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Conformity to modern requirements

-

ACTU

AL SOLUTIONS, WITH APPLICATION

OF

THE SYSTEM:

= Electronic document management -

Transparency
Electronic signature
Archiving and searching

Quality of Service

Management

Organizational planning

Document Confirmation Procedures

Delivery of documents

Informative management

Appointment and control of implementation of

instructions




PROCESS OF DOCUMENT FLOW TRANSFER TO THE
ELECTRONIC VIEW AND STANDARDIZATION

SCANNING OF DOCUMENTS SEARCH SYSTEM
CREATION OF DOCUMENTS SECURITY OF DATA
PROCESS OF DOCUMENTS CREATION STORAGE AND ARCHIVATION
PROCESS OF DOCUMENTS REGISTRATION CUSTOM CON FIGU RATION OF T HE CAPA BILITIES BUSINESS PROCESSES MANAGEMENT
ROUTE OF DOCUMENTS FLOW INTEGRATION WITH E-MAIL
LIMITATIONS OF CONDUCTED OPERATIONS ELECTRONIC SIGNATURE

]
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FUNCTIONAL MODULES OF E - DOCUMENT MANAGEMENT

HR
(Human Resources)

E-SERVICES  -+---nevoeemmemeoeee o .

SR TII V—— E-ARCHIVE

E-DOCUMENT

MANAGEMENT

E-OFFICE WORK

CASPEL

SETCLAPP




OFFICE WORK

Submodule
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Applicant

Workflow Schemes In An Organization

OFFICE WORK

Document flow

Information about the document is entered in
| the system and the route of destination is
determined.

Registraﬁg

Dispatched by post to the applicant

The employee conducts executive work

Head of Department

The executor who responded to the document sends a documentary report to
the head of the department to obtain a visa

- Employee in charge of mail

c Dispatched to the head of the
o department
=

@©
£
e

=

[e]

o
) . ,

After consideration sends to the chief ME ment
of unit
pre—
After review sends to the approved
manager < 7
| | ead of uni
After receiving the approved
document, the system After signing it is automatically sent to
automatically sends it to the chief the coordinator

= of management

£

L

g L1

©

c

@©

=

| I Manager { ?
J E | | Accepts the visa and sends it to the manager
For execution is sent to the head of
the department
Head of administration
-
The peadlof the department To obtain a visa, sends it to the head of the administration
sends this to the employee for
execution and controls by
means of reports
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related to the document
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Executor




USE OF «OFFICE WORK» MODULE
OFFICE WORK

Registration of incoming and
outgoing documents

Security

Executive mechanism

Archiving Execution control




SOLUTIONS

MANAGEMENT
BUSINESS

OTHER
SYSTEMS

STRUCTURE OF THE “OFFICE WORK” MODULE

OFFICE WORK

Specialized solutions for public authorities, institutions, organizations and
enterprises.

Management of correspondence
Project management

Contract management
Customer service

(Help Desk)

Consideration of registration and archiving of legislative documents. Customize the
program according to customer requirements.
Electronic signature.

Dynamic management of business processes. A new opportunity is the electronic
signature and the use of new communication technologies.
E-mail, integration with MS Office.
Integration with other programs.

The "Office workflow" module from CASPEL ERP can be integrated with other system

modules.

DOCUMENT FLOW

INTEGRATION



«OFFICE WORK» MODULE DIAGRAM

Reports

Documents

) FieVew '/Fﬂecfrefelencedccumen:s Full view ’;;Expcmcixce\ )

Information Document

Regitration number: Document number: e v - Classfications:

Type of document: Nomendafure:

Vilage /Cty:
Apartment:

Name: Dismiss Selection: Sexrch
jstra.. Registrati.. Dateof  Document _— .
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Version: | 520 ' Date: ' 7/2V/ 8 6:00:00 PM

User: = Administrator Server ID881 Connections:

w« O B ®m 3

Caspelll ' Substitutes: .
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TYPES OF ELECTRONIC DOCUMENTS

DOCUMENTS

Incoming documents
Incoming documents- (coming from Documents for review
other organizations, institutions, citizens,

etc.)

Outgoing Documents -t

Outgoing documents are documents sent
by the organization itself

Orders, Directives, Decisions Internal Documents

Orders, decisions - documents of ready Documents of organization for internal

orders or decisions in the organization. flow



Note

—
“I"The structural Torrespondence _—

) Condtxﬁveopefao'ons

“ Version: ' 5.2.0 Date: 7/21/20186:0&OOPM

d documen ering the organization are registered in the "general'departmént”. Infa

ini ser ID881 ' Connéctio
User: Adm:mstralorSer\erlDw ' “ s E Pa "
J

usl o E ‘.B % J — ° .
ere:'mocognmg document or letter number, date, sender or organization, type, content
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Registration Of Incoming Documents

INCOMING DOCUMENTS
I

Content

Attached

Documents Operations




Registration Of Incoming Documents

ID - the document number is assigned
from the system side and can not be
changed.

Status - The system determines the status
of the document.

Date of receipt - the date of receipt of
the document is determined by the
system.

Incoming number - the humber of the
received document is assigned by the
system.

Document date - the date of issue of the
document.

Document number is the output number
of the document.

Classification - the classification (subject)
of the document is chosen.

INCOMING DOCUMENTS

Standard route - depending on the
classification, the route of the document
is assigned.

Control - in consequence of control over
the document, he is assigned a cell.
Nomenclature

Type - application, complaint, offer and
SO on.

Receiver - choose the address of the
employee from the general list.

The form of sending - (fax, email,
courier, other, etc.).

Type of document - (envelope, parcel,
sheet, etc.)

Brief description of the document.
Note



Registration of the incoming document

_ | From whom !

Organization:
Collective

Section / Organization:

The same and documents

Show Date 1: - Date 2: ‘ -

Submit date number Document number

|
:WCIBSS!ﬁCc‘:UOHS I aQlc

allc = al]c ==

< —————

il Doc v
Acqruisition Date of anent Classific... Status Classificat...

Registered

The Main Page

INCOMING DOCUMENTS

Citizen - registration of a new citizen, change of the
citizen's current name and additional information.
Organization - the creation of a new organization,
changing the name of current and additional
information.



." Registration of the incoming document

v [N Compositon | ExtDoament | Operaions |

Type of operation:

= Employee

Continue | |:

Emplayee

Template Visa: |:

A

MAME

Execution

Approving

Coordinate with other structures
Acquaintance

Visa: |:

Deadline for executi

7 Employee

| Continue ||:

Employee

Type of operation:

Template Visa:

MAME

Execution
Approving

Coordinate with other structures

Acquaintance

Visa:

Deadline for execution:

Makcuuk

L ———————————————————————————————————————————————————"

Visa Tab

Sender

Count of days:

e

dl A

Template Visa:

Visa:

Deadline for execution: l:l Count of days: 13

>y
I

Registered | | Cancel




B Registration of the incoming document

| Main_ [ Visa — [[NGUIREEERE " Ext. Document | Operations |

& Add ™. Download to your computer ', View x . Delete

f File name Main Note

Contents Tab

INCOMING DOCUMENTS

« « <« record0ofo » » » |

| Regstered | | Cancel | On this page, scanned documents are included in
the system, as files. In addition, scanned documents
can be saved on a computer.




yming document

S| Ext. Document [JEEEEIIEN
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File Yiew

Registration date Registration number | Content

The Attached Documents
Tab




Operation Tab

Regis tered




I & Finance (Modue) ()

| [ contracts (Modue)

l ‘ Vers

w'heg you select an action, the "Outgoing docume
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018 6:00:00 PM
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Information Documents

¢

e Tebs Help

Clicd Mo

+ Doument
E--Inmmingducumems
E---OutguingDucuments
é----lntemaldotumeniﬂ
E----Documentsforreview
é--Undermycuntrol
E----Receiwedfurapprwal
e A
Bl
Arcive (Al cocuments
5--MwingDucumentq

A Dot maregenent ]

Eﬂ Human Resources Department

Clerica Work

B Fie et
Frandd Dese

e (o)1)

|| s o)

(il Center

m M9 REEDl'dDDfU 1= mn

User AdmigrtorServer D881 ' Connecions | Caspel1 - Subetttes

| Outging Cocuments i

LT | elctal Fullvew  Moreoperons

Registration

fate '

number

Registration

Refles type

(lassffica

Regitrson of te comment to o sent

I ‘ﬁﬁ@ﬂﬂmmﬂ

Total Informtions;

I:

Documentdae: B3 018

A petson who signs:

kS

Towhom: *

Cocument rumber; 9368

Stats: [N document

Nomendature:

Result the consiceraion:

Ftema rganzfios:

Secin | Qrognizatin:

(e

Additional Informtions;

Clesifcton fype:

Opsfeafons

t

Typeofdoomert:

Fomof defvery:

Conten;

hote:

S S oy Cae

Verom: | 320 Date: 1/21/2018&0000PM
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File Tabs Help

IS | Board Dedisions (x|

| Input documents '
[ \ . " B Decisions and Orders
= Documents & New document Full view More operations ~

- Dedsions and orders s IETN “Composibon | Ext.Document |

o Order Date v Room No. of the | Information |
Orders solutions Protocol

Board Dedisions Total Informations:

Dedisions of directors 9| = afc Al A il
Incoming documents "
Outgoing Documents Date of dedision: |8/10/2018 v| «
Internal documents
Documents for review
Under my control
Received for approval
Personal Archive

=} Lists : —

Types of Sent 3 ' =

Classification list N .
Document dassification list Additional Informations:

Registration of orders,
regulations, decisions.

Number of Dedisions: '9391 = Protocol Number:

Type of document: »

Theme
Content:
Archive (All documents) #4444 Record 0 of 0 (b2 ».n

Mo Documents Note:
o STl Doaument | Atthe moment | The stuctiral

Employee Type of operation

7:\ Document management (1)
£ Human Resources Department

Clerical Work
Save

B ried assets

In this section, orders, regulations and decisions are

added to the management of the enterprise or
Organization. User: | Administrator Server ID881 ' Connections: ' Caspelll | Substitutes: : Version: | 5.2.
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Registration Of
Internal Documents

In this form: you can choose the execution period of
the document, the type and nature of the
performance, as well as the response to the
document information. The document notes
additional information on the "internal document”
and a summary.

JE] Composton | Ext Doament

| Information |

Total Informations:

I

Document date: |8/9/2018 -

Type of document: v | ®

Approving person:

Additional Informations:

Status:
= Registration number:

Document number:

9389

Content:

Mote:




Registration of internal documents

Scheme Of INternal
Documents Execution

Executive control, office work

e document is assigned a number

kS
=
S
L
(&)
()
n
I=
()
&
= The document is signed by the head
C
©
=
Sending to the archive (a document
for execution or familiarization if
@ Approved performers necessary)
©
c
= \
<
v
- £ \ 4 Sendingforreview
o O . )
3 E Sending for executio
gL
2 @
< o
= o . B L . The employee confirms the
% TTIETETTTPIUYyET |urvvalu‘:: UTEe UoTarTmerTeTor doCUment
£ execution
@ —
o
)
a
v
Employee
creates the
document

Performer




,.»-’//
3ach employee. During

Docu ents sorted by dz
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Filtering and searching

PERSONAL ARCHIVE

In the Caspel ERP system, filtering and searching for data
tables are available in all menus. The first top line of the
lookup table is used for filtering.

For example, a registered document can be found by the
date "10.03.2015" in the "Registration Date" cell. In the
"Registration Date” cell you can specify the approximate
date of registration of the document and a list of all
documents registered for March 2015 will be shown.




—— —
" 7;\Doa.mentmmagemeﬂr(l) /

. ] uman Resources Department | |

Clerical Work

B Fixed assets

0 ' Date: 7/21/2018 6:00:00 PM

10:37
&

/\
6@ T dx ENG 46005018

Financial Designer
Version: | 5.2.

User: AdministratorSeNerlD381 Connections: Caspelll Substitutes:

OEH}B'“Q'?&

— —




LISTS

LISTS

Types of delivery List of classifications

Types of documents
P List of qualification documents

...................................................................................................................................................................................................................................................... Y




TYPES OF DOCUMENTS

For each document, you can select a specific type. This
form shows a list of all types of documents. ‘

=}

10:37
A @ 3 dx ENG 460018




™ (Caspel ERP 5.2.0 - Caspelll
File Tabs Help

rﬁ—_m Types of Sent (||
el

= Documents 1D Name Note
- Decdsions and arcers d el |
- Incoming documents 7 Fax
- Qutgoing Documents )
- Internal documents 3| Courier
- Documents for review 4 E-mail
st i Y P F D L I V E R Y
- Received for approval I E E
7 SWIFT

- Personal Archive

[=)- Lists

- Dacument type

- Types of Sent

- Clazsification list

- Document dassification list
- Theme

- Archive (All documents)

- Maoving Documents

For each document, you can select a specific type of
delivery and in this form all types of document delivery
are listed.

7;\ Document management (1)

m Human Resources Department

Clerical Wark

= Fixed assets

Financial Designer

User: | Administrator Server [DB81 | Connections: | Caspelll | Substitutes: | | . Version: | 5.2.0 | Date: | 7/21/2018 £:00:00 PM

10:38

al . & L — Fa | L5
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LIST OF CLASSIFICATIONS

LISTS

This form displays a list of the received and sent
documents, from which it is possible to select a specific
view.

~ Caspel ERP 5.2.0 - Caspelll -3 X
File Tabs Help .

W | Classification list (x|

= Documents
+)- Dedisions and orders | For incoming documents [JGNEIEIRE ATy
Incoming documents Classification list
Outgoing Documents -
Internal documents
Documents for review Gift
Under my control
Received for approval
Personal Archive -
-J- Lists Sodal Fund
Document type Reference
Types of Sent
Classification list
Document dassification list Checking
Theme Notification
Archive (All documents)
Moving Documents

Name

Warning

Taxes
Other

Information

7\ Document management (1) Employees

_ Employees
£8 Human Resources Department
Clerical Work

B Fived assets

Finandal Designer

O B "GN | Recod o of 0+~ [ | <o o of o +~ [

User: | Administrator Server ID881 ' Connections: ' Caspell1 | Substitutes: - Version: | 5.2.0 ' Date: | 7/21/2018 6:00:00 PM




 Caapel RP 5.0 - Cpeld
Fle Tebs  Help

mee Y Gt duwelGsiaorsl | (o |
Ol Yot j:iFNew iEdit&LDelete !‘,Notused Reum s 1'? it ‘.ﬁTheuseof' @EXPM
o Do

O e e \ene lescit
é--lnmmmgdocumenis e

é----OutguingDurumentq iy
Il domens

E----Dorumeniﬂforrevie'n' i LI ST 0 F T H E
é--Undermycuntrol Infrmatin

~Fereved g

} Wming

QUALIFICATION DOCUMENTS

Dot bype
é----TypesofSent
E----Classiﬁcaﬁonhst
Dot etk

Arcive Al docmens

Moving Cocuments

):\ Ducument nenegement (]
Eﬂ Humen Resurces patment
Clrica W

B Fied gsely

Frandd Desge

m ks

User AdmingrtorServer DBE1 ' Connecions, Caspelll Substttes. ', Vesor: 320 Dt T/2018G0000PN
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REPORTS

REPORTS

Through these reports, control over documents is carried out, as well as
the ability to print them in Excel format.

SEARCH

UNFULFILLED DOCUMENTS
The execution time of the document is controlled Each document can be found by: date,
registration number, classification,

and in this section it is filled out: the department,
the person who conducted the operation, the date, nomenclature, title, type of document.
time and other information.

END-OF-TERM PERFORMANCE DOCUMENTS

Notifications of delayed execution documents and
including information.

Here are displayed: the date of registration,
number, classification, reason, the last term of
execution, from whom, the time of execution,

the remaining days.
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(Human Resources)

Submodule
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HUMAN RESOURCES MANAGEMENT SYSTEM

CERTIFICATION o

HUMAN RESOURCES

Single Information Space




BASIC FUNCTIONAL OF THE "HUMAN RESOURCES"
SYSTEM

HUMAN RESOURCES

Automation of the procedures required during the
hiring of new employees

Inclusion in the database of all information on
personnel

Placement of employees according to the staff
structure and identity service

Registration of employees’ sick leaves

Creation of accounting and processing of personal
files of employees

Preparation, accounting and execution of orders,
decisions, business trips, vacations, temporary
replacement, incentives, etc.

Evaluation of staff activities

Attestation of employees, involvement in training,
etc.

Getting different types of reports, universal
search, etc



STRUCTURAL SCHEME OF ORGANIZATION

HUMAN RESOURCES
@ —

- Structural unit
Head v ©
n

Deputy Head

Coordination Unit
Head of the department ¢
Head of the department

Positions of employees

‘ I
\ ‘ Positions of employees

Head of the department




AUTOMATED PROCESSES

HUMAN RESOURCES

Adding to the

5 , ¢ Information
Joolication "e- hiring a new 3 persor!nel : ploy hol.ldays apd the operation
PP o employee _ updating appraisal in the staff business trips of the
Reception information structure and subsystem
about registration of
employees service

certificates
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ADVANTAGES OF ELECTRONIC
OFFICE WORK

Advanced search system of reports

The mechanism providing The system automatically provides
control over documents lists of documents associated with

other documents.

The process of filtering (execution,
executor, according to the date of
execution, etc.).




ADVANTEGES OF ELECTRONIC OFFICE WORK

All territorial addresses on the territory of the Republic of
Azerbaijan and organizational and structural list of all state
institutions are located in the system.

The system supports text and various types of multimedia
files in the registration of documents.

There is a possibility to connect the passport control
program "e-Office Work" with the "business register"
organization (TIN). If the system is already connected, then
it is possible to use it in document registration and the

search system.




ADVANTEGES OF ELECTRONIC
OFFICE WORK

When documents are registered in accordance with
different parameters, documents of the same subject are
automatically provided by the system.

For documents of the same type, it is possible to select
group operations.

The list of registering persons is created in advance of the
registration deadline. After the approval of the manager,
the documents are sent to the appropriate persons.

The "Service" system is oriented to the activities of the
organization and can be integrated with other modules
of the program.



ADVANTEGES OF ELECTRONIC
OFFICE WORK

After carrying out certain operations, the document passes
from one state to another. At this time, conditionally for
each document, only certain operations can be conducted.
That is, depending on the status of the document, the type
of operations belonging only to it is determined.

The structure tree of the human rights organization is
defined through the user management module. That is, the
appointment to the post is managed by the system from
the screen of the manager and the employee.

The implementation of automatic forwarding of

documents to the person replacing the official in the
organization.

Support in the "Electronic Signature" system.



YOUR SUCCESS - OUR PROGRESS
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