to you from Inbox (To be Processed menu)

1. Register documents by inputting data yourself

If you are central registry or receive documents from other organizations directly b hand or FAX, or receiving
document from internal departments that do not have Electronic Workflow system to send to your inbox, you

must register documents yourself.

& Inbox - to be Registered @ Incoming Document
1 Document(s) to be registered

g]? In-process Document @ Internal Document

f[ " Returned Document
Mo document returned fwithdrawn

Registration
P \~
Q Incoming Doc Registration @Sent Documents

@ Internal Doc Registration

Fﬂ' Outgoing Document

Must Follow up

@ Qutgoing Doc Registration % Must-Follow Documents

Special Administration
@ Special Commands @ Administrator

You can register documents from Home | Incoming document registration or selecting the menu
from image map from other pages on the blue banner on the top (the area displayed your info on home

page). The system will provide registration form to fill in for reference or searching.
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Incoming Doc Registration

Doc. type | Fuendisdn

Feterence
no

Dated|11/05/2549
Reterence

Aftachment(s)

=16)

From

To
Suhject

Details

- a4 e o
DJhjective |asniiung

Action
officer

Laocation

Femark

Provide document index

Doc type

Registration no.

INFOMA:WebFlow"

The Web based workflow system

Back

Registration no.
For |1 MNo(s).

Receive date 11/05/2549

Recieve time 12:04:48

Urgency | dnd w
@ @m Confidentiality| dnéi -+
@m Series | wikidofiald v

Delivery type | Suldduwiiums v

4@

Retention
[JFollow up @
Due date ‘__"]
Create I[ Cancel ] [ Create and save as template ]

Incoming document registration

Select document type from the dropdown list in case you register
incoming document by different list

Leave black if you want the system to assign the registration no.
automatically or provide registration no. prior to latest registration no.

The system will not assign registration no. Use this in case you need

to reverse / insert registration number only

Note in case you need to

insert registration no., the number must not duplicate with existing

registration no. and the inserted number must be in between existing number in 2 digit-decimal format.

Reference no.

For
Date/Time

Dated

Urgency

Reference no. as appeared on the correspondence. You can type up

t0 50 characters. If you'd created and save the document information

as template, you’ll see g button from which you’ll be able to
choose document information inputted from list of subject
Provide number of registration number desired

Date and time registered

Provide date of document as dated on the correspondence. The

system provide current date by default, you can change the date or

-n
select a date from the calendar from the _l button

If you want to control urgency, select urgency level from the list
Normal urgent

Very urgent most urgent

Copyright © 1992-2006 by Excel Link Co., Ltd. All Right Reserved.
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Confidentiality

Series
Reference
Attachment

From

To

Subject
Details
Delivery type
Objective
Action officer

Retention

Follow up
Location
Due date

Note

Manual For User

WU eOffice

INFOMA:WebFlow™

The Web based workflow system

: if the document is classified, select confidentiality level from the Isit
Normal Classified

confidential very confidential highly confidential

: select document series. If not selected, the system will classify as “general”

: provide reference number on the reference line. It can be up to 100 characters
: provide attachment information. It can be up to 100 characters

: provide sender’s name. It can be up to 100 characters. Alternatively, select name

from your contact list from

- @ @ right to From box if the sender is internal department from
INFOMA: WebFlow system. You can search for department’'s name or press
search to display all departments in the system

& ©

and that you ‘d already create a contact list from administration menu. You can

right to the From box if the sender is from other organization

search or press search to display all contact list available

: provide address’s name. It can be up to 100 characters. You can type in or

select name from @ or m like you did in From box

: provide subject of correspondence. It can be up to 255 characters

: provide summary or brief information. It can be up to 2 million characters

: select delivery type from the list

: select objective from the list

: provide action officer responsible

: assign retention by typing in the date or select a date from the calendar like you
did in the dated box

: mark this if you wish to put it in the Must-Follow up menu on home page

: provide location which the document will be stored for tracking of original

: provide due date where you need the work to be done by

: provide any other information

Provide document information as available. If no information of such box is not known, just leave

blank except for the information in the box in red which must be provided. Example...

Copyright © 1992-2006 by Excel Link Co., Ltd. All Right Reserved.
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Incoming Doc Registration . Back
Doc. type | Fueaani A Registration na. I:I
Fetno ECL430506/155 For MNafs)
Diated 06/06/25449 I:E Feceive date 11/05/2549
Reference Reciese time 19:58:40
Attachment(s) Urgem:y
From ‘Exce\ Link Co., Ltd l@ m Confidentiality
To Wl l@ m Series ‘ wikdaialal ~
Subjact INFOMA: WebFlow Training Delivery type
Details

Ohjective ‘ wiladutums b Fetention l:lﬂ

Action

officar | [ Fallow up
Location | | Due date l:l__ﬂ
Remark ‘

Create [ Cancel ] [ Create and save as template ]

Document index

When done, press button below in different case

Meaning of buttons

P press to register
P press to clear the form

Create and save as template ]

P press [ to register and save what you typed in to a

template where you can call up to use later from document template

When created/create and save as template, the system will assign registration number as illustrated.

You can select to attach correspondence image here or not.

? Please notify working process

L {1 { ] { ] FEMR A FY T T
E‘"'Doc Registration [-Scan/Browse E‘"Details.l’Edit = Send ADMINISTRATOR
E"'New Intzrnal Doc Attachment E‘"Make Hotes  [=FClose USSR 373,

=l-Mew Outgaing Doe [=l~More Attachments PEHUTT AR
Register | Proceed |
Reqg no. Date Time Ref no. Subject
1862 1110542549 13:36:16 ECL490505/125 INFORA: WebFlow training

Attach correspondence/memo
Press Browse and select afile or
Press Scan to scan correspondence/memo

| |[ Browse ] Scan..

[At'tached ” Cancel ]

When registered

”/@ Attach image there are 2 ways of attaching image
1. attaching existing file, press Browse

2. attaching by scanning press Scan
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‘% No attachment you then have 2 options here
1. press << Register to go to new blank registration screen to register next document

2. press Proceed >> to go to document menus for editing, make notes or send

>Adding Attachment

1. Attach existing file with Browse

Look in: ‘ () My Documerts ﬂ P =k B
L I AdobeStockPhatos [ vasays eBook wasdu
\_\3' IC)inventory pic @_] 5 Reasons for applying this course.doc E
My Recent IC3)My Breeze Presentations r=j artstudent.sgl @
ITmrEE My Data Sources B Blackboard. doc =
?i_' ICS)My eBooks IE_]certiﬁcate.doc @
My Music Default.rdp ]
Desktop E‘My Pictures @E-Learning.ppt E]
z @My Videos E__]E-Iearnlng.xls
.’j IS Ficasa Weh Exports lﬂ_]ﬂo',\'engldoc
- IC5) poveer paint training hotel.mdb
Uy bnciunens IC5)PresentationCD2 IE__]inventory error.doc
— IC)snaglt Catalog r=j inventory.sgl
5! () Updater r; inventory. bt
T s () wufloweng Z MTCPForm, pdf
)mE Z MTCPForm-nenuphar.pdf
G - | :
My Network File mame: |5 Reasons for applying this course doc ﬂ Open
Places
Files of type: |/l Files ) =l Cancel

Press Browse. The system displays a window to choose a file. Choose file from its’ location, then

press Open

Reqg no. Date Time Ref no. Subject
1852 1110542649 13:35:16 ECL490505/125 IMFOMA: WebFlow fraining

Attach correspondence/memo
Fress Browse and select a file or
Press Scan to scan correspondence/mermo

|C:\D0cuments and Settings\nenuphar\l\dyd[ Browse.. || Scan..

Press Attach to attach the file
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2. Attach by scanning

Press scan, the system will launch INFOMA:WebScan (you must install this program firs). Then press

Scan New
£m INFOMA:WEBSCAN [_]5]
File ¥iew Image Scanner Help
=R e e e =] = INESMA

e e e
@ Append Scaned Page
@ Inzert Scanned Page

@ Rescan Scanned Page

The system launch a window for adjusting scanning option

‘m INFOMA:WEBSCAN & =]
File Miew Image Scanner Help
% n % | E 4, Fuijitsu Limited TWAIN Driver !nﬂ%ﬁ:
T e ci | M3033GXm Select.. |
: RIRTNTN
E Image Mode: Hilftarie s
= ILine Art j I ﬂ e |
1005 Fesolution [dpi):
—] 200 % 200 ~ | |200 = [Earifrast:
= P |— |128
p— Paper Size:
200—] I J Erghtness:
= 44 (2104297 mm) A | W
E Lni: Threshold:
gggg IMiIIimeters j — |_ I180
— Scan Type: [Srop;
Left: Top: I ADF j I
[0 [0 .
width: Length: Flat Bed
[210 [2s7 [Front Side = Fesel |

Scan I Erevien | LClaze | Save.. | Laad... | Help | About.... |

|Se|ec:t the scan type. |Size: 486.3KE

| 317048 [ 2038 [CePS [NUM [ NS

Set resolution, paper size, and mode (grayscale, text, colour) then press Scan
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“m INFOMA-WEBSCAN
View Image Scanner Help

C% SE-B- 6l B|@aO@EHf= = &%)

./ Excel Link, Co., Ltd. was formally founded in 1895 with its expertise in information and j‘
document management. Our flagship software named INFOMA has been developed
upon true understanding of user's needs as we work closely with them and perfect the
system for 10 years. We are proud to have been helping standardize organizations'
information and paperwork systems and maximize the use of technology available

Today, we have become Thailand's leading information and document management
system developer. It is evidenced by the fact that INFOMA products are implemented to
more than 300 organizations in various sectors, e.g. government agencies, state
enterprises, private companies, banking/finances and academic institutions.

“..Good records management systems exist in the market
today. Our success comes from true understanding of each
user’s unique needs. Years of working-closely time with our [
customers provide us with new information for constant
product development.

In our view, INFOMA, is a system designed to manage
information that goes beyond the automation of document
management theories or regulations. From organization's

information flow, INFOMA manages the 'knowledge’ for your
arganization by capturing it and making it retrievable whether
they are correspondences, books, journals,
loose leaves, or even complaints..’

Mr.Yuttana Boonyasopon

Founder & Creator of INFOMA LI
|Ready |Page 1af1 [468% | ;045 | 2038 CAPS [ NUM [ NS

When done press Transfer

Note in scanning process, the screen may appear differently subjected to the make of the
scanner. In this manual, we use Fujitsu M3093GX scanner as an example. Other scanner may

have different scanning option screen subjected to its driver.

Attention!

Most documents are in black & white so it is recommended that you choose mode B&W (Text) to save
storage space. Other scanning option may be varied depending on model of the scanner.

Scanning Type may be of these options

“/Ej Flatbed scan is scanning by opening the scanner’s cover and place the document face down manually
“/Ej ADF scan is auto feed scanning for multiple page documents

“/Ej ADF & Duplex scan is auto feed scanning for 2 sided documents

Resolution It is recommended to set at minimum at 200 x 200 dpi, however, it depends on the quality of the
document. You may set the resolution higher

Frame Area is the area chosen to scan, normally it is set at size A4 document

Press Scan to scan. If there are more pages you can choose scanning option below
“/Ej Appended Scanned Page is to scan next document as last page
“/Ej Insert Scanned Page is to insert next document to be scanned to the current page

‘/@ Rescan Scanned Page s to scan the whole thing again, replacing what you did
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Each document can attach its’ correspondence/memo image and add more attachments indefinitely. You can
monitor the correspondence/memos image and its attachments when clicking the registration number to the

document details page. Please notify the bottom of the page which displays all attachments

Back

Datails  Maka notes] Send| Edit | Close |Inspaction| End Inspection | VoidiCancel| Dalets |Borrow|

Details

Reg no. 1852

Ref no.: ECL490505/125

Dated: 05/05/2544

Reference: -

Attachment(s): -

From: ExcelLink Co.ltd. To: WU
Subject: INFOMA: WebFlowtraining
Details: -

Objective: widuiuns

Action officer: -

Location: -

Document retention: -

Remark: -

Sent from: asusswnana ¥3a. Due date: - 2 attachment(s)

Fuananain
11/05/2549 13:35:16
ndi

ndi

wiledafialy

Doc. type :
Receive date-time:
Urgency:
Confidentiality:
Series:

Status: fAssfifiam

Delivery type: Fuldfuiums

J[

[ Frintas memo ] [ Make internal doc. Make outgoing doc. ]

| Femark ‘
Carespondence/memo image

| Time | Attached by Felated ref. no. |

13:35  srsussanana 3aa

A |
= E

Date
11/05/2549

> Viewing correspondence/memo image and additional attachments

The document creator (sender) or the recipient in the system can view the correspondence/memo
image from the icon in the first column. Additional attachments will be displayed its icon left to the reg. no.
You can view these additional attachments (and the correspondence/memos image) when clicking the reg.

no. and go to the document details page

| | | | Reg nao | Fefnao | Date | Time | Subject
@& ~ 1856 15.010/2549 11/05/2549 1446 madandassnSasmmmnatsiilssnntialyl uaz TR
To-with paper doc From dhiauFwsnTuenn suysd To afasud
@ 1855 A50512 697051 1170572543 1445 ﬂ%’fsajuﬁmmﬂﬁm‘lﬂiuﬁawym
To-with paper doc From dhiiaudmsinins suiman s inenda To efimsud
@ & 1654 Ag0526.07/4194 11/05/2549 1443 ----4ndn
----tila From Ta
e ~ U] 4u2.497114 11/05/2549 14:42  avssnadauas i dewfiaaue Tnsams35y
@ To-with paper doc From ssnmaiindds To efmsud
e il 1882  ECLA490505/125 11/05/2549 13:35 INFOMA: WebFlow training
To-with paper doc From Excel Link Co.Ltd. To Wl
@ 1851 #s0517.184187 11/05/2549 09:52  dsmwnanazfiiiunm safagunwfidaumi
To-with paper doc From dardiusismunisaissduandou To ofm suf
Iy
Gotopage |1 8|/ 2 View attachments
Detsils  Make notes] Send| Edit | Close |Inspection| End Inspection | VoidiCancel| Dalete |Bomow| Back
Details
Req no.: 1852 Doc. type : Fuaasinih
Ref no.: ECL490605/125 Receive date-time: 11/05/2649 13:35:16
Dated: 05/05/2544 Urgency: dné
Reference: - Confidentiality: iné
Attachment(s): - Series: wiliofll
From: ExcelLink Co.ltd. To: WU
Subject: INFOMA: WebFlow training
Details: -
Objective: whduiums Status: fAssUfifam
Action officer: -
Location: - Delivery type: Fulddwiuny
Document retention: -
Remark: -
Sent from: asusswnana ¥3a. Due date: - 2 attachment(s)
[ Frintas memo ] [ Make internal doc. l I Make outgoing doc. ]
A Date | Time | Attached by | Femark Felated ref. no. |
= 1170572549  13:35 arsussaunata 43a. Carrespondence/memo image
}= D 11/06/2549 14:41 PPHUTTAM : sisvssanats wm. - -
E D 11/05/2549 1441 PPHUTTAM : disvssmnasa uam, - =
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2. Registering document from Inbox

This is one way to reduce registration process for you, if you are not the first to receive the

document in your organization. The first department who got it registers it from Registration menu and sends

it to you to your Inbox. You can see number of documents sent to you from Home > To-be Process menu

To k= Processed

stered

1 Documentis) to be registered

ﬁ In-process Document

w- Inbox - to be

=3 [ " Returned Document
Mo document returned fwithdrawn

Registration

Py
é;) Incoming Doc Registration

@ Internal Doc Registration

@ Outgoing Doc Registration

Special Administration

w Special Commands

@ Incoming Document

@ Internal Document

Fﬂ' Outgoing Document

@ Sent Documents

Must Follow up

&' Must-Follow Documents

@Adminislramr

Main Page

To enter the menu To-be Processed, you can go to Home page or alternatively select the menu

from the image map on the blue banner above. You can find out the number of new incoming documents

from the Home page. When entering the menu, the system displays incoming documents as illustrated

=l T_a be P d

| Home |Search|

Reports | Log Out |

=t

X ﬁ‘—_}  dnbox

Ch-Returned | Withdraw
Refno |

=) Register Dac
=New Intarnal Do
- New Outgoing Doc

Doc

Total number of

document in Inbox

ER TR T TE
ADMINISTRA
afrsud Sadnd famsa
5 ltern(s

ith paper doc

Please wait for paper doc to accept and proceed

Inbox displays incoming
documents. Use tooltip to

help using the system

| 1| | Regno | Date | Time | Subject |
O D INFOMAadmin/6/2549 11/05/2543 16:37 mi:SETVES;?S:S;OMA Webflow - the electronic web based
aper doc Frorm ADMINISTRATOR To All user
w0~ Tosmaawmnansn sy senduiufudnm Shnn e ingdy
The senc!er do not send paper doc. Can accept and ’ Broman S B T
[ procecd Kstantly INFORA W'ebFlow fraining
Tomwith paper doc From Excel Link Co.Ltd To ‘W1
3 a El ag0512.41/228 11/05/2549 16:24  ausumudioymdton siiun’isy
Tomwith paper doc From asnfiuineydns avnasnsaimingds To uwiineds faoi
b un. 01027541 11/05/2549 16:23 voysmyidusiugm sseasdeims w.ou 3% nfef 1

Fram ssvingdisinensans To . aeinsea

When entering the menu, the system displays incoming documents waiting to be registered, the

system then display unregistered icon which

implies

“blue” @ to wait for the paper document. After receiving the paper, you can then register

“orange” D the sender won’t send the paper document, you can register at once. Details of

document can be read from document details or attachments attached.
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Here at the Inbox-to be Registered menu, you can view details or attachment or tracking the

document work before registering. To register, press the paper icon.

Details  Reagister [ Return Back
Details

Regno.: - Doc. type : wadisdamslu

Ref no.: INFOMAadmin/6/2549 Send date-time: 11/05/2549 16:37:18

Dated: 11/05/2549 Urgency: inf

Reference: - Confidentiality: dnd

Attachment(s): - Series: wilsdadialy

From: ADMINISTRATOR  To: Alluser
Subject Welcome to INFOMA: Webflow - the electronic web based workflow system

Details: -
Objective: waduiiuns Due date: safljjif
Signed by: - Sign type: #nf
Location: - Delivery type: Suldduiums
Retention: -
Remark: -
Sent from: ADMINISTRATOR Due date: - 1 attachment(s)
‘ | | Diate | Tirme | Aftached by | Remark ‘ Related ref. no.
11/05/2549 16:30 Correspondence/mermo image
TNYAzLBALaNENT

Press Register to accept the document or press Back to go back to Inbox if you don’t want to

register this document at the moment

Details Register Return Back

Register
Regno.: - Date: wnansdanslu
Ref no_: INFOMAadmin/6f2549 Status: sofufoR
Dated: 11/05/2549

Reference: -

From: ADMINISTRATOR  To: Alluser

Subject: Welcome to INFOMA: Webflow - the electronic web based workflow systerm
Details

Received

date:

Reg no.: 789

Time:

Register incoming doc

When selecting Register, the system will preview registration date and time. You can alter
registration number here if you need to reverse the registration number to the number prior to latest
registration number. Provide number in 2 digit-decimal format. Otherwise the system will assign registration

number automatically. Press OK, the system will show registration result as illustrated

- n ] ] ] STV TUT TN

E‘"'Doc Registratian E‘"'ScanIBrowse g"'DetailsIEdit E‘"'Send ADMINISTRATOR
E"'New Internal Doc Attachment E"'Make Notes [=l“Close 81U
[=FHew Outgoing Doe [=FMare Attachments R TN EaE TS

Goto Inbox  Proceed |

Reg no. Date Time Ref no. Subject
789 11/05/2549 17:01:565  INFOMAadmin/6/254g */5!come (0 INFOMA. Webflow -the electronic

weh based workflow system

Registration result

The system informs actual registration date and time. (You can then record this information on your
department’s receiving stamp) You can choose to continue to register incoming documents by clicking

44 Go to Inbox to go back to inbox and select more documents to register or alternatively clicking
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Proceed PP to go to document menus such as edit, sending, etc. You can alternatively choose to register

other documents from the image map on the blue banner above

Return document

If you see documents that do not concern you in the Inbox that the sender might have mistaken

sent you, you can return the document to the sender by pressing the paper icon and then press Return

button
Home |Search Reports Log Qut R e e
- To be P d New Doc TEVRIUAIFV T TN
\—_'_—-—--:;'-—_-\_ elnbok egister Doo ADMINISTRATOR
ME— “In Process aw nternal Doe aﬁmwﬁ,ﬁﬂ%ﬂﬁiﬁwaw:ammw
= “Returned | Withdraw aw Outgaing Dos 5Ilen"1(s)
| | | Regno. | Refno. | Date | Time| Subject
L i %:‘] $Aaph70409/5/2549  11/05/2549 16:29 Talsmaswsnanans ssndusfusudamstamm ssamnTna
Torno paper doc From #sn. sausaaiuisms To ofnsuf
5 B $»ECL430505/125 11/05/2549 16:27  INFOMA: WehFlow training
To~with paper doc From Excel Link Co. Ltd To WU
M3 4 E| fs0512.41 /28 11/05/2549 16:24  sysugrudayaiant siuminida
To-with paper doc Fram saniiuinayims swimansciamineda To sviede, b
WO- E] un.0102/541 11/05/2549 16:23  wsdsrerduiusmsdsssuizims 200 33 adadi 1

Torwith paper doc

From wsndnendiwnmpnsaand To o afeinve

press the icon

Details  Register | Return

Details
Regno.: -
Ref no.: as0512.41/228
Dated: 11/05/2549
Reference: -
Attachment(s): -
From: saniiuineudms niaanshavnineda  To: wwnnenda /fand
Subject: susugiayaitomsiuniis
Details: -
Objective: wisfiiuns
Action officer: -
Location: -
Retention: -
Remark: -
Sent from: asussanate wsa. Due date: - 1 attachment(s)
| | | Date | Time | Aftached by |

Back

Doc. type : Fusnsiaih
Send date-time: 11/05/2549 16:24:25
Urgency: dauitan
Confidentiality: dnéi
Series: wiisdzill

Due date: saiuijis

Delivery type: Fulddniuny

Femark Felated ref. no. |

= 11/05/2543  16:20

Correspondence/mema image

Press Return

The system will display a box to input message implying reasons for returning the document to the

sender. Then press OK

Datail: | Register |Remm

Return
Reg no.: -
Ref no_: fis0512.41 /228

Dated: 11/05/2549

Reference: -

From: safwiveying piaasbenineds  To: wwiinedsfaoni
Subject: aysugiiayaiansiunii i
Details about rejection

Return date: 110642649

Reason for

. Mo paper doc sentfar 2 weeks, assumed not concemed?|
returning:

Back
Date: Fuanaiada
Status: sailiH
Return time:17:04:45

Returning document: State reason

Copyright © 1992-2006 by Excel Link Co., Ltd. All Right Reserved.

page - 26



Manual For User
Office WU eOffice

INFOMA:WebFlow™

The Web based workflow system

Tracking returned document at the sender’s side

To be Processed

S Inbox - to be Registered

ﬁ’ In-process Document

Returned Document
1 Document returned fwithcrawn

If you receive returned document, the Returned

Document menu will notify you as illustrated
Mo document to be registered vy

The system keeps track of the document root and reason which can be notified as follow

| | | | Regno.l Fefna. | Date |Time|

Subject

e A 1847 as0512.417/228 1170542549 16:20  susugrudioyaiianisdiumiis

To-with paper doc

From smduinayinng siaansikviingdiy To sinads fband

The sender’'s Returned Document screen

From the Returned Document menu, press at the reference number to track document. History can be

viewed in 2 ways: View from table view and view from sending transaction from sending date

Follow up Actions taken by pour dept | iew all ac “iew table vie Back
Reg no.: 1847 Doc. LA 3

Ref no.: As0512.41 /228

Dated: 11/05/2549

Reference: -

From: sarfiuinayims simensaimninends  To: swiinedsfbarii
Subject auw;ﬂuﬁasjatﬁan

Status: #/fandy

& Print follow up report

| Feg no. Time Sender | Recipient Action
& 1847 1170542549 J16:20:59 @sussanata 2@, AT SFUNEE 1A, Incoming Doc Registration
a - T Imﬂﬁ TE2425  @sussnat 198, Fa0. drudaaifmms Sentto-no paper doc
View table view

Make notes Back

Req no.: 1847 Doc. type : Suansadn

Ref no.: as05h12.41 /228 Status: # /fandy

Dated: 11/05/2549

Reference: -

From: sendiuingydnig inaansoiniined  To: awingd fsndu

Subject: ausugdiaymiansiunii

Regno | Date | Time Recipient Action
L 1847 11/05/2549 162058 drsussonana slam Fuf 11/05/2549 16:20:59 &1 50 550una1a 3198 wﬂfmuﬁ el
aafuanans: nesdisw 1647
Fuff 11/05/2549 17:06:09 afmsvé A5 ramn ANy
Findyann B suA
Fuf 1140572549 16:24: 25 dalma w150 550408013 398, : WASHUA Tioadl
Finsilaaann No paper doc sent for 2 weeks, assumed not
concermed?
View Sending transaction Follow up Aotions taken by your dept | Wiew all actions | View tebl= vien L2

Reg no.: 1847

Ref no.: fig0512.41 /228
Dated: 11/05/2543
Reference: -

From: sandiufineyinig sinsansshmninenis Too swimendio famdiu
Subject: ausugruioyaiian siu 3%

Doc. type : $uansiadn
Status: fi/fandy

Actions taken Fufi 11/05/2548 2 an5ussmaana 5ea. 59 5190 s5maaa 399, wunedew 1647

uf 11/05/2549 16:20:59 ssussmnata 133, wnﬁuu@‘fnaqﬁ
asfmenans: nudew 1647

Fui 1170572549 17:06:09 afm suéi : G S neyiuny

finduan aBnsud

Fufi 11/05/2548 16:24:25 347me #5095 8199, WHEHuA noall

iy

Findilzaain Mo paper doc sent for 2 weeks, assumed not concerned?
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Internal Doc Registration

This is a process of issuing memos/correspondence reference number, signed by supervisor. To

issue, following the instructions

1.Select Internal Doc Registration menu 2. Provide document index, press create

o,

L3

3. The system will issue the reference number 4. Proceed to send to other departments or
automatically Register to issue more memos/correspondences

Note In case of issuing memos to send to non-INFOMA department(s), you can proceed, make notes (if

any) and close right away

Outgoing Doc Registration

This is a process of issuing reference number for outgoing correspondences when contacting other
organizations. Reference number will be issued for departments, continuously. You may face password

protection. To do so, follow the instructions

1. Select Outgoing Doc Registration 3. Provide document index

2. Provide password

b
@ — ——

4. The system will assign reference number 5. The system put the issued documents in the

automatically outgoing document list, no need to send.
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To process document work, you must go to documents display screens and reach registration

number. There are many ways of reaching document display screens, which are normally reached in

different occasion and use.

1. In- Process > press reg no. > Document Details = select document action

2. Incoming Doc Registration - attach correspondence/memo image, press proceed —>

Document Details = select document action

3. List (Incoming, Internal, Outgoing) = press reg no. = Document Details = select document action

4. Search (search result screen) = press reg no. - Document Details = select document action

Press Reg no. the system will display document details and all other document menus

| | | | Reg no. | Refno. | Date | Time | Subject
e 1850 ECL490506/155 11/05/2549 17:54 Introducing INFOMA: WebFlow
To-with paper doc Fram Excel Link Co., Ltd. To WU
v ~ 1849 ECL490505/125 11/05/2549 1625 INFORA: WebFlow training
To-with pager doc Fram Excel Link Co.Ltd To WU
<] 1848 w2 497114 11/05/2549 16:21  suswrndnuasiideudioeus @ san 35
T githses From sisnnsiindss To efmsud
e A 1847 49 16:20  suswgmudagmilamediun it
From sanduinendms aiasnsoisrinends To swrivende featd
& 1846 7 11/05/2549 1620 swdgumeuwiy
To-with paper doc Fram sina, To afnsud
i) 1845 15.0107/2549 11/05/2549 1619 misdendemndnammanansdtssandaly uasdununms
To-with paper doc From drfinudwnanFrennssued To nomme

Here at the document details screen, you can select document menu desired or press at the

reference number to track document. You can alternatively view attachment(s) below

Details  Make notes| Sand| Edit | Close |Inspaction| End Inspaction | WoidiCancel| Delate |Barrow

Details
Reg no.: 1850

Reference: -
Attachment(s): -
Details: -

Action officer: -
Location: -

Remark: -

Ref no.: ECL430506/355
Dated: 06/05/254%

From: ExcelLink Co.. Ltd. ToI Vo
Subject: Introducing INFOMA: WehFlow

Objective: waduiumy

Document retention: -

Sent from: d1sussana wea. Due date: - 1 attachment(s)

Doc. type : Suanaiai

Receive date-time:
Urgency:
Confidentiality:
Series:

nfi
nfi
vithadtaitaly

Status: fdaifiau

Delivery type: Fulddniums

Back

11/05/2549 17:54:53

[ Print as memao ][

Make internal doc. ][

Make outgoing doc. ]

Aftached by |

Femark. |

Felated ref. na.

B @FUTINAT 38,

Correspondence/memo image

Document details
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Datails |Mske notes|Send] Edi  Closa |Inspaction| End Inspaction | VoidiCaneal| Dalate |Barrow|

Edit document
Doc. type | Fuansad -
Fefno. |ECL490506/155
Refro. [06/05/2648 |78
Feference |-
Attachrment(s) |-
Fram |Excel Link Co., Ltd.
Ta v
Subject | |ntraducing INFOMA: WebFlow

Details |-

Obijective | vadndums V
Action officer |-
Location |-

Remark |-

8]t
8t

Back

Fegno.|1850
Beceive date 11/05/2549
Recieve time 17:54:53
Urgency | dnf A
Corfidentiality| dnéi ~ »
Series | wilsdaly v

Delivary type | fuliduiuns v

5
Ohjective |- ‘-_“I

CFollow up

Due date |- B

Edit details

You can edit information the creator typed in. After editing, press OK. What you altered will be recorded in

document history to be able to trace what was before and after editing

> Make notes

Make action notes is one critical process in document working process. You can track what was

ordered and what has been done from notes taken. You can make notes by pressing Make notes button.

Provide action officer's name and/or details. Press OK when finished

Datails  |[Make notes Send| Edit | Claze ||nspection| End Inzpestian | \-"oid.l’Cance|| Dalate |Borrow| Back

Make notes
Reqg no.: 1850
Ref no.: ECL490506/155
Dated: 06/05/2549
Reference: -
From: Excel Link Co., Lid.  To: WU
Subject: Introducing INFOMA, \WehFlow
Actions taken
Action Date:  11/05/2549
Action Type: | fufinam v
Action officer
(s):
Action details: |[ogrysers,
Flease find useful attachment brochure attached.

Action taken by your department

Fufi 11/05/2549 175453 dsus9o40mnd 378, | WrEE 1]
aaFuends: nzlia 1850

Doc. type : fusamiads
Status:

Action Time: 158:02:43
Follow up

Due date: |- ﬂ

Make action notes

Copyright © 1992-2006 by Excel Link Co., Ltd. All Right Reserved.

page - 30



Manual For User

WU eOffice

%Ofﬁce

> Send

INFOMA:WebFlow™

The Web based workflow system

If you need to send this document, press Send button. The system will display recipient in INFOMA:

WebFlow system in actual organization structure.

Details |Mske notes|[Send Edit | Close [Inspection| End Inspection

Void/Cancel | Delete | Borrow|

Send

Reqg no.: 1850

Ref no.: ECL490506/155
Dated: 06/05/2549

Reference: -

Doc. type : 3uansisda
Status:

[ Track sent document

Back

Due date: ll
From: Excel Link Co. Lid.  To: WU
Subject: Introducing INFORMA: WehFlow

Send Select Template | [

Senttowith paper

Create recipient template ][ Email... ][ Cancel

-
-

Send document

Select to/cc recipient(s)

Sentta with paper Sent to without paper

CCrwith copy CCrwithout copy
+ AMHETINEEY
+ BNy
-AifinfuFng
+ afimsufi
- spgsfiansiindne select select
~ SATHUEN AT deselect deselect
- saalfjifiny
- SB4HIEINE CCrwith copy
- SEETHMEY
- sngeduig select select
- sl ds
P deselect deselect
+ fBawebnsuf

+ fialFaweBn o
+dniinednisud
)
+dandiu
+ il
+Tmzanns
+ ADMINISTRATOR

-

Select recipient by clicking the department and press select in the send type box. Select the
selected recipient and press deselect to move the recipient out from the sending list.

If you want to sent the document via E-mail, press Email button. Then send document by providing

e-mail addresses

> Close
Some documents need not to send or pass on, or if sending actual document to Non-INFOMA user,

you can close the document to imply that the working process has been done. Press Close then OK

Details |Make noleslSendl Edit| Clase |nspecti0n| End Inspectian |\u"oid.l'l:ance|| Delate |Borrow|
Close

Reg no.: 1848

Ref no.: @u2.49/114
Dated: 04/05/2549
Reference: -

From: sisaaiin®e  To: efmsud
Subject: susunainuayitdauiioaue insn i

Back

Doc. type : fwaasisdi
Status: mdayfjifiam

Note
Close is a closing action for youe deparment. After closing
“ou can  make notes, edit documents, attachment mare documents, send documents, search %

Close document
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> Delete and Void/cancel

Delete

If the document you created and has not been sent to anyone, you can delete document by

pressing Delete button. The document will be deleted from the database and can not be traced ever

again. The registration number of such document will be missing from your list

If you want to use that reg. no., type in the deleted reg no. in the reg no. box when registering

incoming document from Registration menu or from Inbox menu

| Details |Make noles|m Edit | Close ||nspeclion| End Inspection | WaidiCancel Delete  Barrow Back
Delete
Regno.: 1846 Doc. type © Suanasda
Ref no.: As0507 /2520 Status: Awadlijifiam
Dated: 01,/05/2549
Reference: -

From: sna. To: efmsud
Subject: nudguaguuny

Note

Delete is an action for deleting the document form the system. Only the
creator of the document can delete the document - on the condition that the document
i not sent to anyone yet. After deleting, no action will be able to perform since the
document is deleted from the database

Void/cancel
If the document you created has been sent out, you cannot delete the document but you can
void/cancel it. Press Void/Cancel button, then OK. The voided document will have this status®. The

document can still be traced, but can no more proceed any document work.

Details |Make notes|Send| Edit | Close ||nspection| End Inspection " Yoid/Cancel Delete Eorraw Back

Yoid

Reg no.: 1846 Doc. type : Fuasnsiada
Ref no.: as0507 /2520 Status: Aaadijifam
Dated: 01,/05/2549

Reference: -

From: @na. To: afmsuf
Subject: nudgaguuu

Note
Yoid a documentis an action for those who create the document only and
cannothe undo to normal status. After voiding
Y'ou can : make notes . search
You cannot: send ., edit, attach moare documents

The void status
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| | | | Feg no. | Fef na. | Date | Time | Subject
PR 1850 <#ECL490506/155  11/05/2549 17:54 Introcucing INFOMA: WebFlow
To~with paper doc Fram Excel Link Coa., Ltd. To W0
v " 1849 ECL4905057125 1170542649 16:28  INFOMA: WehFlow training
To-with paper doc From Excel Link Co.Ltd Tao WU
#) 1848 Wu2 494114 11/05/2549 16:21  avsurmiinuas 3o udiaguelnsan 535
To~with paper doc Fram siyms#indas To afnsud
% A 1847 wg0512.417/228 11/05/2549 16:20  ousugrudoymilan siunide
To~with paper doc From samiifinsudnms suiaansaiisring s To swannss @i
< @ 1846 ds0607 f2520 11/05/2549 16:20 nuSywmguwy
To-with paper doc Fram sina. To eSnsué
I 1845 15.010/2549 11/05/2543 1619 masensEsTSn et sEssamaall WA TR
To~with paper doc From &fiaydvnsm Swennsuved To nomms

> Inspection and End Inspection
Inspection

In this case, you will withhold document process.

| Details |Make notes|w Edit | Claze "Inspection End Inspection | Waid/Cancel Delate |BOHOW| Back
Inspection
Reg no.: 1649 Doc. type : fwaaaiadi
Ref no.: ECL490505/125% Status: w3
Dated: 05/05/2549
Reference: -
From: Excel Link Co.Ltd  To: Wil
Subject: INFOMA: WebFlow training

Note

Inspection is an action for holding a document for inspecting
“ou can : make note, search
“ou cannot : send, edit or attachment more documents

Press Inspection button. The system will withhold the document for inspection so it cannot be

passed on. The green star icon & will appear as inspection status

End Inspection
When inspected, you can End Inspection so you can proceed document as usual. Press End

Inspection

| Details |Make notes|Send| Edit | Clase ||nspecti0n|| End Inspection Void."Cance|| Delete |Bonow| Back
End inspection
Reg no.: 1849 Doc. type : Fuenaiain
Ref no.: ECL490505/125 Status: wSauin
Dated: 05/05/2543
Reference: -
From: Excel Link Co_ Ltd To: WU
Subject: INFOMA: WehFlow training

Press OK to confirm. The system will return the document status as it was before inspection.

You can proceed any document work as usual.
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Documents sent to you or documents you registered (incoming, internal, outgoing) to send to other

are in your document lists. You can search documents within your department from the “Search” menu.

Provide some search criteria to search from many search functions

m Advance Search | Search by doc type | Sent documents | Back
Search form
Farm reg no. Toregno.
or Regno.

Details
Fefarence no.
O Dated & Begistered/create date

Fram date _“I To date ll
From time 2 (HHMMSS) Totime 7 (HHMMSS)
From 8] ] To 2] |
Subject/description Thesaurus B
Action notes

O Dacument creatar

Criteria

@and O or O nat

[ (818 H Cancel

Searching

Press OK. The system will display search result according to search criteria. Notify the Search

button indicating that the document list is on search function

Home |Searchj Reports Log Out

+l-Register/Mew Doc FEMH

To be Processed ADMINIS
afmsud 35 5ol H1ae

+l-Document Lists

[ | Begno. | Fef no. | Date | Time | Subject
e ~ 792 <7 ECL490506/155 11/06/2549 18:35 Introducing INFORMA: WehFlow
To-no paper doc 217 Excel Link Co., Ltd. fis WL
@ ~ 791 <7 ECL490505/125 11/06/2549 18:35  INFORMA: \WehFlow training
To-with paper doc a1 Excel Link Co.,Ltd &a WU
ﬁ & ~ % 790 Qﬁ55?04l]9,,"5,"2549 11/05/2549 18:30 Tdsmaawimenansy ssr@usiususn sin sua v g ée
To-no paper doc A1 A, Apusaaduime fa efnsuf
= ® 789 INFOMAadmin/6/2549 11/05/2543 17:01 '\S-“;Ei;?nme to INFORA: Webflow - the electronicweb basec
To-no paper doc 417 ADMINISTRATOR &3 All user
@ @ 9 Agh 703014942549 11/05/2549 18:36 wenrwinialumsdaofiimusmszoy INFOMA; WebFlow
To-with paper doc From sgmsué To navdaeam
@ @ 2 g2 /2549 11/05/25849 18:36  sussszuu INFOMA: WebFlow
To-with paper doc From s sssdnsst To u@Enfea S a1

Search result

You can press at the reg. no. to do document work or view document details
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Tracking document

All recipients of a document can trace document path and actions taken in respect of order from its

creation (registration) to the last action by pressing Ref no. from document list screens or from document

details screen

Details  Make notes|3end| Edit| Clase ||nspecti0n End Inspectian
| | | | / Regno. | Fefna. | Diate | Details
® 789  INFOMAadmin/6/2549 11/05/2543 Reg no.- 789 _
Ref no.: INFOMAadmin/6/2549
To-no paper doc Dated: 11/05/2549
e ~ " 790 s4ag5 70400572549  11/05/2549 Reference: -
To-no paper oyc Atlacrlment(s):— _
@ ~ 791 ECL490505/1%5 11/05/2549 Frl:lr_n. ADMINIS TOR To: Al user .
. Subject: YWelgfime to INFOMA: Webflow - the electronic web bas
To-with paper d
e ~ 792 &7 ECL490506/ \55 11/05/2549

To-no papgerdac

ent from: ADMINISTRATOR Due date: - 1 aftachment(s)

Press to'track docdment

The system will then display document path from its creation to current status

Details in document path

1. Status is document status of the recipient
2. Reg. no. is registration number of the recipient
3. Date/time is create/send date
4. Sender is sender’s department name
5. Recipient s receiver of document whom which the document status and reg no. belongs to
6. Action is action taken in the process
Follow up Actions takenby your dept | Wiew actions | YWiew tafle View| Back|
Reg no.: 789 Doc. e oo sdaniely
Ref no.: INFOMAadmin/f6/2549 - AT
Dated: 11/05/2549
Reference: -

From: ADMINISTRATOR To: Alluser
Subject: Welcome to INFOMA: Webflow -the electronicweh based workflow system

& Print follow up report

| Fegna. | Diate | Time | Sender ‘ Fedpient | Adtian
v B 1170572549  16:30:19  ADMINISTRATOR ADMINISTRATOR Internal Doc Registration
@ 704 1140572549  16:37:18  ADMINISTRATOR afimsudi Senttono paper doc
L] = 1170572549 W8 ADMINISETRATOR Ay, Arumn i CCno co-paper doc
(&3 = 11,"!]5,"258 ADMINISTRATOR B, BT CC-no copaper doc
i 286 1170572549 et 18 ADMINISTRATOR @57, Frudaaiaizng CiC-no cc-paper doc

Document path

Copyright © 1992-2006 by Excel Link Co., Ltd. All Right Reserved. page - 35



Manual For User INFOMA:WebFlow™
Office WU eOffice The Web based workflow system

@ Actions taken in your department

Displays all document actions taken by staffs in your department such as registration, make action notes,

close document.

Actions taken by your department Back
Regno.: 789 Doc. type : wnaisdanelu

Ref no.: INFOMAadmin/6/2549 Status: @57

Dated: 11/06/2544

Reference: -

From: ADMINISTRATOR  To: Alluser

Subject: Welcome to INFOMA: Webflow - the electronic web based workflow system
Yiew actions taken within your department

Sufi 11/05/2549 16:37:18 falms ADMINISTRATOR : fauaszuy

Fufi 11/05/2548 17:01:55 efnnsuf: ﬁm?mﬂiﬁnms:tamww k
Fuana siuad | wunsdsy 789

Fuf 11/06/2549 18:50:39 annsuf: ﬁmﬁﬁﬁmaw:mmww
drwaue / HUHIA -
fufinana Fms

@ View all actions

View all actions taken by all creator, receivers in chronological order which includes registration,
editing history, make action notes. Actions recorded includes user name and department to which he/she is

in as illustrated.

Make notes Back
Reqg no.: 789 Doc. type : wnansdamalu

Ref no_: INFOMAadmin/b6/2549 Status: wiauin

Dated: 11,/05/2549

Reference: -

From: ADMINISTRATOR  To: All user

Subject: Welcome to INFORMA: Webflow - the electranic web based workflow swstem
Actions taken

Fufl 11/05/2549 16:30:19 ADMINISTRATOR : fauaszuy

afenasnely nadou 6

Fufi 11/05/2549 18:50:39 afmsudi: Sa5nd e smuTung
swava/ HUHR |-
fhufinam: Fons

Fufl 11/05/2549 18:51:50 aa. drudaaiadems luem odusfiol sefivg
s/ HUHUR |-
fufingnu Ny

Fuf 11/05/2543 18:52:00 sa. drudaadaiems Tuen odusfiol sefivg
Umarru: nzieu 286
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@ View table view

Displays actions taken of department that register the document about registration, action notes

including return and withdraw history

Make notes Back

Regno.: 789 Doc. type : waasaamalu
Ref no.: INFOMAadmin/6/2549 Status: i

Dated: 11/05/2543

Reference: -

From: ADMINISTRATOR. To: Alluser

Subject: Welcome to INFOMA Webflow - the electronicweb based workflow system

| Fegna. | Date | Time Fecipient | Actian
G 11/05/2548  16:30:19  ADMINISTRATOR Fufi 11/05/2549 16:30:19 ADMINISTRATOR: : duaszuy
a’éﬂgwnawmslu: yizndie 6
@ 7049 11/05/2548 163718 efmsud Fufi 11/05/2549 16:37:18 dalny ADMINISTRATOR : fauaszuy

Fufl 11/05/2549 17:01:55 afnnsudi: S5l sy
Funanstiuaty | avnadeu 789

Fufl 11/05/2549 18:50:39 e svd: §nind Framsaniung
dnus fHUGIE -
fufinanu: Funsm

i) 286 11/06/2645 16:37:18 @&, drudaaifdsms Fu#i 11/05/2549 16:37:18 salna ADMINISTRATOR. : fauaszuy

Fufi 117052549 18:51:35 wdn. Aoudsasions Toem ousfuilssfivg
Fuanasfuady | wenndow 286

Fufi 11/05/2549 18:51:50 wnn. dovdaadiizns: dueen ofuzdlssfivg
dnue /UG -
dufingnu Ny

QUUANLULANT
@ View actions in pair from registration/sending date
The system displays information in pairs as illustrated
Follow up Actions taken by your dept | “iew all actions | “iew table View| Back|

Reg no.: 789

Ref no.: INFOMAadmin /672549
Dated: 11,/05/25449

Reference: -

From: ADMINISTRATOR  To: Alluser
Subject: Welcome to INFOMA: Webflow - the electronic web based workflow system

Doc. type : mnaisdansiu
Status: wSwin

&} Print follow up report

| Fegno. | Date | Time Sender | Fecipient | Actian
v B 1170572549  16:30:13  ADMINISTRATOR ADMINISTRATOR Internal Dioc Registration
] 789 117054254 16:37:18  ADMINISTRATOR afnsuf Sentto-no paper doc
L] = 1170542549 e A, Arun iR CC-no co-paper doc
[ = 1170542549 16:37:18 B AT, CiC-no coc-paper doc
i

286 1140572549 16:37:18

ot S i ol

Suii 11/05/2549 16:37:18 s4lan ADMINISTRATOR : fauaszuy

Sut 11/05/2549 17:01:55 a3maud: 3513 deans:1a01ums
Surenanseualiu : wanzidou 789

Sut 11/05/2549 18:50:39 a3maud: 3513 deans:1a1ums
vnaua/{U§I6 : -
tufinnu: Sunau

Include sender and receiver's names
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Reports are available, if you have Microsoft Office installed.
Choose Reports from the menu and select types of report. Provide report criteria e.g. incoming

documents report — provide registration date or registration number

F INFOMA o-Solution

THE HEE-BASED DOCUMENT MORK FLOM - _ -
L sTuuaisus siualannsauna

Home |Search| Reports | Log Qut
Incoming dos _Intemal doe | Delivery Slip Outgoing doc Report by doc type Back| A
Print Documents
Forrn reg no. Toreq na
or Regno.
Fefno Series | @t e
Dot type | @favan v
O Dated & Registered/create date Dielivery type | Efwn e
From date ll Todate e
Framtime {Tf (HHMM:SS) Totime f‘? (HHMM:ES)
Peference Aftachrent(s)
From @m To ﬂm
Subject/description Urgency | @fiswam v
Confidentiality| @ avam w
Objective | @t e Status | @fiavm ~
Action officer Location
Due date from ll Todate ll
Fetention date ll Todate ll
Femark [ tust-Follaw Documents
Action notes
) Document creatar
Document sendingfreceiving
Sentfrom gl Sentto ﬂ
Criteria
®and OQor
Order by
@ Reg no. O Register date Feport format | Microsalf Word (5 records/page) v
Note Frintincoming documents from new registration or accepting and register ~,
reports
Report types
Incoming doc for reporting incoming document registered
Internal doc for reporting internal memos issued by your department
Delivery slip for printing delivery slip ready to signed by the recipients
Outgoing doc for reporting outgoing correspondences
Report by doc type for reporting other types of document (if any)

Provide report criteria. Reports can be generated in Microsoft Word format or INFOMA WebReport

format

Order by

& Reg no. O Register date Feport format | Microsolf Word (5 records/page) +

MicrosoltWaord (5 records/page) M

MicrosoliWard (7 recards/page)

MicrosoliWard (9 records/page)
INFOMAMWEBREFORT

Cancel

Note Frintincoming documents from new registration or accepting and register
document sent from other department

Press OK to view report
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Note

You can choose and/or criteria. If you don’t specify, the system will ‘and’ criteria by default. After providing

report criteria, press OK, the system will display report according to criteria as illustrated

s | http://nenuphar/IWEBTEMP/25490511/40088883519250.DOC - Microsoft Internet Explorer

Fie Edit View Insert Format Tools Table GoTo Favorites Help "
b L] — n —~ im
) ) / ) ~'y i ry m (R~ & 7 ﬁ
L& © HRA®G J) search ¢ Faverices 2) R @[
» " . . J . ¥ i
Address |:§| http:/fnenuphar TWEETEMP 2543051 1/40085883519250,.00C V| Go | Links & - O st B
—
El S L 23 e B G Tk B S 1100t Ll 120 LR 1 L |25 128 | LT | 180 1 o181 20 1 2001 2201 230 1 2401 2501 Q62T 28 A
| wsansiszasu
- mdamas : ST03010000000 sEasu’ FufiTanl 10052549
szianzazs - § Ama are il - 1
2 3 = A I = = 3 PR = T
- N JuNT " Larb g i'_g'_? - uIun
o ] 11052549 [ ADMIMISTRATOR [Aluzer Wiz ame o INFOM i slazzoud
- weh bazed woridlow symem.
> 7
ur w0 11052545 [zra.uEeEty et Trmreunanz sl v Siuduiasiven
B Fau Fmens eemrinafa e
o
bt 1 05052549 [BxcelLink Co Ld WL DNFOMLA: WebFlow mainng
- dau
@
o w2 08052549 [ExcelLinke Ca_ Led. [WU7 [omodaring INFOMA : WebFlow
z Fa e
)
o
x v
z P
& @
3 ¥
=@ (E]|z @< I3
& Unknown Zone

You can view report before printing using the Internet Explorer toolbar (File > Print). You can alter

column width and other look before printing.

If you choose to print with INFOMA: WebReport, you must install the program first. You can order to

print from the programs’ shortcut

‘= INFOMAWEBREPORT

File *iew Help

==
=

Shortcut details
DIKS for saving the report in HTML format
Printer for printing the report

Document left and right for viewing report if there are more than 1 page
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Change Password

You can change your password from Change Password menu in Home page

| Home |Search| Reports | Log Out |

FEVVAMAIFYITH || Setting [ﬁﬂ ﬁ 7

ADMINISTRATOR

agnsuf

Sarird ram e Selectitems displayed
Perpage
(T | ©6lem(s)  O10Hem(e)

@ Incoming Document

@ Internal Document

ﬁi User Detail
Fﬂ' Outgoing Document @: Help
| sentbocuments ||| N—

@ Sent Documents

ﬁ;&) Display Setting

1B ltemis) 16 llemis)

>§ﬁ Change Password

% Change Database

The system display a window to change password. You must provide original password first, then provide

new password twice.

2 http://eoffice.wu.ac.th - Changed password - Microsoft ... Z||:|E|

Change Password
Old password ||
MNew password | -
Confirm new password | +
I Ok ] [ Cancel ]
#&] Done B Internet

Change password

The system will record new password. When log out, you must provide log in with new password.

Changing password

1.
2.

You can change password at all time

password can be numeric and English character (case not sensitive)

3. password length must not exceed 14 characters
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First time Setting

The registration number begins with 1 from new calendar year automatically. If you begin to use the

system sometime during the year when you want to switch from manual system to electronic, you can

continue your registration number by setting last registration number you use (in the manual system) from

the Administration menu

& Inhox - to he Registered @ Incoming Document
1 Document(s) to be registered

g]ﬂ In-process Document @ Internal Document

B

E[ " Returned Document
Mo document returned fwithdrasn

3 Outgoing Document

Registration

e
Q Incoming Doc Registration @Sent Documents

@ Internal Doc Registration

@ Outgoing Doc Registration % Must-Follow Documents

Special Administration
m Special Commands @ Administrator

Select Administrator. The system will then display administration menus. Select Department

Press E to edit the setting (Cannot press D for delete-allow only system administrator)

Edit department

Department code

|Depanment User| Do type | Contact List | Back
| | | / Dept. code | Deparment | Business unit | Prefix | Registration na. | Outgaing reg. no. |
E D 5703010000000  a@aisué ADMINISTRATOR Agh 70301/ 0000792.00 0ooooonoono

Back

Department name

password

Business unit
Document path
Internal document reference no. prefix

Outgoing ducument reference no. prefix

Status

Lastincoming doc reg no. | 0000732.00
Last outgoing doc reg no. |0000000000

Editing registration number
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page - 41



g Manual For User INFOMA:WebFlow"
Office WU eOffice The Web based workflow system

Provide last incoming and internal registration number used in the manual system, then press Edit.

For example, if you want to begin using INFOMA: WebFlow with reg. no. 21, provide 20 in the box

If you have additional document list, your document type will appear at the Doc type menu, where

which you can adjust last registration number as well

Department| User | Daoc Type Contact List Back

| | 4 d | Doc. type | Exdmanany | Department | Status Registration na. Ref na. prefix

Additional document type reg no. setting

Log out

You can press Log out from the menu then OK to log out from the system and go back to the log in

screen

'mem o-Golutien

g _ ssuumsussnusidnnseting
| Home |Search| Repfrts | Log Out :
‘i’:ﬂlm Seping s B9 &
Al 1 : )
e Display Settl.n
Sen ot g ETETAN Selectitems displayed
per page
[@Btem) OT0ken(s

& Inbox - to he Registered @ Incoming Document O tern(s)  O15 hemis)

1 Document(s) to be registered

ﬁ?} Change Password
In-process Document

2)
\_J Log out? il user petail

Returned Document

Mo document retumed fwithdrawn % Help ||

Sent Documents

Registration

ey “kl Install Program
3P mcoming Doc Registration @ sent Documents

&f Change Database
@ Internal Doc Registration

Must Follow up
i s Must-Follow Documents

Special Administration
Q Special Commands @ Administrator

|2
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Installing INFOMA: WebScan

From Home page, select Install Program, then select WebScan according to your computer’s
operating system

NFOMA oSoltion _ =iy
. ssuuansussiudiannseliing

| Home |Search| Reports | Lag Out

L
3 Utilities - Microsoft Internet Explorer FEVINUNTITHS || Setting e B 4
ADMINISTRATOR

ADMINISTRATOR. it pisplay setting

excelinknssdoyssuy GGl e
per page
N I ©Gtem(s) O10Hem(s)
S mbll 1 Tsunsw Report AnAa LA Tum s NS e S ST Oflem(s)  O15 hemfs)
Mo 2 Talsunsy Webscan 98 ME 2000 Ands  LEEmd Windows98 ME 2000
ﬁ i 3 TusaswWehscan 3P inija 188mFu Windows 3P i3 change Password
4 Tolwmnsu Webviewer 98 ME 2000 Aefa lddmi Windows 98 ME 2000
5 Tdwasu WebViewer xP fnfa Wawdu Windows 3P @ usar petai
= Rell & Tusasu IFMPLOW (For Client fnfs L wTuianduviaen G Wel
Mo 7 yafndannierauwmaenasim 2 Server Anfa LA TuaEou IP Address ves Server 2 ddnluif — L
i wedndaudilinsafasnssnsuenasdng Aeda

L@ v |an e hasne snosunARan s &

Vt'1 Install Program
@Sem Documents {b

% Change Database

Must Follow up

g Must-Follow Documents

m Special Commands Q@ Administrator

save

File Download - Security Warning

Do you want to run or save this file?

Name: WebScanForiP.exe
Type: Application, &.14 MB

From: nenuphar

Run ] [ Save ] [ Cancel

While files from the Intemet can be useful, this file type can
potentially ham your computer. ff you do not trust the source, do not
run or save this software. What's the risk?

Select location to save file
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Savs in: |@Dasktop V| € ] ? % [m-

L & My Computer
i [EJMY Documents

My Recent 'QMy Metwork Places
Documents | |Z)DataBase Flowtest WU

— |CSimage for photoshop
@ 11

Desktop (Sphpruke-fag

[)webeng
) Gumas
glnstall_MSN_Messenger‘exe
My Documerts
My Computer
-

File name | 'ebScanForXP exe v | L Save J

My Metwork Save as type: |ﬁpplicaﬁon v| [ Cancel ]

Go to location you saved the file, double click the file

Press Unzip

Winlip Self-Extractor - WebScanForXP.exe

To unzip all files in WebScanForkP exe to the

specified folder press the Unzip button.

Unzip to folder:
| MTEMP | [ Browse... ] [ Close ]
Owverwrite files without prompting Ahaut

When unzipped, it will be like this

To unzip all files in WebScanForXP exe to the 1 1
specified folder press the Unzip button.

41 filef=) unzipped successfully
Chverwrite fileg Ahaut
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Go to the location you unzipped, double click

& C:\Temp

File Edit View Favorites Tools Help

@Eadﬂ - \:) Lﬁ psaarch {E‘ Folders --

Address |23 C:\Temp v| 2
@ Move this folder

D Copy this folder

B Publish this folder to CanoScan_Ne70U_CS... Deldrv_v12062 N&70U_CSUv7010
the Web

{52 Share this folder

@ E-mail this folder's files

W Delete this folder

>

File and Folder Tasks %

Iﬂ Rename this folder

Other Places

ag@ SYSTEM (C:)

[EJ My Documents

[23) Shared Documents %
a My Computer

ﬁd My Metwork Places

1 abjects selected 5! My Computer

Double click the setup.exe

& C:\Temp\WebScanforXP
File Edit View Favorites Tools Help

Qo - @ F | POsearch 2 rores | [

Address |3 C:\Temp\WebScanfarXP v| L

ifmcfg. exe

File and Folder Tasks - System32 v o Ltd
Iﬂ Rename this file

@ Move this file 4 ifmwsn.exe INFOMA WebScan For XP.msi

D & this fi SCAN DOCUMENT TO WEB SE... Windows Installer Package
pElisle EXCEL LINK CO.LTD. 502 KB
€ Fubiish this file to the
Web = instmeiz.exe = instmsiv.exe
@ E-mail this file Installer for the Windows Inst... Installer for the Windows Inst...
x e, Microsoft Corporation Microsoft Corporation
ele’ IS e
BN setup.ini
Setup Launcher Configuration Settings
Other Places nsL-:IIs'ReId Software Corpora... 61KB
B Temp Description: Setup Launcher
Company: Installshield Software Corporation
{2 My Documents File Version: 3.0.135.0
33 Shared Documents Date Created: 23/5/2543 5:48
- Size: 84.0 KB
‘.i My Computer
.d My Metwork Places
Description: Setup Launcher Company: Installshield Software Corporation File Version: 3.0 84.0 KB 3 My Computer

Next
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iZ INFOMA WebScan For XP - InstallShield Wizard [g]

Welcome to the InstallShield Wizard for
INFOMA WebScan For XP

The Installshield(R) Wizard will allow you to modify, repair, or
remove INFOMA WebScan For XP. To continue, dick Mext.

Mext > %J [ Cancel

Install

i'é" INFOMA WebScan For XP - InstallShield Wizard

Ready to Modify the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard. Click Install to begin the installation.

Current Settings:

Setup Type:

Destination Folder:
CVAPPL\TFMWSNY

User Information:
Mame: Chanpaion

Company: Excel Link co. Ltd.

< Back “ Install %J [ Cancel

Provide server IP/domain

IP Address Infor

Tupe your [P address of FTF Server below. You must alzo
zelect the name of virtual directony.

IP Address: |eoffice.wu.ac.tH

Yirtual Directony: |IFMUPLDAD ﬂ
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Finish

i INFOMA WebScan For XP - InstallShield Wizard x]

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed INFOMA
‘WebScan For XP. Click Finish to exit the wizard,

When scanning document, press scan

Reg no. Date Timg Ref no. Subject
11 11/05/2549 22:49:48 ECL490605/156 Welcome to INFOMA System

Attach correspondence/memo
Press Browse and select afile or
Fress Scan to scan correspondence/mermo

Browse... scan...

First time use, it will appear like this. Deselect Always ask... then Open. Next time it will open scan screen
automatically

File Download X

Do you want to open or save this file?

] Name: 000025450511400838838 1.\WSM

Type: WSM File, 31 bytes
From: nenuphar

Cpen ] [ Save ] [ Cancel

Nwaﬁ ask before opening this type of file

ham your computer.  you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potertially
save this file. What's the risk?
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It will then open INFOMA: WebScan

“B INFOMA : WebScan EEX
(Fie View Image Scamner Help
EREEEEE meaE e ) INFEMA

B
@ F
=)
)

| Scans a new document 11/5/2543 2251 CAPS. | MUM

Installing INFOMA: WebViewer

From Home page, select Install Program, then select WebViewer according to your computer’s
operating system

LIORK FLOM NFOMA e Soltion et
L SfuuEsussiualannsauna
| Home |Search| Reports | Log Out

Setti 7 B A
3 Utilities - Microsoft Internet Explorer FELN AN SN LT I3 7!

: OURETRTER | 1 s
excelinknsiraoyseny SRR
perpage
| ©Gtem(z) O 10 tem(s)
E mul 1 Tdsunsw Report I miumsisisesassrvasussm OBtiem(s) O 15tem(s)
o 2 Talsunsu Webscan 38 ME 2000 Anda  #dmdu Windows9s ME 2000
@ e 3 TdwasuWebscan XP imia 1m0 Windows XP 3 change Password
4 Tolsuns WebViewer 98 ME 2000 fiefa 1¥8wi¥u Windows 98 ME 2000
5 Tmas \WebViewer XP Anfa LEd s Windows 3P @l vser petan
= Rel §  Talsuasu IFMFLOW (For Client) fnds  idwsusanduvilaeny =
Na 7 gafdanInTnawana i 2 Server Ands L wuaio IP Address ves Server 2 Fadnluiii — LD
i sedndadlinssfaandssannsdng Aeds liEmSud s iaen aosuennadng

~

{‘1 Install Program

@Sem Documents

% Change Database

Must Follow up
ﬁ? ) gk Must-Follow Decuments
Speclal Administration

@ Speclal Commands @ Administrator
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save

File Download - Security Warning

Do you want to run or save this file?

WebViewerForkP.exe
Type: Application, 6.04 MB
From: nenuphar

Name:

Run ] [ Save

][ Cancel J

run or save this software. What's the risk?

While files from the Intemet can be useful, this file type can
potentially ham your computer. ff you do not trust the source, do not

Select location to save file

Save in: |@ Diesktop v| QO F e E-
'j My Computer
i @My Documents
My Recant %My Metwork Places
Documents | [[3)DataBase Flowtest WU
— [S)image for photoshap
@ 1515
Desktop () phpruke-fag
() webeng
) Gumas
gInstaII_MSN_Messenger.exe
Ny Do anezis @'c‘u‘ebScanForXP.exe
My Computer
-
File name: | eb\iewerForXP exe & | [ Save ]
My Networke | Save as type: Application v | [ Cancsl ]

Go to that location and double click the file

Unzip

To unzip all files in WebViewerFarXP exe to the
specified folder press the Unzip button.

Unzip to folder:

N

E-reve)

|[ Browse... ]

[ Cloge

Qwerwrite files without prompting
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When unzipped, it'll look like this

WinZip Self-Extractor -

Unzip to folder:

Oyenwrite fileg

Ta unzip all files in WebViewerFarXP exe to the
specified folder press the Unzip button.

WinZip Self-Extractor

39 file(s) unzipped successfully

Go to the location you unzipped, double click the WebViewer folder

& C:\Temp

File Edit view

Qe - O

Favorites  Tools  Help

Lﬁ pSEar:h uj Folders v

Address |33 C:\Temp

|>

File and Folder Tasks %

{29 Make a new folder

e Publish this folder to
the Web

e Share this folder

Other Places

g SYSTEM (C:)

[EJ My Documents
|53 Shared Documents
a My Computer

‘d My Metwork Places

Details

Temp
File Folder

Nate Madifed

PLEEr eT]

CanoScan_Ma70U_CSUy

-

Deldrv_vi2052

-

= ' ==
& -

Webscanforxp webviewerforXp

c

MEFOU_CSUT0 10

ks

5 objects

0 by

tes a My Computer

Double click setup.exe

& C:\Temp\WebViewerforXP
File Edit View Favorites Tools

Qe - O

Help

Lﬁ pSearch H.? Folders '

Address |[33) C:\Temp'WebviewerforkP

v|Go

A~
File and Folder Tasks \# m
Iﬂ Rename this file

@ Move this file

) copy this file

€ Publish this file to the
Web

@ E-mail this file
¥ Delete this file

Other Places

) Temp

[E] My Documents
) shared Documents
a My Computer
.d My Metwork Places

Datail

o= ifmvvr.exe
'S System32 WIEWER DOCUMENT FROM W...
Excel Link Co.,Ltd.
O] mFoma wetviewer For spmsi :
= i, Windows Installer Package & Installer for the Windows Inst...
I ‘ﬁ‘ 378 KB Microsoft Corporation
S instmsiv,exe &
== | Installer for the Windows Inst... e
Microsoft Corporati
- icrosoft Corporation o

= setup.ini
Configuration Settings
= 61KE

= instmsiz.exe

Description: Setup Launcher
Company: Installshield Software Carp
File Version: 3.0.136.0

Date Created: 23/5/2543 5:48

Size: 84.0KB

Description: Setup Launcher Company: Installshield Software Corporation File Version: 3.0/ 84.0 KB

a My Computer
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Next

& INFOMA WebViewer For XP - InstallShield Wizard X
Welcome to the InstallShield Wizard for
INFOMA WebViewer For XP

The InstallShield(R) Wizard will install INFOMA WebViewer For
%P on your computer, To continue, dick Mext,

WARMING: This program is protected by copyright law and
international treaties.

Mext = %J [ Cancel

Install

i INFOMA WebViewer For XP - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard. Click Install to begin the installation.

Current Settings:

Setup Type:

Destination Folder:
CVAPPL\TFMWVRY,

User Information:
Mame: Chanpaion
Company: Excel Link co.,Ltd.

< Back ” Install %J [ Cancel ]

Finish

i% INFOMA WebViewer For XP - InstallShield Wizard g|

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed INFOMA
WebViewer For ¥P. Click Finish to exit the wizard.
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To view attachment, click the icon, the system will ask like this. Deselect Always ask... and press Open

File Download X]

looks suspicious, of you do not fully trust the source, do not open o

\9/' Some files can harm your computer. If the file information below
-
save this file.

File name: ...5460802443967540153143, WVR
File type:  WVR File
From: 223.223.1.1

wiould you like to open the file or save it to your computer?

[ Open I I Save ][ Cancel ] [ More Info

Always ask before opening this type of file

The system will open the attachment with INFOMA: Viewer. Next time it won’t ask you to open or save ever

again

o INFOM : WebViewer For XP
Fie Wew lmage Help

B8 B- 7 ¢ aan@EHm - £% INFEEMA

1 i3] | .
£ ©
L 2
s e ) a | g. M
s ;ig vl
gn | < | B
o ¥l U&’ A0
- "3—<5 e
A ©o
| e Il
v 1@ERE 5
=1
o g5ie|2
™ - 983& "
g =5
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