TACT DOCUMENT MANAGEMENT

TACT’s new Document Management can help you get organized.  It allows you to keep all the information that you currently keep in a physical job folder, in a central place accessible to all who need it at the touch of a button.

Document Management consists of several parts.  You can create documents such as Transmittals, Lien Waivers, Change Orders, RFI’s, RFP’s letters and fax covers directly through TACT and WordLink.  The job, customer and vendor information is automatically filled into the document as needed.  The documents are then cataloged and stored for future reporting and retrieval.

You can also catalog any external documents you like such as Excel Spreadsheets, other Word Documents, scanned documents, incoming faxes, pictures, email messages or anything else that has an executable viewer.  This means that your electronic job folder can immediately bring you all the documents related to any subject at all.

Information about each job document such as who it was to or from, what the subject was and other notes are stored with each document to aid in organization and retrieval.  You can also store a Notify Date so you can find all late documents or even documents that have had no response at all.

You get to set up the folders in which the documents will be stored.  So you decide the organization you want to use.  You can have separate folders for pictures, for example, or pictures can be stored in other folders such as Change Orders.

Once you have decided on your folder organization, all new jobs cause new folders to be set up automatically for you.  And your documents are stored automatically in an established folder so you can always find your documents.

You can print a log of job documents for any subset of the documents in your system.  You can choose a range of jobs, tasks, who it was from, who it was to, what the subject was, something in the notes, a range of dates, customers, vendors, employees, equipment, status, folder, type, documents that are past due and documents that have not had a response.

Document Management also allows you to review documents for employees, customers, vendors and equipment directly from TACT.  TACT will show you all the documents that are stored for a certain type (such as pictures, Word Documents, spreadsheets, etc) for each employee, customer, vendor or piece of equipment.  You then can simply choose that document and it opens immediately.  This will allow you to store items such as the employee’s picture, a copy of their drivers license and social security card, copies of their Federal and State W4 forms, reviews, drug testing results – anything that you currently keep in their physical employee folder can be stored with Document Management.

The following are some examples:

JOB DOCUMENT MANAGEMENT

When on a job screen, you have two options that are part of Document Management – M-Merge and D-Document Mgmt.
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JOB: 99001 <NAME: Center Bank < PHONE: (860) 644-9188<RS OF:02/21/2003
STATUS: A« |REAL JOB? Y+ LONG NAME: -
TYPE: C < |% COMPLETE BASIS: T+ TAX STATE: CT< JOB OH %: .20«
TASKS? Y« % COMPLETE: 15.96+ UC STATE: CT< AIA BILL? Y«
ESTIMATED ORIGINAL ADJUSTED ORIG CONTRACT AMT:  452177.07<
ADJ CONTRACT AMT:  633177.87
LABOR 668250.00+ 76550000
LABOR OVERHEAD .00+ .00 CONTRACT DATE: 01/01/1997+
LABOR HOURS 13005.00«  13020.00 START:01/15/1997+COMPL : 02/21/2003+
MATERTALS 90927.01+  101527.01
SUBCONTRACT 82650.00«  82650.00 JOBSITE => 155 Main Street 2
RENTAL 600.00 600.00 ADDRESS Manchester, CT 06040+
EQUIP HOURS 500.00 505.00 =3
EQUIP DOLLARS 2500.00«  2500.00
OTHER COSTS 300.00+ 300.00 CUST ID: BESTIN<
Best Supermarkets, Inc.

TOTALS 845227.01  953077.01





When you choose M-Merge, you get the option of merging Customer or Vendor information.
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You then get the choice of the type of document you wish to create.
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JOB: 99001 <NAME: Center Bank « PHONE: (860) 644-9188AS OF :02/21/2003

STATUS: A« |REAL JOB? Y+ LONG NAME: <
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Best Suvernarkets Inc.
TOTALS 845227.01  953077.01





You can set up any document you like to use the data merged from TACT.  If you choose the OTHER option, you can enter the document template you wish to use for the merge so your choices are unlimited.

Once you choose the type of document, you will be prompted with a list of folders so that you can choose the proper folder for storage of this document.
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The folder names are your choice.  You can have as many or as few folders as you like.  TACT will automatically set up the same folders for each job.

The next screen you will see is the Document Management entry screen.  Here is where you enter data to help organize your documents.  Note that the job and folder have been filled in automatically.
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DOCUMENT MANAGEMENT INFO SCREEN

JOB: 99001 <« Center Bank
FOLDER NAME: CONTRACT< CONTRACT DOCUMENTS NUM: < VER: <
DOC TYPE: DOC<

DATE INITATED: 02/25/2003+«
STATUS: <«

F
SUBJECT/ISSUE]
NOTIFY DATI

TASK]
NOTE: -
GC/OWNER REFERENCE : <

DOCUMENT DOCUHENT NAME
PATH: TRANS10000001





You have lots of fields to fill in to help you retrieve this document in the future.  If you have to resend a document or send it to multiple people, you can have multiple versions of each document.

TACT automatically assigns a document name.  The first part of the name indicates the type of document you are creating.  The remainder of the document name is just a sequence number.  Since you will be retrieving documents using the information on this screen, the document name is insignificant.  You will no longer be opening the document directly from Word or Explorer.

The TO: field will be filled in automatically with the ATTENTION on the job.

When creating Lien Waivers and AIA Change orders, the subject is also filled in automatically.

As you complete the fields on the screen, the path where the document will be stored is displayed.
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DOCUMENT MANAGEMENT INFO SCREEN

JOB:
FOLDER NAME :
DOC TYPE:

99001 « Center Bank
%mm- CONTRACT DOCUMENTS
-«

NUM: @01« VER: 01+

DATE INITATED:
STATUS:

02/25/2003+

(R ACTIVE

NOTE: Sent copy.

FROM:
SUBJECT/ISSUE :
NOTIFY DATE:
TASK:

Joe
Signed Contract “
03/15/2”3‘ RESPONSE DATE:

of Signed Con!rsd with changesll

GC/OWNER REFERENCE

<« T0: Mr. John Palmer i

-«

DOCUMENT
PATH: C:\MYDOCU™1\TACTDOCS\JOBS\99B01\CONTRACTN

DOCUMENT NAME





You tell TACT where you want your documents stored in the Company File.  Job, Employee, Vendor, Customer and Equipment documents can all be stored in different places or all in the same place, if desired.

When you complete and save this screen, a second screen appears for entering other information about the document.

[image: image7.jpg]| DEVELOP

DOCUMENT MANAGEMENT ASSOCIATIONS SCREEN

JOB: 99001 Center Bank
FOLDER NAME: CONTRACT ~ CONTRACT DOCUMENTS NUM: 001  VER: 01
DOC TYPE: DOC

DATE INITATED: 82/25/2003

STATUS: ACTIVE
CUSTOMER ID: BESTIN«
VENDOR ID: <
EMPLOYEE 1D: <1
EQUIPHMENT 1D: -
NOTE: Sent copy of Signed Contract with changes
DOCUMENT 0f NT

PATH: C:\MYDOCU™1\TACTDOCS\JOBS\99801\CONTRACTN





You can link any document to any Customer, Vendor, Employee or piece of Equipment so that you can search and report on documents related to any of those items.

When you save the second screen, your document automatically opens.
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You then complete the document.  Note that the document name is already on the document so all you have to do is save it when you close it.

To retrieve documents, you will use the D-Document Mgmt selection on the Job screen.  You then have many indexes that can be used to bring up the list of documents in many ways.
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JOB TYPE NUM VER DATE ST TASK SUBJECT

99001 BID 002 01 02/11/2003

f Demolition
99001 CHANGES 001 01 02/05/2003 A CO #1 Picture
99001 CHANGES 001 02 02/05/2003 A 0 #1
99001 CHANGES 002 01 02/05/2003 A C0 #1
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wxxxx END OF FILE s
—Index
s ~Change Record —Select Record U -Update Record
—Set Selection Z -fuZZy Search R -Reset C -Continuous On
F -Format H -Hardcopy X -Exit




The above browse is using an index that brings up the documents in order by job, then folder, then number, then version.  There are two different browse formats set up but you can add as many different versions of this browse as you like.
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Once you choose a document, you have the option of P-Open Document.
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DOCUMENT MANAGEMENT INFO SCREEN

JOB: 99001 < Center Bank
FOLDER NAME: CONTRACT< CONTRACT DOCUMENTS NUM: 001+« VER: 01«
DOC TYPE: DOC+ HORD DOCUMENTS
DATE INITATED: 02/25/2003<
STATUS: A< ACTIVE
FROM: Joe < T0: Mr. John Palmer -
SUBJECT/ISSUE: Signed Contract -
NOTIFY lTlﬂR&: 03/15/2003« RESPONSE DATE: «
NOTE: Sent copy of SI’M Contrn:t with changes <
GC/OHNER REFERENCE:
DOCUMENT DOCUMENT NAME
PATH: C:\MYDOCU™1\TACTDOCS\JOBS\990B1\CONTRACT\ TRANS10000001





Pressing P will automatically open whatever document is on the screen.  The document can be a Word document, a picture, an email message, an Excel Spreadsheet, a PDF file or any other format that can be opened with a viewer.

A Document Log can be printed for any selection of documents.  There is also a free-form log if the selection criteria offered does not meet your needs.

[image: image12.jpg]__ DEVELOP

DOCUMENT MANAGEMENT REPORT INFO
FROM T0

FOR JoBS: W < -

FOR TASKS: - <1
FOR_DATES: < “
FOR CUSTOMERS :
FOR VENDORS:
FOR EMPLOYEES:
FOR_EQUIPHENT:
FOR STHT%: o IN FOLDER: < FOR TYPE: =

: -«

[CH ot

CONTAINING SUBJ: 21
CONTAINING NOTE:
JUST DOCUMENTS WITH NO RESPONSE? <

JUST DOCUMENTS OVERDUE? <

4aaa





You can use any of the fields shown for selecting the documents you want.  You then have several options for sorting the report.
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After choosing the sort, the result is a log of the documents chosen, showing the criteria used.
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A Document Log could be printed at the end each job (each job automatically prints on a separate page) and then filed in the physical folder.

OTHER DOCUMENT MANAGEMENT FEATURES
The management of Employee, Vendor, Customer and Equipment documents is just a little different from Job Document Management.  Separate folders are not used – the documents for an Employee, for example, are stored in a folder named using the Employee ID.

These types of documents are not created using TACT, they are simply retrieved.  Once a document is stored in the Employee, Vendor, Customer or Equipment Folder, it can then be automatically opened in TACT.
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You will now have a new option P-Open Document on the Employee, Vendor, Customer and Equipment screens.  When you choose P, you get a choice of the type of document you wish to open.  This list is set up by you and can have other types as well.

Once you choose the type of document, you will see of list of all those types of documents that are stored in the Employee folder.
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In this example, a list of Pictures is shown.  When you choose one of the pictures, it automatically opens.
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You can also store scanned documents such as W-4 forms, licenses, social security cards, etc.  When you choose PDF documents, the list is shown of scanned or faxed documents that you have saved in PDF format.
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Choose one of the documents and it immediately opens.
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There is no limit to the number or types of documents you can store and retrieve for Employees, Vendors, Customers and Equipment.

Document Management was designed to help you get organized.  You will no longer have to worry about who has the job folder on their desk – everyone does!

SOME CONSIDERATIONS WHEN USING DOCUMENT MANAGEMENT  

If you wish to store external documents you will need a way of scanning those documents into your computer.  You can then open the document with the viewer that is supplied with your scanner or you can use Adobe Acrobat to convert those files to PDF format which can be shared with other people outside your company as well.

Documents used in TACT’s Document Management must not have spaces or special characters in their names.  External Job Document names are limited to 16 characters since the name needs to be recorded in a field in the database.  Employee, Vendor Customer and Equipment document names have no size limitation.

We have experienced some difficulty with Windows 2000 and Adobe Acrobat Reader.  Windows 95/98 and Windows XP have no problems in opening PDF documents.
