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Installation Requirements

& Install Info-Alert on Servers running Windows Server 2000 or above (with the latest

service packs). It may beinstalled on workstations running Windows 2000 and above

but will not be accessible from Remote |A Managers.

Info-Alert isNOT compatible with Windows 9x or ME.

Email setup is based on the ability to point to an internal SMTP server or an ISP

account that provides access to an external mail server. Y ou may need additional

authentication information from your ISP to properly configure |A mail if using an

outside email server.

& MS Access 2000 SR1/SP2 or above isrequired to run Info-Alert. You may install a
compatible MS Access run time version, which can be located on the Info-Alert
installation CD.

EE

Info-Alert Components

Alert Manager (also known asthe A client), isinstalled on the server by default during a
typical installation. Thisisthe primary user interface that alows for full administration of
your aert system. The Alert Manager can additionally be installed on another computer to
allow for remote management of alertsif desired.

Alert Server isinstalled on the server by default during atypical installation. Alert Server is
the engine that is scheduled to run hourly or daily to identify, sort, report and take any
appropriate actions you may have configured. The Alert Server is scheduled to run daily at a
time you specify using your operating systems task scheduler. Seethe*Quick Alert Setup’
section of thismanual for stepsto manually create thistask using the ‘Windows
Scheduled Tasks' utility.

Tool Kit isaversatile tool allowing for the creation of custom alerts and data maps. Custom
data maps alow you to use Info-Alert with many common databases. These custom alerts,
data maps, actions, and stored procedures can then be packaged as a WFI file and imported
into any fully activated Info-Alert environment for use with many databases.

(Rev. 3.2.9) Page 4 of 69



Info-Alert Business Alert Software

Administrator’s Guide

| nfo-Al | nstallation

Please follow these easy stepsto get started:

& TIP: Check for any special notesin the ‘ReadMe’ file found on the ‘Info-Alert’ CD by
clicking the Installation button on the ‘Main Installation Menu'.

& NOTE: Thelnfo-Alert installation may require multiple re-starts of your server based on
the current level of your applications. This can add some time to the overall installation.
Remember, rebooting a server while users are accessing files may cause data loss or
corruption. Have all userslog off the server prior to installation.

Stepl: Chooseyour Target Server and Verify Basic Requirements

a. Typically, the ‘target’ server would be the same server that houses your accounting

C.

data but can be any server that has access to the accounting or data server. Info-Alert
(IA) Server and Client (Alert Manager) should be installed on servers running
Windows 2000 SP2 or above. 1A ‘Server and Client’ can be installed on workstation
PCs running Windows 2000 or above, but will not allow the option for remote A
client connections.

Info-Alert isaMicrosoft Access based application and requires MS Access 2000 or
above. If your target server or pc does not have Access 2000 or above, you can install
the Access 2000 Runtime from the 1A *Product Installation’ CD by clicking the
Installation button on the ‘Main Installation Menu'.

Y ou will need to logon to the target server or pc as a user with full admin rights.

STEPZ: Install ‘Info-Alert Server and Client (Alert Manager)’

a. Verify that the installation requirements from Step 1 have been met otherwise the 1A

b.

installation wizard may be unable to complete the installation.

Insert the Info-Alert Installation CD which will automatically start the initial Info-
Alert *‘Main Installation Menu'. (If 1A failsto auto-run, browse the CD ROM drive
and double click the setup.exe file from the root directory).

The*Main Installation Menu' provides links to other useful information, such as the
|A website, Contact Information, etc. that can be viewed at any time before or after the
installation by inserting the CD.

Click the Installation button on the ‘Main Installation Menu’. Hover over the
available product installation buttons to view a brief description of each product.

If you have determined that M'S Access runtime will need to beinstalled on this
machine, click the MS Access Runtime button to begin installation. During the
installation you may choose an alternative install path. When installation is successful
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you may be asked to reboot the machine. If so you can re-start the 1A installation and
navigate back to the ‘Installation’ screen to continue.

f. Click the Info-Alert Install button to begin the installation of Info-Alert server which
will alsoinstall the local ‘ Alert Manager’.

g. After viewing theinitial welcome screen, click Next.

ie‘ Info-Alert - InstallShield Wizard x|
Please read the Following license agreement carefully, ﬁl
h. After reading and —
Info-Alert =

accepting the licensing
agreement, click Next. Independent Computer Services, Inc.
End User License Agreement (EULA)

TMPORTANT :
READ THE TERMS AND COMNDITICNS OF THIS LICENSE AGREEMEMT
CAREFULLY EBEFORE INSTALLING THIS PROGRAM. THIZ LICENSZE

AGREEMENT APPLIES TO THE COMPUTER 3OFTWARE TO BE
TMETATT RN AWT THR ACCANDAMYTRS ITERFD Doc TTMERTT AT IO ¢ THRE ;I

' 1 accept the terms in the license agreement

™ 1do not accept the kerms in the license agreement

Installshisld

< Back. I MNexk = I Cancel

& NOTE: Please contact your reseller or ICS with any questions or concerns.

_icix
Please read the following readme information carefully, EI
. — . i. Browsethe‘ReadMe
Info-Alert ‘Readme’ File = file for the | atest
Eewision F Changes to 1A
Documentation or for a
Info-Alert also known as ‘TA'. more technical

description of the
‘README’ FILE CONTENTS:

_ ) _ _ requirements and
A Server basic requirements for installation installati lick Next
B. Chent basic requirements for mstallation (Optional Eemote Clent) Inst ) I(_)n’ Click Next
C. Requirements installed by Install Wizard when finished.
D Server installation steps hd

Installshield

< Back I Mexk = I Cancel |
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i'.g!r" Info-Alert - Installshield Wizard 5'

. E t U d Please enter your information, ﬁl
j. Enter User an

Company infOrmaIi on User Name:
then click Next. cer Mame

Qrganization:

& NOTE: Typlca”y 1A fcompany ame
would beinstalled for

‘All" users.
Install this application For:
% Anyone who uses this computer {all users)
™ only For me {User Name)
Installshield
< Back I Mgk = I Cancel
j& Info-Alert - InstallShield Wizard x|

Click Mext ko install to this Falder, or click Change to install to a different Falder, El k YOU may Want tO

instal |A on adrive

Install Info-Alert to:
G C!\Program FilesiInfoslert) e, Other than the defaUIt,
.| C: touse any free
space that may be

available. Click the
Change button to

browse the available
drives, or click Next
to accept the default

location: ‘C:\Program
Instalishisld Files\I nfoAlert\'.

< Back I Mext = I Cancel

& NOTE: IA SQL desktop (MSDE) will dways be installed to ‘ C:\Program
Files\Microsoft SQL Server\MSSQLS$INFOALERT'.
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Choose the setup bype that best suits vour needs, EI

I. Hereyou havethe
option to choose a

Administrator’s Guide

Typical or Custom
installation based on
whether you want to
use a separate
InfoAlert instance of
Microsoft SQL
Desktop 2000 with
SP3 (MSDE) or use
an existing SQL
2000 server to store

{* Typical

" Custom

i

Please select a setup type,

RECOMMENDED - Installs Info-Alert Apps, MDA, and MSDE
‘Info-Alert’ Instance.

Select which Features (MDAC, MSDE) are required For wour
environment, Refer to the README file using the 'back! button or
browse the CD.

the | A database.

Installshield

I Mext = I

< Back Cancel

& NOTE: Evenif you havea full instance of SQL Server 2000 running, we highly
recommend using the separate M SDE 2000 SP3 instance to allow for product
isolation and ease of installation or removal.

m. Click on the Typical button to install 1A with the recommended M SDE instance of
InfoAlert or the Custom button to install without MSDE 2000 instance. click Next.

iié" Info-Alert - InstallShield Wizard il

The wizard is ready to begin installation. ﬁl

If wou want to review o change any of your installation settings, click Back, Click Cancel to

ik the wizard,

Current Setkings:

Setup Type:
Typical

Destination Folder:
C:\Program Files\ InFodlert!,

Iser Information:
Mame: User Mame

Company: Company Mame

InstallShield

= Back

I Install I

Cancel |

n. View theinstall summary, using the Back button to make any changes. Click Install.
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i'-:!r" Info-Alert - InstallShield Wizard ;Iﬂlil

The program Features you selected are being installed, ﬁ

Please wait while the InstallShield Wizard installs Info-alert, This may take
several minutes,

0. Please be patient
during the following
‘Installation Progress

screen as Info-Alert Status: )
Copying new files

may teke sgveral ENEEEENEE

minutes to install

depending on your

machine’ s resources.

Installshield

< Back Mext = | Cancel I

i‘.§- Info-Alert - InstallShield Wizard x|

InstallShield Wizard Completed

p. Atthe‘Completion

The Instalishicld Wizard has successfully installed Info-Alert, Screen’ indicate

Click Finish ko exit the wizard, whether yOU want to
view the ReadMe
file again and click
‘Finish'.

¥ show the readme file

= Back I Finish I Cancel

& NOTE: Theinstalation of some |A components may require areboot after
completion. If thisisthe case, a message will appear prompting you for this reboot.
You can closethe IA Installation Menus and select *Yes’ to reboot.

g. Continue with Step 3 after restart and run the *First Time' Wizard to initialize Info-
Alert.
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I IMPORTANT NOTE:

After a successful installation you will find the Info-Alert icon on your desktop.
LAUNCH THISSHORTCUT TO CONTINUE THE INSTALLATION AND THE
‘FIRST TIME” WIZARD.

SteP 3: Run the ‘First Time Wizard

a. Click the new ‘Info-Alert’ icon on your desktop to initiate the ‘First Time' wizard.

b. If MSDE wasinstalled, x|
as recommended during
the install wizard, all of Server Information
the |ogon and databa% Set Info-Alerk Database Location TSer.:edr IEPTIZBDUA'\INFOALERT
information will be —
entered by default Passwoard [**
allowing you to simply
select Continue.
Otherwise, fill in the

required Server name, Continue >3 |
User Id and Password
information needed for your existing SQL server before selecting Continue.

c. Atthispoint the‘First Time wizard will start the IA SQL server if installed and attach the |A
database making it ready for you to begin configuring your aerts.

0. The*Activation Siatus x4
form now appeers By Info-Alert requires activation within (25 days or it will discontinue Functioning.
default Info-Alertis Pleass use the <Activation: option Found on the Configure Manu ba ackivate,
installed in a‘ Temporary’
mode that allows for a 30
day grace period to
activate A Activation Type Active Expires

Introductory Edikion D

e Cllc_:k Continue and use EveliElier e 1 ]
IAin the_ Temporary Full Ackivation E B1/2004
mode until ready to
activate.
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f. ThelA *First Time' wizard now presents you with the Info-alert ‘Main Menu’. Y ou are now
ready to start configuring your alerts!

x

Main Menu | Canfiguration | Configuration Options
: Configuration Options Report Groups
Alerts Actions and Events Alert Categories
Reports Alert Field Selections

Data Sources
Administrative Information
Alert Suggestions
ACtivation

Irnport W File

12{5{2005 Copyright 2002-2005, Independent Computer Services, Inc, Wersion 3.1.c

g. Info-Alert Manager is now running in afull ‘Evaluation’ mode that will be valid for a 30 day
timeframe. The Info-Alert tool Kit will also be available in Eval mode but will be limited to
the included sample datamap. To activate Info-Alert at any time throughout the 30 days, just
choose Activation from the * Configuration Options' menu and follow the few easy steps listed
in the ‘Activation’ section of this manual.

W NOTE: If you have aWFI file available for import you should do this prior to activating your
Info-Alert application.

W NOTE: If thisactivation sequence is not completed prior to the 30-day grace period, Info-
Alert will no longer function. If thisoccurs, use the Activate button from within the
‘Activation’ screen then follow the instructions to activate for any of the available options.

& TIP: Whileyou arein the‘Evaluation’ mode, you will be reminded of the remaining days
every time you enter the Info-Alert Manager.

W NOTE: Subsequent Alert Manager logons will default to: User Id: sa  with the
Password: |A You can changethe password from the‘Administrative Info’ screen.

Moveto ‘Step 4’ to Continuewith the ‘Quick Alert Setup’ Guide
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Remote ‘CLIENT ONLY’ INSTALLATION (OPTIONAL)

& NOTE: Thelnfo-Alert Client install should be used only wherethe need for an
ADDITIONAL client isdesired. By default an ‘Info-Alert Client’ isinstalled with
the‘Info-Alert Server’ and allowsfor full administration and setup.

a. Werecommend installing the * Remote Client’ application on a pc running Windows
2000 or above with the latest service packs. Like the Server application, the ‘ Remote
Client’ application must have MS Access 2000 or above to run. You can install
Access 2000 runtime from the Info-Alert Installation CD *Install Products' screen.

b. You will need to logon to the target pc as auser with full local administrative rights.

c. Verify theinstalation requirements from ‘ Step 1' have been met; otherwise the Info-
Alert installation wizard may be unable to complete installation.

d. Insert the ‘Product Installation CD’, which will automatically start the initial Info-
Alert *Main Installation Menu’ screen. (If 1A fails to auto-run, browse the CD ROM
drive and double click the setup.exe from the root directory). Select the ‘Install
Products' button, select ‘ Remote Client’, and follow the install wizard prompts.

e. Atthe‘Program Destination’ screen you can choose an alternate location for the
programinstall. Default is®C:\Program Files\InfoAlert”

f. Atthe'Setup’ screen you may choose a‘ Typical’ install, which is recommended, and
will install the Info-Alert Client application with any required MDA C updates; or
choose custom to install 1A without automatic installation of MDAC.

g. Click Einish when you receive the completion screen indicating a successful
installation.

h.  When launching the ‘Remote Client’ application for the first time, you will have to
provide the logon information from the IA Server install. Server:
servername\infoalert User 1d: sa Password: 1A (Where servername isthe
name of the Info-Alert server.) NOTE: If Info-Alert wasinstalled to an existing SQL
server, use the appropriate logon credentials.

i.  When the proper logon has been authenticated the |A Main Menu will appear allowing
you to remotely monitor and manage your alerts much like the A Server/Client
install.

J. Activate your ‘Client Only’ using the same steps as with the server install of *Alert
Manager’. Each client must be activated separately for each PC.

& NOTE: All Scheduling and printer designations must be done on the IA Server and
cannot be managed from the remote client.
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Quick Alent Setup

STEP4: Continuewith the Setup and Scheduling of Alerts

Data Sour ces:

A Data Source must be set up to tell Info-Alert where your datais located. Thisis normally
the server name or directory where your Accounting datais located but could be other data
you wish to be alerted on. If you are ready to connect to your specific accounting data you
will need to have an |A datamap installed. A ‘custom’ data map can be created using the A
Tool Kit but more often your accounting software manufacturer has a“‘Work Flow
Intelligence’ (WFI) fileready to install. This WFI file will create the required data map and
make available all of the alerts developed for your distinctive accounting package.

& NOTE: If you have aWFI filefor your database you should import it prior to setting up
adata source. Seethe‘WFI File Creation and Import’ section of this manual for more
details.

& TIP: You can create custom data maps to many different databases and configure your
own alertsusing the ‘1A Tool Kit'. Ask your accounting reseller for more information.

& NOTE: Although there are multiple data source types available in |A, this example will
be connecting to an Access database. If you have multiple companiesin your accounting
software that you wish to be alerted on you will need to set up a separate data source
record for each company. (Normally each company would have its own directory or
database name).

a. Fromthe Main Menu, choose ‘ Configuration’, * Configuration Options’, ‘ Data
Sources’ to configure the data you want | A to alert on.

b. Fill inthe‘DataSource D’ and ‘Name' or description for this source. (Note: you may
want to use a company |Id as the data source 1d)

c. Choosea‘DataMap =10lx]
ID’ using the pull
down ba%d on your Diata Source Id (S48
product_ Mame |Samp|e Data Source
d. Choose a‘Source Data Map Td [RSAMFLEMDE <]
y Source Type (M2 x| MS Access Jet 4.0
Type ba%d On your Data Path |C:\Program Files\Infodlert! _I

data platform using I ——

the pull-down

prOVI daj Thl S WI | | Trusmd;‘:n:innef::: 1|—— Test Conneckion

change the remaining sdrin Passwrd

data source headings

as required for this DeeteRern g
data type Record: LI;”—I Fo[en ek | BB L] of 3
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e. When connecting to a Microsoft Access database or Excel data, enter the UNC path to
your datafilein ‘Data Path’ (Sample: \\servername\database\data) and the database
name in the ‘File Name'. Provide Admin Logon, and Admin Password as needed for
your source database.

& NOTE: If using asourcetypeof Sl then fill in Server Name with the SQL server that
hosts your data and the database name. |A will need full access to the data so the use of
the SQL ‘sa account istypical for a SQL database. Y ou may also use the Trusted
Connection if applicable.

f. Usethe Test Connection button to test the ability for A to connect to your data. YOU
MUST GET A SUCCESSFUL CONNECTION FOR INFO-ALERT TO WORK
PROPERLY.

& NOTE: You should create a‘Data Source’ record for every database that I1A will use.

Report Setup:

g. After you have al data sources configured, exit the Data Source form to return to the
‘Configuration Options Menu’ . Choose ‘ Report Groups' to show the pre-configured
reports.

h. Usethe pull-down on the Printer column to choose an actual printer from thelist. (See
the * Configuration Options’ section of this manual for more details).

Activation:
i. If youdid not activate Info-Alert during the installation process, you have a 30-day
grace period and can activate later. Y ou can use the * Configuration Options',
‘Activation’ option from the menu to officially activate your Info-Alert installation.

Administrative Info:
j. From the *Configuration Options Menu’ choose ‘ Administrative Info’ to allow for
various Admin tasks and setups.
k. Click the Email Setup tab and enter the name or I P address of your in-house SMTP
(Email) Server. Usethe Send Test Email button to verify access. Seethe*Configure
Options’ section of this manual for more details.

W NOTE: For detailed Activation, Email and Fax setup steps see the ‘ Configuration
Options' section of this manual.

I. Click the Misc tab and choose the Clear Flags button only when you need to clear the
logs, history and ‘ Take Action’ data. This utility is handy for troubleshooting and
testing the Info-Alert Server application and would typically be used only for this
purpose.
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Alerts Tab:
m. From the Main Menu
choose ‘Alerts -

S| Map: IASampleMDB  Alert: SO0001
Alerts Descriptionl SCheduIal Critelia!NDtily' Actions'

Administrator’s Guide

=101

|+

|A\ert For invoices past due by x days

|Customars wha have not made a purchase in x days

3 J 1]
/AI\I ert’s %I eCt MapID |lASampleMDE 'I I~ Active Only
A erts to VI elv a Sel MapID =l=l  Alert ==l Category =l=I Description =i=i
current ||§ Of > l7|m5amp\eMDB |soooo1 |Sample
aVa| | abl e al el’tS rlIASamp\eMDB |500002 |Sample
I~ |IASamp\eMDB |500003 |Sample

n. Select the appropriate
‘Map Id" and review
the list to select an
alert that might fit
your business needs
by placing a Check in

Reset | Preview Alert |

|Customars who have a balance greater than X

the box to the left of

the Alert. Thiswill set thisalert for processing by the Info-Alert Server. Un-checking
this‘Select’ column will placethisalertin a‘Preview’ only state but will retain any

setup parameters you might have set.

W TIP: Click the‘Sel’ heading to sort by ‘ Checked’ derts. Sort the other columns as
desired by using the ‘Up/Down’ arrows at the top of the needed column.

Description Tab:

0. Usethistab to view adetailed description of every aert. You can also see what date

and time this alert had last run.

Preview Alerts - (Manually Run and Test Alerts):
p. Click the Preview Alert button from the *Alerts' tab to launch the ‘Alert Test Wizard'.
Fill-in the needed parametersto test this alert for connectivity and access to your

selected data.
E= so0001, Alert for invoices past due by x days x|

[ata Source ICPU - I Sample Data

Select &l [
Account 1d |ALL

Fram Thiu

JrL

Invoices Past » days ISD

Action | |SamDunn hd

Records

N et IShow Hecordsl Reset ||— Queus | E|

g. Select the Run Alert button
and wait for the ‘ Data
Generated’ message.
Choose the Show Records
button to preview and print
if desired.

r. 'You may now continue
with the following steps to
set this alert with the same
criteriato run automatically
based on your Info-Alert
Server Scheduler.

S. Usethe'Queue button to quickly moveto the * Submit Actions' form where you can
view the queue for any Action emails or faxes that were generated in your test.

(Rev. 3.2.9)
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ReaDY To CoNFIGURE YOUR ALERTS

Alert Setup
Schedule Tab:
a. Usethe Schedule tab to set how often you would like this aert to run.
b. Select the amount =10l
of time you want to [t | besiston e [Greiototy | actors|
pass before being
al er ted on the same schedule Frequency —— Daily Marithly Start
recordusingtheDo | 70| Tom DT e
w dIaIOg ' Manthly € Last Day OF Manth s [
bOX' : :n:al:ne o e Mon Tue Wed Thu Fri  Sab  Sun DO_nTt raéﬂotlfv
c. Select the actual Mg B F R F T ITMI%
days of the week -
and frequency you
would like to be
alerted ona

particular alert. EXAMPLE: Y ou have an alert that would meet your needs but only
wanted it to run every Friday.

Criteria/Notify Tab:

d. Fromthe‘Select Alerts' screen, click the check box next to the alert you just tested
which will select this alert to run automatically and allow for further configuration.

e. Select the RI=TE
Criteria/Notify tab to [ Bets | Dstion| schece Gt [aions]
Set one or more Select Al [F - T Indlvidual ID's
SpeCIfIC pararneter Account Id [aLC [ALL "
Groupsthat this alert
will use to provide
notification to those e I —
persons you choose. S —
f. Here1 yOU are ableto Tigeia: | Seq[ T DataSowce [SAM <] ActionlD [SamDunn =] NakFication
provide multiple sets recorts 1L [T s Dolsslen]  of 8

of criteriato aert on.
Our example * Selects
All" customers using alert SO0001. Y ou can change the fields used for criteria by
using the ‘Alert Field Selections' option on the ‘ Configure Options' menu. (Y ou may
also choose specific customers using the ‘Individual 1D’S' area)

g. Enter number of days ‘Invoices Past x Days' to further limit your criteria.

h. Select aData Source from the drop down based on the * Data Sources' you setup
previoudly in this guide to be used as the source of datafor this Alert.

& NOTE: You must make entries in both the ‘ Invoices past x days and ‘ Data Source’ to
complete avalid alert setup.
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Notification Screen:

i. Choosethe
Notification button to
setup how and who
will be notified of this
specific alert.

j.  If your environment
provides an available
email server, enter an
email 1D of those you
want notified of this
aert by email.

Administrator’s Guide

B=| 500001, Alert for invoices past due by x days - Group: i =] B
E-Mail IDs For MNotification Alert  Attach Action
Jlme@sample.com ﬂ F - ~F 4 P
» hdl I 2 R EN
— 50
=
Report 1D Report Heading
P |&dmin ;l Administrative Feport ) e —
Bl o A J=
-
Event ID Event Descripkion
ﬂ ;I Max Records
¥

k. For aprinted output of the alert enter areport 1D from the drop down list that was
previously setup in the ‘ Configuration Options', ‘ Define Reports’ to point to a

particular printer.

I. Choosea‘Max Records amount to limit the number of records that show up on your
output. Thisentry will prevent the potential for a‘run-away’ notification in the event
of non-specific alert criteria

& NOTE: ‘Event ID’ isfor advanced users and is explained later in this manual.

m. Close the Notification form and setup any additional criteria Groups for this same
alert. These additional groups will show as multiple records or sequences for the same
alert onthe ‘Alert Setup’ screen. When finished, return to the * Select Alerts' screen
and choose any additional alerts following these same stepsto setup.

Actions T ab:

n. UsetheActions Tab as
aquick way to view
and manage any
actions that may be
associated with a
particular alert. As
alwayswith 1A, you
can ‘drill down’ when
you see the blue
background within a
field just as you see

BE Map: IASampleMDB  Alert: S00001

=10l

Alerts | Descriptinnl Schedulel CriteriaMotify  Actions I

Ackion I Description

Email Fax Interactive

E|SamDunn

|Sample Dunning Ackion

[

here with the *Action Id’. The grayed check boxes are shown for a quick status of the
email or fax settings in a particular action and the ‘ Interactive’ check box can be used
to actually update the action directly from this screen. This tab will come in handy

during initial testing and setup of your alert actions.
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Info-Alert isnow ready:

& You are now ready to close al Info-Alert forms, sit back and get ready to take better
control of your business! Y our alertswill begin appearing based on the time you set
the *Alert Scheduler’ to run and on your specific criteria setup in your individual
aerts.

IMPORTANT:

In addition to the individual alert scheduling completed above, you will need to
set up a“ Scheduled Task’ to run the Info-Alert Server using your operating
systemstask scheduler. The ‘Scheduled Task’ utility can be found in the
following locations based upon your computers operating system:

WindowsNT4 - Click on ‘My Computer and select * Scheduled Tasks' .
Windows 2000\X P\2003 - Click on * Start-Settings-Control Panel’ select * Scheduled Tasks'.

Follow the prompts from the * Add Schedule Task’ wizard and when asked which program to
run, use the browse button to locate the ‘InfoAlertSvr.ade’ file from your Info-Alert install
directory, (Typicaly C:\Program Files\InfoAlert). When asked for scheduling information,
choose ‘Daily’ and select atime of day, or multiple times a day, depending on when you
would like the Info-Alert Server to process your selected alerts, (Typically set to 10:30 pm or
atime of day with minimal activity, but can also be set to run frequently throughout the day).
Provide a username and password with local administrative rights.

This step needs to be done on the machinethat isrunning the I nfo-Alert server
(InfoAlertsvr.ade), only.
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Configuration Options

MAIN MENU - ‘Configuration Options

Report Setup:

After you have al your data sources configured, exit the Data Source Properties form to
return to the ‘ Configuration Options Menu’ . Choose ‘ Report Groups' to show the pre-
configured reports.

I=TEq

Use the pull-down on the
Printer Col umn ‘to Choo% an TI::p.nn Id I':;s?riptinm’HHeading l[:r%l{gnr;tarl} - _I 12

. . min Iministiative Report < efault ~| D
mtual prl nter from the Ilg' |f _|Sa\es |Sa|es Repart ml{Delaull} ;I il
aprinter you wish to usedoes | | [Fanage =l [oem =
not show on thislist, you Al l F = =1 o]
must use the Windows
Printers folder to add the
required shared printer to L
Windows which in turn will e [T T =
make it available to Info-
Alert.

Note: Report Groups can only be configured from your server install of Info-Alert, any
remote clientswill not have accessto thisinformation for maintenance.

Exit the ‘Report Groups' form to return to the * Configuration Options Menu'.

Alert Categories:
Usethe *Alert Categories' function to add or change categories used to group alerts.
Categories allow you to display your aerts by logical groups when selecting or configuring.

You can hide alertswithin a =10lx|
given category if you are not Map 1D [IASamRENDE ] Serple Access Database

using those alertsin your

business. Check them Category Description App Hide 4|
checkbox for the groups you S &

wish to hide then press the

Update button.

Reverse the process to unhide
alert groups.

Ll

Y ou can add additional alert | L
categories or change existing
descriptions at any time.
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Alert Descriptions:

Y ou can change an alerts assigned category or adjust the summary description by using the
‘Alert Descriptions' function found under the ‘ Alerts’ menu. The summary description is
used to identify an alert throughout the application.

-lo/x]
Map D |lASampletDE 'I Sample Access Databaze

General I Misz |

Alert D |5 00001

Category |Sample -

Descrption |Alert for invoices past due by = days

Information |This slert will notify you when invoices are still open
beyvond the selected number of days.

Zero balance invoices and credits will not be included

Hide [~

Delete Alert |
Record: 14 4 | 1 _r DI|>*|‘3 ’!,l of 3

A detailed description can be assigned to each aert to better describe how it should be used.
Enter or change thisinformation at any time to provide additional information to the user.

& TIP: The MISC tab can be used in the same way as the Schedule tab on the ‘ Alert Setup’
screen.

To hideindividual aerts you may check the Hide checkbox on this screen. Note: To hide
groups of alerts usethe ‘ Alert Categories function shown above.

To delete an alert use the Delete Alert button on this screen. Note: All configuration
information attached to this alert will be deleted.
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Alert Field Selections:
This function allows you to change the fields and/or field headings used to set alert criteria.
For example in the screen that follows aert SO0001 provides for an * Account I1d” selection

when you configure your alert.

B9 Alert Field Selections i ] 3]
MapID [IASampletdDE < | Sample Access Database
Alert [D Ei iiiﬁ ~ | Alert for invaices past due by » daps
Field Id Heading
Frimary |&ccountld I~ | |&ccourt I
Secondary o |
Individual g 3|
Logic Heading 1) [Irvoices Past » days
Logic Heading 2
B
W NOTE: User defined fields
B Map: IASampleMDB  Alert: € 00001 aIIOW ou tO Confl ure a|ats
Alerts I Dascriplionl Schedule  QiteriadNotify | Actions y ) g |
to meet your unique business
Select Al |7 = Ty Individual ID's needs.
Accunt Id [ALL JALL
d
I Invoices Past & days |EU i:

Group Heading |Grnup Pask 30

Seu.l 1 Data Source |54k | Action D ISamDunn 'I NDtlFlcatanl
Record: 14| 4 II 1 » IDIID* (3| of 1

If you do not use ‘ Account Id’ in your business you may change the selection criteriato
another field from your database, for example ‘ Distribution Code’. The Headings entered
here will show on the criteria screen of your alert as shown above.
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Data Sour ces:
Data sources are used to provide Info-Alert information on the source of the data it will alert
on. Since Info-Alert can be pointed to many types of data it needs to know whereit’s located

and how to make a 0]
connection.
Data Source Id |54
Data Sou rce I d Mame |Sample Data Saurce
Enter al to 3 character ID Data Map 1d [lASAmPLEMDD =]
. H H . Source Type [M2 'I M3 Access Jeb 4.0
that WI | | unl quel y I der]tl fy Data Path |C:\Program Files\Infoalert!, _I
this source.
File Mame W _I
N ame: Trusted Connection [~
. . . Adrin Login 1— ‘st Connection
Enter a description for this P E—
source of data.
Delete Record

_Dete Record | ¥

Data Map |d Record: | ([[T 1 v [ei[ek|@@[rr]of 3

Using the pull down arrow select a Data Map that is used with this source of data.

A DataMap is created for each type of database that you will use with Info-Alert. It defines
the structure of the data, i.e. tables and fields that are available for alerts. If the source of the
data you are connecting to is one of the pre-defined packages there will be a data map already
defined, otherwise a custom data map can be created with the Info-Alert “ Tool Kit” program.

Source Type:

From the pull down arrow select the type of data you will be connecting to with this data
source, “MS SQL Server”, “MS Access’, “MS Excel”, etc. If you don’t see the type of data
displayed in the pull down box you can select “DS” to point to a DSN that was set up on your
workstation with Microsoft’ s administrative tools.

& NOTE: Since different types of data require unique information, the fields and headings
that follow the Source Type will change based on the type entered. The followingis
based on a M S Access data source.

Data Path:
Enter the file path of the MS Access database.

File Name:
Enter the database name that holds your source data.

Trusted Connection:

For SQL Server connections use the trusted connection check box if your SQL security model
IS set to trust your operating system logins. Y ou will not be required to enter an admin login
or password.

Admin Login:
If you are using SQL Server security, enter an administrative login.
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Admin Password:
If you are using SQL Server security, enter an administrative password.

Use the Test Connection button to verify that you can connect to the data source.

& NOTE: Youmust be ableto create a successful connection to your data source prior to
using it in any other Info-Alert function.

Administrative | nfor mation:

The *Administrative Information’” screen allows you to configure various options used during
alert processing. Please review the following configuration options prior to making any
changesto the default settings.

‘GENERAL’ TAB:

&= Administrative Information |
Activity Log Tracking:
Thl S %ttl ng IS uwj tO Activity Log Tracking |_2 0-None, 1=Narmal, 2=Support.
i der]tl fy the I a/el of detal I Defaulk Data Map W Sample Access Database
A B Suggestions Email

that Wi | | be WIl tten tO the Adrmin Ernail Taadrmin@sample. com
ACthlty Log and g.]ow up Admin Printer {Default} ;I

™ Admin Fax E55-5673
on the Activity Report.
Normelly you would want R ::::% 7

1 woyn emave Alerk History For records alder than 5y's
tO |eave thl S m a 2 to : * tR:m;v:Fax log Files older Ehan ?g gazs
track the most detail.

14 Database! OPTIZB00AYINFOALERT - Infoslert

Each time the Info-Alert
server program runs automatically it will create entriesin the Activity Log identifying alerts
that ran and records produced. Y ou can review the Activity Log after activating new alertsto
verify they were included in the most recent processing.

Default Data Map:
The default data map tells Info-Alert what set of alertsto display as adefault when scheduling
and configuring.

Suggestions Email:

Thisentry isfor an email address that suggestions will be emailed to if any are created.
Suggestions may be entered using the * Alert Suggestions’ option under the * Configure
Options’ menu. New suggestions for product enhancements or additional alerts that you
would like to see will be sent to the “ Suggestions Email Address’ during the next automated
server process. The default isinfo@infoalert.com.

Admin Email:
Thisentry isfor an email address that Info-Alert will use to send administrative alerts that
pertain to Info-Alert processing.
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Admin Printer & Admin Fax:
These entries are for adefault printer and/or fax number that Info-Alert will use to print
administrative alerts that pertain to Info-Alert processing.

Automatic Purge Functions:

Info-Alert uses the automatic purge settings to keep its logs and history files clean. Use the
default settings or adjust to keep additional history. Alert History must be held for at least 90
daysto allow for alert re-notify functions.

"EMAIL SETUP” TAB: £

General  Email Setup |Fax setup | Misc |

Use the Email Setup tab to

prOVI de I nf O'A | ert WI th W Use Local Email Server (Such as M3 Exchangs) Server Mame or IP Address |serversbs
settings required to point to
. I™ Use Remate Emal Server (Such as outside Internet Service Provider - 15P)

your email server.

I~ 15F Requires a Relay Ssrver Oukgaing (SMTP) Server From your ISP

I™ I5F Requires Relay Server User
Disable Email: Authertication il
Check thl S bOX to dl %‘bl e the I~ 15F Requires PGPS Authentication Incoming mail server(POP3)

X . Frior to sending email User
email generation of aerts. —
Use this checkbox if you do : _

Send Test Ermail | Other Settings... | EI

not have email capability or if
your email server is not
available for any length of time. This checkbox is checked by default

Local Email Server:
Enter an SMTP server name or | P address for your local email server.

Remote Email Server:

Use the other options to configure a“Remote Email Server” using required authentication per
your ISP. Using this transport, aways start off by using the least amount of info as possible.
Example: Put acheck in the *Use Remote Email server..” areaand run the * Test Email’
utility. If thisis successful, you are done. If not, you can then add in the name of your
‘outgoing mail’ server and test again. Keep adding the required info until you are ableto

SUCCGSSf U| Iy t%t. EE Admin Email Other Settings x|
. Defauits | piagnostic |
Other Settings:
Use the Defaults tab to set avalid email address to be used by ot o
Info-Alert asa‘From’ address. Usethe ‘Subject’ line, if e F g cefl o o
desired, as you would any other email message. e
¥ Forward Failed emails to admin email 10 (remots)
& NOTE: A valid‘From' addressisrequired now by many

mail serversto help protect against Spam.
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Send Test Email:
i X
Always test your email e, =
. . Eneral mall Setu 33 Setup isc
settings after making any

. [ Disable Em( .
changes or adjustments. BE restEmai N
Enter aknown good email W UseLocalE

Enter a valid email address below then press send

addl’eSS tha Can be ew |y [0 s ta check Far praper service,
£ Ernail I |va||daccnt@sam le.com —
Verlfl ed If there are F ZE :equ\rc Atkachment [~ ;”C:'I,Pr:;ram Files\Infodlert)IAF axtest. htm —
problems, use the anes 0T |
troubleshooting check boxes | ... ] | ——
to allow for an attachment to s —
. . 'ASSWO l—
be sent with the test mail or e
for there to be no text %nt |n Send Test Email Other Settings. . | E
the email body.
‘FAX SETUP’ TAB:
-2 Admiistrative Infrmton l il Thl S tab al |0WS for the %tup and
General | Email setup  Fax 3etup IM\sc -
testing of Info-Alerts Fax
- o Utility, which isinstalled by
High Resolution I . .
Create Fax Printer 555578 mebar of Retries [0 default with IA. This Fax
e | o] Lol eaco IE Utility isNOT installed with the
| Pase Tine 110y [T ‘IA Client Only’ option and
e must be administered from the
Date |T|me |F‘ages |Pages Selﬁemotelqstatus |Speed |Heso|ut\o||Durat|on |Hang IA %rver
‘ »
|
Choose the " Modem Devices x
button to find and set the fax
modem. Current Devices Refresh Devices
1. Usethe‘Auto Detect Comm  Description it Dbt
button to have IA 3 Class 1 Modem on Port 3 - |
automatically detect Remove
your fax modem Add Device
2. Usethe'Port’ areato
manually input which it
port the fax modem is
using and then choose [L¢|
‘Add Device' to

manually add the fax modem to the list. Y ou may have more than one modem
installed on your computer but only the ones shown herein the list will be available
for Info-Alert faxing.
If you can’t auto detect or manually add a fax modem here you will be unableto utilize
faxing within Info-Alert.
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‘MISC' TAB:
2 Thistab allows for other
General | Email Setup | Fax Setup  Misc . .
i el | miscellaneous options that Info-
Other Options Alert will use.
Clear Flags IForce Lagin | Data Maps
¥ Group Alert Reports
¥ @roup Alert Emails i~ Change IA Password . .
™ Use Admin Email ID and Fax Mumber (test mode) oldPassward [ For exaijl e If you are tes“ ng a
¥ Print Criteria on Alert Motification Mew Password [ nENN al ert and need tO run |t
[~ Send Alert Emails as Plain Text Canfitrn Mew mul tl pl e tl mes you Wl I I Want to
Setpasuord | clear the activity logs between
Template Pgm IInFonlertTpI.adp Data Yersion [5.2.a 01 runnl ng al erts wi th the : CI %r
Preview Pam fexplarer.cxe Last Updlate [12/16/2005 Fl ags’ button. Thisisver Yy
|| handy during your initial alert
setup testing.
Group Alert Reports:

This checkbox should be checked to group multiple alerts for an individual onto one report. If
this box is unchecked an individual report will be printed for each aert. This checkbox is
checked by default.

Group Alert Emails:

This checkbox should be checked to group multiple alertsto an individual onto one email. If
this box is unchecked an individual email will be sent for each alert. This checkbox is
checked by default.

Use admin email and fax:

Use this option to override any email or fax ID’s generated in action output. All emails
and/or faxes will be directed to the designated ‘admin’ address or admin fax number while
testing your action outputs. Always uncheck this option when you are ready to run ‘live'.

Print Criteria on Alert Notification:
This option will alow for the printing of your alert criteriaon alert notifications. This may or
may not be used, based on your personal preferences.

Send Alert Emails as Plain Text:
This option will allow for sending the alert emailsin a‘plain text’ format if you have
recipients that are unable to open thefilesin |A’s other formats.

Clear Flags:
The Clear Flags button is used to clear aert history, pending emails, and reset error and
activity logs. This function should only be use for testing purposes.

Force Login:
Use this button to force alogin screen when opening the A Manager after you have selected
to ‘Save’ alogin authentication during the logon process.
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Data Maps:
Use this button to quickly open the ‘ Data Maps' screen allowing for review or adjustments.

Change 1A Password:

Use this section to change the Info-Alert entry password. Info-Alert must have a password set
for proper operation. DO NOT change the password using other SQL utilities.

- Enter the existing password, a new password, then confirm the new password.

- Pressthe Set Password button to make the change permanent.

Template Pgm:
Enter the name of the database that I A will use when looking for your templates. Typically
and by default thiswill be the ‘InfoAlertTpl.adp’ fileinstaled with Info-Alert.

Preview Pgm:
Enter here the name and path of the application that you want 1A to use when previewing. By
default 1A is set to use Microsoft’ s Internet Explorer (explorer.exe) located in its default path.

Alert Suggestions:

Use the Alert Suggestions function to make recommendations for new pre-defined alerts that
you would like to see included with Info-Alert. Y ou can either print out the suggestionsto be
mailed or faxed or you can check the Automatically Email This Suggestion checkbox to have

it emailed. x
Enter a deg:rl ptl On Of your Suggestion For a new alert: Automatically email this suggestion [~
suggestion in the Suggestion :|
for a new alert box. Include Enter "Optional Cortact Information
your name, phone or emalil if e
you like. Use the Print ot
Suggestion button for a print
out or check the automatic Pe e DR emeld
email box. | |
K
_ oete | _prit suggestion | |
Record: 14| < [[T 1 e [mpxlem|r]of 1t

If you check the Automatically email this suggestion box this suggestion will be emailed
during your next automatic server function.

& NOTE: The email address that suggestions are emailed to is set up in the ‘ Administrative
Info’ under ‘configuration Options'. The default email addressis info@infoal ert.com.
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Activation:

Info-Alert must be activated to use in one of its three modes, “Introductory Edition”,
“Evaluation Edition” or “Full Edition”. Once the programs are installed you will have the
ability to run the ‘Activation’ program.

& NOTE: Upon completion of the Info-Alert installation, you will have unrestricted use of
IA ina‘Temporary Edition’ mode for a period of 30 days, after which you will be locked
out until properly activated in one of the three modes described above.

L An Install ID will automatically
Info-Alert has been successfully installed. be generated
After installing Info-Alert you rust receive an Activation |0 to use the product beyond the expiration date shown in
the status screen. Please follow the steps below for activation.
1} Press the "Company Information™ buttan below, fill in the requested info, use the"Print'* or "Preview” button Pr the Com panv I nfo rmatlon
belov to print this form ten fas to your reseller. button tO enter your Company
2} Once youreceive an "Activation ID" run this program again from the "Configure' menu then . g . .
enter the 10 in the field shown below and press the "Activate" button. $&I fl C | nformatl On
Installation 1D 0= Leter O Activation ID
[7o1z6s [oz6e4a [ osieog ) = (Muiiley 2eim
1 = Nurnber one
Compaty Irformation I SleEr ] Activate
Frint Preview | Status |

Print the Product Registration Form and fax back to your Info-Alert Reseller. Y ou will
receive areturn fax with an “Activation ID” on it. Enter the Activation ID in the provided
fields then press the Activate button. (Remember, you have full accessto I A for 30 days
upon installation)

One activeted, you can x
Verlfy proper activation by Info-Alert reguires ackivation within (257 days or it will discontinue functioning.
pl’ ng the Status button. Flease use the <Activationz option Found on the Configure Menu to ackivate,

Y ou should receive a screen

similar to the one shown

here. Activation Type Active Expires

Intraductary Edikion Ij
Evaluation Wersion lj
Full &ctivation IE 6!1;2004
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Import WFI File:

A ‘Work Flow Intelligence’ file can be imported at any time using this menu selection.
Please see the *WFI Creation and Import’ section of this manual for details on the creation of
aWFI file. A WFI file holds alert logic, actions and events that are particular to agiven
database or application.

1) Browseto thelocation

of your WH! Rile If -l
prOVided by your W File [C:\Program Fies\InfoAlert\TATransfer| [ASample i
software vender the PRI Import  Status
WFI file could beon a e s 7
separate CD or floppy. PR o
After selecting, verify soredporeares [
its description.
Map I [[ASampleMDE Created [4/23/2004 Impork WFT
2) Select the Import WFI Versen [30.2 Run <P | JF"E
@ button to start the Set default map after import ¥
import process. status: |

3) View the import process status in the lower |eft of the form and press OK to the
“Successful” message when complete.

4) Your aert package or “Work Flow Intelligence” package should now be ready for
setup and usein the “Alert Manager”. Configure and use it as you would any other
aerts.
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MAIN MENU - *Actions and Events
Actions can be configured to 1ol
apply additional formatting to _ I
returned alert data. For i A Y [

Alert 1D ||nnnm - Description |Euslnmer Retention Follow-up Email & Excel File

example data returned from an

alert can be re-formatted then e il kot

. " Cieate Excel  © Email Existing File .
faxed or emailed to customers, & Conodtl € Noro ¥ Emai Icivilal
vendors or employees. ASCI| € Ciose Acoess _Fleoptor | I Fesindiie
Or EXCGI fl | % Can al SO be Advanced | Output Fields | Attach Text | Design Email | Design Fax

created and emailed.

File Directory |C.\ Be File Mame Ilesl.xls
Execute Program | Stared Procedure [

Delete | Mew

& NOTE: Please seethe
‘Take Action Examples' section elsewhere in this document for an actual example.

W TIP: Usethe ‘binoculars at the top of the ‘ Configure Actions’ screen to easily search
for all the actions that are configured inany ‘Map Id’.

Design Email Setup:

Email formats for Alert Actions may be individually designed for maximum effectiveness.
Action emails may be sent to customers, vendors, employees, prospects, etc., who have email
ID’sheld in your database.

BE Design Email - Alert: S00001, SamDunn = Ellil

Email To IEmaiI 'I ™ Disable Email To

Format

Group By |Name vI Email Fram | Addr 1D [MAIN - _I Logo @

Subject |Dutstanding Invaices ml
Header Add Field I hd

Ta: [thlCustinfo.Mame] - Attn: Accounts Papable . .

From: Independent Computer Services Format | gl ﬂ NOTE: Various Optl ons, as
Dot addFed =] described below, are available
Invoicesbe [thiDetal |nvoiceMumn] </ dated [From SGLInvDate] has a balance of tO hel p W|th the emall |ay0ut.

[From SOL.SumOamaunt] . Farmat I EI
Footer

Please reply ta this email with the status of payment for the invoices] shown abave or call Farmat ,O

our office at [714]555-1234 with any questions regarding the above information _I _I

- Freview
| Send fs ¢ PanTed o HTML | O Te:"'atel - [ Fem |
ormat I - E“J
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Email To:

The Email To field is pulled from the database associated with the alert you are generating.
For example in the action shown above an A/R Dunning message will be emailed to the email
ID held in the customer record of those customers with past due invoices.

Group By:
Use the pull down to enter avalid field name with which to group the email output. This
allows Info-Alert to keep al records for a given customer, order, vendor, etc together.

Subject:
Enter the subject line you want on the email sent by this action.

Addr ID:
Y ou can include your company name and address on your emails. Select an address that has
been setup already or double click the Address ID field to run the maintenance function.

. |
Y ou can create multiple
address records if you would
like to use different company e hone [
names on separate action A 1 S
. Addr 2
Emal | S. City l_l Email ID
M

If you are using a Logo enter
an http path in the “Logo
F| I e” fl el d' Loga File |http:,l’,l’samQQ.cnmjimagesiZDDSsamlngn.hmp _I |

Delete Record EI

Record: I<| 1 ”—1 3 |>I |He Ql’!..l of 1

Disable Email To:

Use this check box to keep an action from being sent to an email address with in your current
data source. Thisisnormally used when you want to specify unique email 1D’ s that should
receive the action.

Email From:

Use the Email From button to assign a“From” line to the specific emails sent with this Action
ID. A default from linewill be used if thisfield isleft blank.

=

Email From
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& NOTE: Thisfunctionisuseful if you want to make sure replies to your emails are sent to
a specific person.

Header:
Enter the text you would like to see in the header portion of your email. Thistext will print
just under your logo and company information, (if an Address ID was used).

Use the zoom button, El to enlarge the text area when you are entering or editing text. It will
provide you an expanded version of the text box as shown in the following screen.

& NOTE: Thetextinsidethe [z x|
brackets shown in this
example will be replaced il
To: [tblarCust, Cuskh ] - Atktn: A ks Pavabl
by aCtual datafrom your FrDu:-m: Inu;e:an;wst C?:-TnT:uter Sgrviu:c;snun TR
database. In this case the A
Re: Status of unpaid invoices.
customers name.
The invoices shown below are skill unpaid bevond our agreed upon terms, Please
YOU can use the Add Fleld pUl | indicate the status of payment for these invoices in an email reply as soon as possible,
down to add fl el dS that are Thank yvou for wour prampt akkention,
available with this alert.
=]

Format:

The Format button allows you to assign various format properties to the section of text you
are working on. For example if you would like the Header portion in alarger font or centered
vs. left justified just enter the appropriate parameters.

B Format Properties x|

| Campary |

Alignment —

e & NOTE: Someformatting optionswill
o Left! i . -

Left S . not apply to emails sent in text mode vs.
" Certer Bold [ HTML. Please run a“Preview” to verify
 Right Fant Size |_14 the format of your email.

B
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Detail:

Use this field to show the wording and data fields you would like the body of your email or
fax to use. Asan example: Invoice [tbiDetail.InvoiceNum] dated [From SQL.InvDate] has
abalance of [From SBL.SumOfAmount] , where all of the‘[ ]’ variables are provided in the
‘Add Field’ drop downs and will be filled in with actual data from your data source upon the
running of thisaction. Usethe‘Format’ and ‘ Spyglass buttons as detailed in the above
‘Header’ description.

Footer:

Similar to the ‘Header’ and ‘ Detail’ fields, this area allows for awrap up of your email or fax,
such as. ‘Thank you for your quick response to this issue and please respond to this email
with a status of your payment.” Use the ‘Format’ and ‘ Spyglass' buttons as detailed in the
above ‘Header’ description.

Send As:
Indicate how you would like the output of your email or fax to be formatted, using ‘Plain
Text’ or amore graphical ‘HTML’ format.

Use Template:

This option allows for avery versatile and creative way for you to send an action using a
template you have created within MS Access. This template could be avirtual copy of an
actua Invoice, Order Acknowledgements, etc, from your accounting software that when used
with an action could allow for the automation of sending such documents to your customers.
Asan example: A replicatemplate of your accounting software’s * Order Acknowledgments
could be created and then pointed to during appropriate alert and action to email your
customer an order acknowledgment every time an order was entered into your accounting
software.

UsethelA Tool Kit ‘Build Alerts utility to manage templates. Here you will be able to Edit
existing, Copy existing or create your own template using Microsoft Access. See the ‘ Tool
Kit’ section of this manual for more details on managing IA templates.

& NOTE: There are many uses for templates during an action and thisis a great place to be
creative.

Format:
Enter the desired output format of your template, using ‘ Snap Shot’, ‘Rich Text’ or ‘HTML’.
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Press the Preview button to view your output. The preview will display the sample in your
MS Explorer application to better illustrate what the completed email will ook like.

43 1A Preview - Microsoft Internet Explorer

([

Flle Edit Wiew Favorites Tools Help

L]
G

€ LLIRA <) B \j IELI _;\l ‘ /- ) Search ‘:\7’ Favarites wMedia 6‘-‘:

Address I@ CiYProgram Files\InfoalertiIaActionFilesi IaHmTemp. htm

B |Links ”|@ -

Sample Company, Inc.

Tao: [thlCustInfo Name] - Attn: Accounts Payable
From: Independent Computer Services

Re: Status of unpaid mvoices.

these mvoices m an email reply as soon as possible.

Thank you for yow prompt attention.

1234 with any quesiions regarding the above information.

Thank You

The mvoices shown below are still unpaid beyond owr agreed upon terms. Please indicate the status of payment for

Invoice [thiDetail. InvoiceMNwn] dated [From 3QL InvDate] has a balance of [From SQL. SumOfdmount] .

Please reply ta this email with the status of payment for the invoice(s) shown above or call our affice at {714) 555-

El

[

|£j Done

T ey,

Action Exceptions:

‘Action Exceptions’ are used to suppress the sending of emails or faxesto certain ID’s. You
can identify customers, vendors or others that you do not wish included when automatically

sending emails or faxes.

x
Type Fax or Email ID Al Alert 10 Action ID Re-Activate
_’ I? |wEngIe@comset.cDm 4 I | I | I
A | =l =l

L]

Record: 14 4[] T v e |ps]e|rn] of 1

Purge InActive Records El_ﬂ-

Type:

Enter an ‘E’ for email or ‘F for
fax to identify the type of ID
you want to suppress.

Fax or Email ID:
Enter the fax number or email
address to suppress

All:

Use this checkbox to tell Info-
Alert to suppress this ID for all
aerts.
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Alert ID:
Enter an alert ID if you want to suppress this ID only for agiven alert.

Action ID:
Enter an Action ID if you want to suppress this 1D only for a given action.

& NOTE: Be sure to uncheck the All check box otherwise it will override the other settings.

Re-Activate:

If you would like to suppress sending to a specific Email or Fax ID for a certain amount of
time enter adate in the Re-Activate field telling Info-Alert when to continue sending alerts to
thisID. This can be used if you want to suppress sending A/R Dunning notices to a customer
while you work with them.

D:
Use the D (Detail) button if you wish to enter anote indicating why thisID isbeing
suppressed. Pressing the D button will bring up the following form.

]

Exception Hote Action Exception Notes

i

Purge InActive Records:
Use the Purge InActive Records button to delete records that have gone past their reactivate
date.

Action Alternates:
The *Action Alternates screen allows for the ability to indicate an alternate action email or
fax address from the one that islisted within your data. Let’s say that the email addressin

your database is for a 5
partl CUI ar Cl I er]t that you Type Fax or Email ID Alcernate 1D Al alert 1D Action 10

Wanted to Send a dunnl ng € [ohrQ@sampieca. com [eR@sampleCo. com [Mioooiz =] ponn =] =l
action erna” to’ (USI ng a|ert TIEIinFn@sampleCn.cnm :Cnntrnller@sampleCn‘cnm IIZ: j: j
‘100012" with ‘Dunn’ Action i

ID), was the owner

JohnQ@sampleco.com, but

you want the dunning letters to

instead be emailed to the AP

dept head at L
AP@sampleco.com. The first Record: 14] 4|7 il e]oslp of 3 -
record of the sample shown g

would accomplish this.
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Type:
Enter an‘E’ for email or ‘F for fax to identify the type of ID you want to use.

Fax or Email ID:
Enter the fax number or email address to replace.

Alternate ID:
Enter the fax number or email address to be used instead.

All:
Use this checkbox to tell Info-Alert to replace thisID for al alerts.

Alert ID:
Enter an alert ID if you want to replace thisID only for agiven aert.

Action ID:
Enter an Action ID if you want to replace this ID only for a given action.

& NOTE: Be sure to uncheck the All check box otherwise it will override the other settings.

W TIP: The‘Action Alternates can also be used to send copies of Action Emailsto more
than one recipient. For example, if you would like a Sales Order acknowledgement to be
sent to your customers and a copy sent to your sales rep you could configure the * Action
Alternates' in the following way: ‘Email ID: sampleco@samco.com and ‘Alternate ID:
SO@samco.com, plusasecond record: ‘Email ID: sampleco@samco.com and
‘Alternate I1D: salesrep@,mycomp.com. In thisexample, an action email sent to
sampleco@samco.com will now go to both SO@samco.com and sal esrep@mycomp.com.

Submit Actions:
The *Submit Actions’ screen works in conjunction with the ‘ Interactive’ check box at the top
right of the * Actions Setup’ screen and provides for the ‘queuing’ of email and/or fax output
prior to sending. Thisallows
you to view thelist of

B Submit Actions x|

OthOI ng a:tl ons and Control | " Pending Emails ¢~ PendingFaxes (v Both | UnSeleck Al
whi Ch ones will be set for _Inlert D Description Action 1D Type Fax or Email ID jub'_mit -
. (00012 |Alkaos Dunn E |info@aosas,com D
OUtpuL wj ugwl Or del eted _IIDDDIZ Eet023 Cunn E [info@osas,com il r
and not sent. Checki ng the ¥ [fommiz[cemtr Bunn £ [fomosas coml o[

‘Submit’ column will flag
those action outputs to be
processed at the next Info-
Alert Server run.

[+]

record: 14] « [ E T 23 o W
Delete Al | Ermail &l | Fax Al | [I:l

Pending or Both:
Choose what type of output actions you want to view and submit, fax, email or both.
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Alert ID, Alert Description, ...:

Each record queued for output will be listed here, if action was set to ‘interactive’. Choose
the ‘Delete All’, * Submit Emails' or * Submit Faxes buttonsto globally select the required
records or manually check each record using the * Submit’ column.

‘D’

Usethe ‘D’ button to view the details of each action ready for output. Thisisaquick way of
insuring that the final output iswhat you want, otherwise you can delete it. See the following
screen example:

| File  Edit View Favortes  Tooks  Help ‘

=gl - o= - (D [3] 4| Dsearch Gravortes Pveda (4| By S 0] - 5

Address |@ C:\Pragram Files\Infoalert|IAACtionFilesiTAHtmT emp. hbm | @eo ‘ums »

ics
Sample Company, Ine.

To: Beta Dynamics Inc. - Attm: Accounts Payable
From: Sample Company, Inc.

Re: Status of unpaid invoices.
The invoices shown helow are still unpaid beyond our agreed upon terms. Flease indicate the status of payment
for these invoices in an email reply as soon as possible.
Thank you for your prompt attention.
Inveice 081000000004 dated 8/10/2002 has a balance of 563.54

Please reply to this email with the staius of payment for the invoice(s) shown above or call our office at (714) 555-
1234 with any questions regarding the above infermation.

Thank You =
4

&) pone [ [ | =y computer

Action Address:
The *Action Address’ screen provides for aternate layouts of company and address
information. For example,

you might create an Address X
ID of ‘Adrs Fax’ that would

show the full logo, company Ao A e [

name and full address; ki — i3

Another Address ID might be 2::*2 — .
Adrs_Email that would just m
show the logo and the

company name.

Logo File |http:J‘,l’samgg.com,l’\mages,l’ZUElSsamlogo.bmp | |

If alogo isto be used, enter
the file path where the fax [l o]
transport can find your logo "t el T Dabelab] o

bitmap file. Thisfile must bein BMP format. If you wish to use the logo with an email, you
will need to enter the path to the logo file available to the internet, as thisfileif left local, will
not be found remotely.
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The ‘Notification Events' screen allows for output configuration of alert results to many
different destinations, local or remote. For instance, an ‘Event’ could be set up to update the
customer comments table of your accounting datawhen Info-Alert has automatically sent a

dunning letter.

General Tab:

Event ID / Description:
Enter an appropriate name or
ID for this Event and giveit a
description.

Information:

Enter any additional
information about this event
that will help identify it from
other events.

& NOTE:

Map D IIASampIeMDB 'I Ml

Alert 1D [500001 =

General I Run Procedure I Adjust Table |

E=| Notification Events

=10l x]

Ewent 1D ISamEvent_'I b

Description |S ample Event

Information |This is & sample event that wil change the batch 1D
on any sales orders identified with alert [00007 uns.

Delete

If you have a stored procedure that will run as your event, you can configure it

using the *Run Stored Procedure’ tab. If you do not have a stored procedure, you can
manually create the event code by using the ‘ Adjust Table’ tab.

Ewvent D

Map 1D IIASampIeMDB 'I Ml

E=| Notification Events

SarmEwvent_1

=10l

Run Procedure Tab:

Alert 1D [500001 hd

_General  Run Procedure IAdiustTabIe'

Description |S ample Event

Procedure Mame |IAS ampleSP

V¥ Pass Data Source To Procedure

 Assign Mew Dala Source

Data Source ——————————————
’7(3" LUze Data Source From Alert

Data Source

ISAM 'I

Delete I

Procedure Name:
Indicate the name of the stored
procedure to be used.

Pass Data Source To
Procedure:

Check hereif you want Info-
Alert to pass a data source to

your stored procedure.

Data Source:

Choose whether this event will use the data source indicated in the associated alert or use
another data source that can be chosen in the ‘ Data Source’ pull down box.
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Adjust Table Tab: i CETE
Map 1D Wﬁl Ewent 1D |5 amEwent_1
Alert D |500007 hd Description ISampIe Ewent
Edlt ReCO rdSZ | Generall Fun Procedure Adjust Table I
$ a:t thIS Optl on If thl S wmt % Edi Records * Usge Data Source From Alert | Remote Source Adjust T able HEflEShl
WI I I be adJ u§| ng an al remy " Append Records | © Lse Remote Data Source [54M | [tbiCustinfa |
existi ng record in your remote whi Remote Field 12 Field Value Len
daI I |Account1d | |A|ertID ;” 1=
a FE [CredionFievh || =t [
P || ||
Append Records:
Choose thisoption if this -

event will be adding arecord Delets |
to your remote data.

Use Data Source From Alert and Use Remote Data Source:
Choose whether this event will use the data source indicated in the associated alert or use
another data source that can be chosen in the ‘ Remote Source’ pull down box.

Remote Source:
Indicate the data source that is configured for your remote data. This may be different from
the data source that the alert is using.

Adjust Table:
Indicate the table name in your remote data source that you wish to adjust or publish data to.
Use the ‘Refresn’ button as needed.

Whr:

Use this check box to indicate that thislineisa‘Where' clause. If thisbox isleft blank, |A
will assume that the line will be for update. Asshown in the example: The *Whr’ box is
checked indicating that the first lineisa‘Where' clause that will update the ‘ tbl Custinfo’
table ‘CreditOnFileYN’ fieldto ‘1 wherethe‘ Accountld’ in ‘tblCustinfo’ matches the
‘Accountld’ returned in the alert result.

Remote Field:
Enter afield name from the remote data that will be used in each line.

IA Field:
Select the appropriate field in the pull down that comes from the results of the associated
alert. You will not need an entry here for an update line.

Value:
Thisentry will tell 1A what to enter into the indicated datafield in the remote data source. In
the example, we are updating the ‘ CreditOnFileY N’ filed witha ‘1.

Len:
If the size of the field in your remote table is less than the amount of datafrom IA that will be
published you should enter the maximum size in the “Len” field, or an error will occur.
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| nfo-Alert Tool Kit

Info-Alert’s Tool Kit allows you to add custom alerts to pre-defined Data Maps
and configure Info-Alert to work with additional sources of data.

This section will walk you though the steps necessary to create a sample MS Access Data
Map and an Alert using the Data Map Wizard and Build Alerts functions. The Tool Kitis
installed by default in an * Evaluation’ mode and can be activated to ‘ Full’ upon purchase.

Please contact your Info-Alert reseller with any questions regarding the use of the T ool
Kit or to obtain a full activation.

A

Main Menu | Utilities | Utilities |

Data Dictionary Items Alert Fields

Reports Alert Categories
Change 14 Database
Change Default Map
Create WFI File
Impoart WFI File
Alert Descriptions

111872005 Copyright 2002-2005, Independent Computer Services, Inc. ‘Version 3.1.b

Info-Alert can connect to various data sources including MS SQL Server, MS Access, MS
Excel, and other sources where an ODBC driver has been provided for connection to
Microsoft products — (Please see “lIssues and Exceptions” at the end of this document for
further connection information).

Following is an example of how to create a new Data Map, and an aert, based on sample data
provided with your Info-Alert installation.

& NOTE: Pleaserun through the example as shown to make sure everything is working
correctly, then feel free to create additional alerts to better familiarize your self with the
capabilities of the Tool Kit.
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One of the unique benefits of using Info-Alert isthat it can be attached to many different
databases to provide automated alerts based on certain information within those databases.

To see how easy it isto connect to a new database use the sample Microsoft Access database,
(IASAMPLE.MDB), provided with Info-Alert to create a new data map and sample alert.

1. Select the‘DataMap Wizard' from the ‘ Data Dictionary’ menu.

2. Atthefollowing screentypein an ID and a description of the data you will be
attaching Info-Alert to.

EE Build Data Map
Mew Map ID IIASampIe.mdb

Descripiton |Samp|e Data Map

& NOTE:

For the purpose of this
sample, use an ID of
“IASAMPLEMDB”.
(‘IASAMPLEXLS can be
used when running the

XL S sample database).

=101

Data Source ICPU 4

Generabe Data Dickionaty

Express Setup | Custom Setup |

Tables Built

—

Cancel | Reset

& NOTE:

If you have aready ran
through this sample and
want to re-create the map
ID, you can delete the map
using the Delete Map
button found on the ‘Map
ID’s' form within the
‘DataDictionary’ Menu in
IA Tool Kit.

3. A datasourceisrequired to tell Info-Alert where your datais located and what type of
dataitis. Double Click the _Data Source field to set up anew source. If you have
already created a data source, use the pull-down to select avalid ID. Please moveto

Step 8 of this chapter.

4. Setup adatasource as -l x]
shown here. Change the
Data Path to point to the et Source 1d [
path Where you I nstal |m Mame ISampIe Drata Source
Info-Alert on your Data Map Id [IasamPLEMDE =]
. Source Type [M2 | M5 Access Jet 4.0
S}/Stern. Here you WI I | Data Path |C:\Program FilesiInfoalert) _I
find the sample database
“IA p|e MDB” A FlIeNameW |
valid Test Connection is T e ————— e
reC]UI rw tO move Admin Password
forward Delete Record EI
Record: 14 4 ”—1 b ee|enbr] of =
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& NOTE: To setup the Excel sample, use adifferent Source ID and Name, with Map 1D
“IASampleXLS’ and Source Type of ‘E1’. Then browse to the path where you installed
Info-Alert on your system, find the sample database “| ASample. MDB”.

=101 5. You will then have the
i 0 o — ability to sel ect one of
Descripiton |Samp|e Diata Map the fOl | OWI ng tWO
et Source [FT =1 methods of building

your data dictionary.
Express Setup assumes

Generake Data Dictionary

Express Setup | Cu%tom Setup | you Want a” a\/a||ab|e
— tables and fieldsin

your data source
mapped and will do
el | et | R them for you
automatically. The
Custom Setup option
allows you to control what tables and fields are mapped and alows you to assign
different headingsto tables and fieldsif desired. Y ou can choose either option. If you
choose the Express Setup option, please skip to Step 13 of this chapter.

6. If Custom setup is chosen you will see the following screens of the ‘Build Data
Dictionary’ program. This program can also be run from the menu without selecting
the ‘DataMap Wizard'. — X

- =101 x
Y ou can point to a Data
Source, such as“SAM”
tO Cre&e a daIa Map Id/sP IW Sample Map for Access MDE

. . . aka Source m ample Data Source

dictionary. Click on the i ;;Nm |m5p|—d: :S
Select Tables button to
%e What tabl% al’e ables in Data Source
aval | abl e | n the MI lozlrce Ta[;I:s Sselected F
IASAMPLE.MDB
database. saus |

Generate Fields Edit Fields Write To Dictionary

7. Pressthe Select Tables button to view the next screen.
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=0l x|
Map Id: IASampleMDE Data Source: SAM, Sample Data Source 8 gglea‘;;tagleescta[re‘e
i ey o e tables to include in your
ﬂtmg:::lnn Iﬁm g 2 map by checki ng
‘Build’ and change the
descriptions if desired.
Use the Select All
button to select all
- tables. Close the screen
- when done to return to
Select Al Clear Al Filter o the ‘Build Data

Dictionary’ screen.

9. Pressthe Generate Fields button from the ‘Build Data Dictionary’ screen to create a
temp table of fields associated with the tables you have selected.

10. When complete, select =lolx|
the Edit Fields button
- Map Id |1n5am leMDE: Data Grouy |]] ~ | [thlCustinfo

to remove the Create = i " '

fl @ On a fl el d Or Field 1d Field Mame Create

Change the name as [ 3 Inccountld Inccountld v j

e Mame I~

shown here. Todo gars faat v s oamay make

this, select a Data Iﬁ‘sz :Q‘sz ,': e
indicating that you

Group from the pull- e F ,7 o et wart

down to indicate - e v e

which table to use and Fax Fox P oo

then ‘uncheck’ any

fields not needed in gl

this map.

11. After you have changed or dropped any fields, close the edit screen and press the
Write To Dictionary button from the *Build Data Dictionary’ screen to complete the
build process.

12. Close the ‘Build Data Dictionary’ screen to continue.
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13. When finished you will have created tables, groups, and fields required for Info-Alert
to understand the data you want to be alerted on. The number shown now will
represent the number of tables built.

ES| Build Data Map i ] 5
Mew Map ID IIASampIeMDB
Descripiton |Sampla Crata Map
Data Source ISAM & I
Generate Data Dictionary ——————————————————
ExpressSetUDl Custom Setup |
Tables Built
I z
Cancel | Reset | Finish

Press the Finish button to completethe process. You are now ready to create an alert.

COPY A DATA MAP:

A new data map can also be created by copying from an existing Map ID. To copy from a
new map ID select the“Map ID’s” option from the “ Data Dictionary Items” menu.

Iy T _inix]

General I Splash |

Map 1D INewMap 'I Copy From |45 amplet DB 'I

Map Mame |

Copy From x|

Copy data map information from <IASampleMDE > ko <MewMap=

Quote Character I_

Delete Map |

L

Record: I<| 4 | 4 _* |>I (23 Ql’!..l of 4

Select the new record button using the record selectors at the bottom of the Map ID’ s screen.
Enter anew ID inthe Map ID field, “NewMap” is used in this example. Using the combo box
pull down, select aMap ID to copy from. Once prompted, press OK to create your new Map.

When the map has finished its copy enter anew Map Name and you are ready to use it for
new alerts.
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Create Alert

Once data maps are completed you can use the Info-Alert ‘ Utilities, ‘Build Alerts' to
create anew alert. To create asample aert for the IASAMPLEMDB data map we just
created please use the following steps.

General Tab:
1. U se the Data M ag I D B Build Alerts: S00001, Alert for invoices past due by x days x|
pU” down to select General | Data | Criteria | lert Text | Templates |
“IASan Ipl eMDB". Data Map 10 [Fa5amplerng -] Sample Access Database
Alert ID [S00001 ;I Desc: |Alert for invaices past due by x davs
Category |Sample j' Information

2' Enter a na,vM T:is aI;art w‘ijll noti;y yo;l;vhan inwoices are skl open beyond
Of “ g)OOOln and glve the selected number of days.
. . . . [Zero balance invoices and credits will not be included,
it abrief description.

3. Enter aCategory of
‘Sample’.

Delete Temp I Test Alert I Publish Alert I

4. IntheDesc and
Information box enter
asummary description and a detailed description of the alert you are creating.

Record: |<| 1 || 1 kim »*|0|>!..| of 1

5. The Delete Temp Record button allows you to clear any custom alert configuration
prior to publishing. Y ou can have multiple records of custom alerts you are working
on and are able to switch between them at any time. These Pre-Published aerts will
be saved here until deleted.

5I

6. TheTest Alert button  [Gseneral Dat= [cteria | alert Text | Termpetes |
al I OowsSs for ¢ on the ﬂy’ BE| Enter Test Criteria then press "Run Alert™ x| il
testing. Any custom || Dats Soucs [FAN =] Sampl Dats Source afl]
aert will need to have | T - -
asuccessful testin g:; Aecaunt1d | | |
order to be published. foive |

inctl Invoices Pastdaps [22

7. ThePublish Alert
button pUb| ishesa Flun Alet led Show Defail | Reset
successful Iy tested Delete Tome— - - EI
custom aert to the
Info-Alert Manager Record: 14|« L lotlel L] o 1

and will be available there for configuration and scheduled use.
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Data Tab:

8. The SQL Command

H H g=| Build Alerts: S00001, Alert for invoices past due by x days x|
iswhat drivesthe P
General Data | Criteria | alert Text | Templates |

aert. You can
generate the . | Alert Based On % SQL Command ¢ Local 5P  Remote SP Remate Source I =
Command by typl ng Add Field [Select Field | 5P Hame | ] Parameters |
|t d| reCtl y | nto the ISELECT thiCustInfo.AccountId, tblCustInfo.Mame, tbiDetail, Invoicehum,

ISum(thiDetail. Amount) A3 SumOfamount, Min{tbiDetail. Transhate) AS InvDate
bOX as Shown here or‘ IFROM thlCustInfo INNER JOIN thiDetail ON thiCustInfo,Accountld = w‘

tbiDetail, AccountId GROUP BY thiCustInfo.Account]d, tblCustInfo, Name, Edit Text
b - ItblDet ail, InvoiceMurn HAYING SumitblDetail, Amount) =0 AND

y using a query vingtblDetail. TransDate)< #44R, date(i-[rslLogicFisld1]-H#
builder tool such asa
view in SQL Server
oraquery inMS
Delete Temp I Test Alert I Publish Alert | EI

Access, then cut and
paste the SQL code. Records A4 l_|[T 1]l @pL of 1

For the purpose of
our sample please type the code you see here. See “SQL Token” later in this manual.

9. You can use the Edit Text function to globally change text inside your Data SQL
command. For exampleif you were to use the example above and wanted to use
alias sin place of absolute table ID’ s you could use the following commands.

= 10. Pressthe “Edit Text”
General Data ICr\teriaI Alert Text | Templates | b tt th %I t th
E ution then Select the
- “Replace Text”
Pl B Edit Option ———————————— = Optl On
Add Field IE ’7(" Delete Tt Replace Text ml ’
SELE(CJI tb\CLII :
SurnitblDet il sert Token
f;[?::;“blggi Find Text |thEustInfo Ed\tt':e:f | 11' TO Change the
EESIUNPGE!S\L:IHJ( Replace With |C I’eference to
[stogcrisk tblCustinfo to a
Ly single character,
insert the text as

Delete Temp I Test Alert I Publish Alert | EI

shown below.

Record: 14 4 ” PR 1 I N

12. Press the “ Execute” button to make the changes to your SQL text. Run the same
function again to change the reference of tblDetail to the letter “D”. You will end up
with the text as shown in the screen below.
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13 We nw:l tO make One BS] Build Alerts - S00001, Alert for invoices past due by x days |
more Change to the General  Data ICriteria | alert Text | Termplates | _I
text for it to work =
Correctly. | n the xreen | AlertBased On % S0 Command € Local 5P € Remote 5P Remoke Source Iﬁ
ShOWﬂ here the tab| e Add Field [Select Field [ 5P Name | | BT e |
. SELECT C.AccountId, C.Mame, D InvoiceMur, SumiD. Amount) AS SumOfAmount,
namesin the FROM rﬁ%ﬂy?ﬂag;t%ﬁ éng)ﬂaéiﬂccountld = [ Accountld —IInsert Toke.n
clause were also T A0 Aot 0 A M. e ore) < #,te(-{rlL e Latlad
replaced with our alias.
We need to undo the
alias replacement
Wlthl n the FROM Delete Temp | Test alert | Publish Alert I EI
clause to again show
thetableralgmeas Record: I4|<||—1 blbllb*lm M| of 1

indicated in the next screen.

B Build Alerts - S00001, Alert for invoices past due by x days il
General Data | Criteria | Alert Text | Templates |
<=

‘ Alett Based On % S0l Command € LocalsP € Remote 5P Remote Source 'I

Add Field |Se|ect Field | 5P Name | =1 Parameters I

SELECT C.AccountId, C.Mame, D.InvaiceMurm, Sum{D.Amount) 45 SumCFamount, ﬂ

MiniD. TransDate) AS InvDate Tt Tl

FROM thiCustinfa C IHNER JOTH D ON C.Accountld = D.Accountld _nert Token |

GROUP BY C.AccountId, C.Mamme, D.Invoicenurn Edit Text |

HAYING SumiD. Amount) =0 AMD MiniD. TransDate) < #44R, date)-[rs!LogicField1 ]} 4

[
Delete Temp | Test Alert | Publish &lert | :L‘l

Record: I<| £l || 1k |DI|D*||3|'!,| of 1

14. Please notice that we
have inserted the
table names that we
are going to aliasjust
after the FROM
clause and INNER
JOIN. Using an alias
for long table names
can help substantially
reduce the size of
your SQL command.

15. The “Edit Text” command can aso be used to delete text that you do not want or need
inyour SQL command. Thisis especially useful if you have aleading reference to
your table names because you have copied your text from MS Access, Excel or
another query generator. For example CPU.dbo.tbl Custinfo can be changed to
tblCustinfo by deleting all CPU.dbo. references.

NOTE: The syntax of the above SQL command may be different based on what Data

Source Type you are connecting to; the above sample is connecting to a Source Type of
M2, Microsoft Access. For example, if connecting to a Source Type of E1, Microsoft
Excel spread sheet, a select statement based on the data within the |Asample.xIs
spreadsheet that would alert us to any customers whose credit date will expire within x

dayswould look like this:
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SEL ECT accountid, name, creditexpiredate FROM [sheet1$] WHERE creditexpiredate
<#{{R,date()+[rs!'LogicField1]}}#

In this command accountid, name, and creditexpiredate are all fields from the |A sample
spreadsheet known as sheet1$ and #{{R,date()+[rs!LogicField1]}}# represents a calculated
date based on the current date + the number of days a user entered in the logic field. Notice
the syntax differences between the Excel command at the table name and the logic field
entries.

& TIP: Also note that the text shown above inside the double curly brackets{{....}} can be
automatically inserted using the Insert Token button. Please see “How to use the SQL
Token” section of this manual for more information.

Criteria Tab:

16. At the “Criteria’ screen
= Build Alerts: S00001, Alert for invoices past due by x days ﬂ

enter the I nformatl on General | Data  Criteria IF\Iert Text | Templates |
shown here. This

section alows you to

customize what criteria oy o TR pesen e Koy
will be available to the Secondary | Field d
end user in the form of s = e ——
FrL/ThrU and Lagic Prompt 1 [[nvoices Patlts ir;::nad i -
Individual entries on LogicPrompt 2 |

the“ Alert Setup”

screen.

Delete Temp I Test Alert I Publish Alert I

17. Enter alogic field to Record: 10 [T ot [pxlealvt | of 1
prompt the user for
information used to generate the alert. Refer to the descriptions on the screen for more
information.

18. Info-Alert allows for the ability to not only schedule how often to check for an aert
but also how often to re-notify you of the same alert condition. This ability is handled
by assigning aunique “record key” in history. For the purpose of our sample please
enter Accountld for thefield ID.
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that will become the
aert. Note that text
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replaced by actual
data from the database
representing the field
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Blert Texk: Add Field |Select Field

Customer [Mame] has invoice [InvoiceNum], dated: [InvDate] with a balance of
$[SumOfAmaount] past the alert days,

Delete Temp I Test Alert I Publish Alert |

name. In the example

Record: 14 4| 1 [enpsled|rL] oF 1

here [Accountld] and

[Balance] will be replaced by actual data, and this line will show in the results of this

aert, printed or emailed.

& TIP: It simportant when building an alert to make sure that the field names you put
inside the brackets are exactly asthey are found in your database. Y ou can use the Add
Field option to pull fields directly from the data dictionary.

& TIP: Inside any numeric field, such as[Balance], insert a comma and number to format
the output decimal places. (i.e. [Balance,2] which would be shown as xxxx.xx )

Template Tab:

20. Use the ‘Create
Template’ section of this
screen to Create new,
Copy from, or Edit an
existing |A Template.

21. Usethe areato theleft to
manage one or more
templates available for
Design, Preview, or
Deletion.

== Build Alerts: S00001, Alert for invoices past due by x days ﬂ

General | Data | Criteria | Alert Text  Templates I

Create Template

tplaaR Skatement_Sam Sample Stakement I~ Use Existing Report:
JtbleR Statement_Sam

Copy From
JtoleR statement -1

Description
Sample Statement Copy of

Criginal

Diesi Previ Dielet: |
Esign TEVIEW HEds Create Template

Delete Temp I Test Alert I Publish Alert |

Record: 14 4 || 1 |b||bale|l:)|>!__| of 1

Templates are MS Access reports that may be formatted and used with your aert output to
provide a more elaborate, richer display of your data. Boxes, lines, logos and sub-forms may

be used in your template design.

Individual templates are associated with unique alerts. The datareturned from aert logicis
directed through the selected template for output. When designing a new template, data fields
defined in your alert will be available for use.

& NOTE: You must have FULL version of Microsoft Accessinstalled on the machine that
you are running the A Tool Kit on if youwant to ‘View’ or ‘Edit’ atemplate asthis
screen will automatically run MS Access to allow for you to perform these processes.
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How to usethe SQL Token:

In the previous sample code there was a token added. All datainside the double curly brackets
{{ and}} isatoken that Info-Alert processes by inserting or computing user defined datainto
the SQL statement during alert generation. In the example shown abovethe“S’ after the
opening brackets indicates that we will insert the data found in LogicFieldl into the
command. If the user indicates that they want all balances greater than 500 to be alerted the
command above will put the amount 500 after the > sign.

If you want to return aresult to the SQL command you would use the letter “R” in place of an
“S’. An example would be SELECT * FROM tblARHist WHERE InvDate < #{{ R, date( ) —
[rs!LogicFieldl]}}# would actually return SELECT * FROM tblARHist WHERE InvDate <
#2/15/05# (or similar).

Bl Build Alerts - 50 x|

General Data | crirerin | alest Trxt | Trmrlates | 1. Once yOU ha\/e entefed
H| < your SQL code you need
’E Data Source ISAM 'I Sample D ata Source E tO ta |t fOI’ mcurmy'
wr| ] Press the Test Alert
gEIF"E(: Generated (2) sample records - press Show Detail ko review w button _— you g’]oul d %e
FRO .
e | the following screen.
HAYTI
[rsLc
PR 2. Check the Select All box
Flun &lert | If Shaw Detail Feset | EI and put In as.na” dO”ar
Delete Temp I Test Alert I Publish Alert | EI amount In the |Og| C fl el d

Record: I4| 4 || 1k |>I|>&|B|>!..| of 1

3. Pressthe Run Alert button to actually check your data.

4. You should not see any errors and a message stating, “Generated (x) Sample Records
— press Show Detail to review” should appear.

5. Press enter then the Show Detail button to review your aerts.
W NOTE: You must successfully return alert records to finish and save your alert.

& TIP: If you see any errors be sure to check your SQL command. Many times the error
will give you an indication as to what was wrong with the command. Also it’simportant
to check the Alert Text screen shown in step “19” to verify that the field names in brackets
arevalid field names in your database and that they would have been included in the
record set returned by your SQL command.
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6. Sample records should display similar to those shown below. If you want to make any
changesin your alert wording just select the Alert Text tab and make adjustments.

Sunday, December 11, 2005 Info-Alert Page 1 of 1
15413 PM Build Alert Sample Records

StartAlert  S00001

Alert Alert Text Retest Key
500001 Custemer Allen Williams has invoice 123, Dated: 2/152003 with a balance of 340 past the alert days. 10000123
500001  Custemer Allen Williams has invoice 333, Dated: 3/152003 with a balance of 350 past the alert days. 10000333

End of sample alerts...

7. |If everything looks ok then press the Publish button to write your alert to the local
Alert Manager making it available for setup and scheduling just as any of the pre-
packaged alerts.

Onceyour alert iscompleted you can run the“Alert Manager”, select the appropriate
Data Map and test your new alert. Usethe following stepsto see how.

W DEVELOPERSTIP: Usethe‘Create WFI File' under ‘ Utilities', described later in this
document to transfer your new alert(s) and it’s components to other IA Managers. This
allows for the distribution of “Product Specific” or custom data maps and alerts to be
easily imported to any applicable Info-alert environment through the installation of a
single WFI filel

8. Openthe‘Alert

—loix
[ens | Dascrpton] Schedule | Crteris/oty | dctons| Manager’ program.
MapID [IBSampieMDE | T~ Active Only
el MapID =iz  Alert =i=i Category =i=| Description i=f 9. Fromthe‘Main Menu'
ﬂppns.ampwemoa [Fooaa " [Fample [lert for invoices past due by x days Sel ect ¢ Al erts ’ ‘Al erts 1
‘Select Alerts'.
10. Use the pull down to
select the new map
“IASAMPLEMDB”,
Ao | Proisndiot | that was created in prior
steps for the sample MS
Access database.
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Y ou can now use the “Alert Manager” to setup, schedule and run your new alert.

& NOTE: These same steps can be used for other map 1D’ s and Database connections. The
“Evaluation” activation of “Tool Kit” will aso provide connection to a sample MS Excel
Database using the “IASAMPLEXLS’ map ID and the “IASAmplexIs’ database found in
the lA directory.

& TIP: Usethe“Create New DataMap” and “ Create New Alert” sections of this guide to
see how easy it can be to attach and alert on datawithin aMS Excel spreadsheet.
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WFEI FileCreation and Import

Overview of |A Work Flow Intelligencefiles:

Once you have created your new custom alert(s) and data map, you may want to make
them available to other Info-Alert environments. This processis easily achieved using the
‘Create WFI File utility in the“Tool Kit” along with the *Import WFI file' utility found
bothin “Alert Tool Kit” and in the“Alert Manager”. Complete the following stepsto
create your custom “Work Flow Intelligence” package and then distributeto any A
Manager .

& NOTE: Thisprocessisnot needed to add new aertsto the local environment. Tool Kit
will add any new alertstoits' local A Manager upon successful finish of the *Alert
Wizard’

CreateaWork Flow Intelligence File (WFI):

1. Fromthe“Alert Tool Kit” menu, select ‘ Utilities and choose ‘ Create WFI File' to
show the Create WFI form.

2. Enter the Map Id that =
relates to your custom
aJ t Create Map ID IW Sample Map for Access MDE
er S WFI File |C:'I,Program Files\Infodlert\LaTransfer\ Infoalert iwfi _I
3' The defau“: path ?;:;:T:I:;?ﬁ;;élerb far the freude e
"Li5ampleMDE" data flers [
ShOWﬂ ShOUl d be Alett Actions ¥
. ata Maps [
taken in most cases. redprocesnes T |
H H Wersion Il.a
\-I/-\I;II:T tpah Ipaotl n:f];to a Created  [Sf&/2004 Al
emplate
will be used to build bt s | = _Generete e |
your custom WFI file.
Status: EI

4. Add ashort description of this map, version and date in the corresponding areas.

5. Select the Include box for applicable inclusion of objects needed for your custom map.
The Status column will provide a status view during the file generation

6. You may enter an existing stored procedure in the Post Import SP area using the pull-
down which will run a custom procedure after the creation of the WFI file

7. Pressthe Generate File button when ready and view the download status in the lower
left of thisform.
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& TIP: Using the default path provided in thisformis agood way to keep all your I1A
transfer filesin onelogical place. The“IATransfer” directory is created in the install
directory during the Info-Alert installation.

8. Oncethe WFI file has been created successfully, it can be copied from the
InstalIDin\IATransfer directory to any media of your choice for distribution to other
Info-Alert Manager Environments.

WFI Filelmport:

1. Fromthe“Alert Manager” menu, select ‘ Configuration’, ‘ Configuration Options and
choose ‘Import WFI File' to show the ‘Import WFI File' form.

2. Browseto thelocation

. . =
of your WFI File, which
If prOVIdaj by y0ur 'WFI File: |C:1Pr0gram Files\Infodlerti [ATransfer IASample whi
software vender could T et Status

le: Al d Acti d
be on aseparate CD or e e e
floppy, Veflfy ItS installed with Info-Alert, DataMaps 7 -

Stored Procedures [

description, import
objects and other

detal | S. Map I [[ASampleMDE Created [4/23/2004 Import WFT |
Version IS‘D‘a Run 5P | File
3. % a:t the I m [ 20 rt WF I Set defaul map after impark o
File button to start the atus: el

import process.

4. View the import process status in the lower left of the form and press OK to the
“Successful” message when compl ete.

5. Your custom alert package or “Work Flow Intelligence” package should now be ready
for setup and use in the “ Alert Manager” of this environment. Configure and useit as
you would any other alerts
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Using Stored Procedures

Overview:

One of the unique benefits of Info-Alerts Tool Kit and Alert Manager isin it’s ability to
use stored procedures to generate alerts.

Asit appliesto Info-Alert, a stored procedure can best be described as a custom program
used to create aerts with complex logic. Most alerts are based on simple commands, ie
Alert if balance lessthan 20 or Alert if SalesRep ID = 123 and sum of invoice amount >
100. Thislogic can easily be assigned using a single SQL command created by most
report writers or query builders.

Using a stored procedure you can get considerably more complex in the logic you useto
identify an alert condition. For example you could have an alert check your web based
CRM database for any customers that have proposal's outstanding for more than 20 days,
then check your back office accounting system to verify there is not an outstanding
balance for any of those customers more than 15% over their credit limit. For those who
meet that criteria check a specia promotions Excel sheet for each customer to determine if
they should be suppressed from any new activity then generate an alert for those who meet
those conditions.

Applying custom logic allows for considerable flexibility in alert generation but also
requires technical knowledge to create stored procedures.

Creating a stored procedure:

Stored procedures may be locally created in the InfoAlert database or you can execute a
remote stored procedure found in another database. Y ou can open the local Info-Alert
database by using MS SQL Enterprise Manager, (if you are licensed to run MS SQL
Server tools), or by running the InfoAlertSP.ade program found in your installation
directory.

& NOTE: You will need afull version of MS Access 2000 or above to create and modify
stored procedures.

Info-Alert ships with asample local stored procedure called ‘IASampleSP . Itis
recommended that you use this as atemplate to copy from when designing any new SP's.
There are basically two requirements that need to be included in each local stored
procedure. First are the eight parameters that are passed in from the “ Alert Manager”, and
second is the table that gets populated with the alert records at the end of the procedure.
Table “tmplAsp” must be populated with the result of the stored procedure.
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If you would like to allow for the “Alert Manager” to have user defined selections that a
user can easily control you should be sure to include the select logic found in the sample
SP. A “where clause’ isbuilt based on the passed in parameters that can be appended to
any of your select criteriain the procedure.
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L@H Exceptions

Excel Sheets:

Info-Alert has been tested with simple row and column spreadsheets. It is unknown at this
time what effect Pivots, Graphs, formulas, and other special functionswill do to the
processing.

SQL Commands:

Info-Alert passes SQL Commands that are created using the Build Alerts function directly
to your data source. Please note that the command syntax may need to change based on
the type of data you are reading from. For example,

e Excel tables should be enclosed in brackets, ie Select Accountld, Balance from
[Sheet1$] Where Balance > 20

e Datesin MS Access should be enclosed in pound signs, ie #12/15/02#

e Datesin MS SQL should be enclosed in single quotes, ie * 12/15/02’

e Some ODBC drivers handle dates in a different way. Please check with the
manufacturers documentation.

There are many other differences between data sources, please refer to documentation
provided by the data source manufacturer for additional information.

Stored Procedures:

When using the ‘ stored procedure template’ for Info-alert you must use SQL
authentication when attaching to the data source. NT or ‘trusted’ authentication is not
supported at this time.
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Alert History:

Sunday; Cetober 17, 2004 Info-Alert Page 1 of 8
Alert Listing
Data Map: 1A
Category: IA
AlertID  Category Description Last Auto Active Hide
| A000 £ Showy Aitive Alerts 111870 Falsz Falss
Produce alist of active alerts. This dert can be used &= a recuring reminder of the alerts
that should be checked on & regular basis
Ifrecords are nat being produced for anactive det it may recuive some acjustments fo the
chiteris.
|A0002 [E3 Alerton emror log entries 111870 Fal== Falss
Produce alist of any error log entries for the current day.
“ou would norma ly schedule this aed torun daily, 1t il natify you of sanyemore log entries
that were created todsy.
140003 14 Aert Activity 111870 Falz==  Falss
This will procluce 3 list of dets that ran tockay. Yiou micht usethis for & short time to verify
that alerts sre being genersted for the ones you have activated.
Data Map: |2SampletDB
Category: Sangle
AlertID  Category Description Last Auto Active Hide
S00001 Sample &lert for irvoices past due by xdays 111870 Fal== Falss
Thiz alert wil notify you when invoices are =il open beyond the sslected number of days.

Info-Alert keeps a history of generated aerts and notifications. The history is saved for at
least 90 days or more based on the settings found in the * Administrative Info’ screen.

Thursday; Decercher 25, 2003 Info-Alert
10:14 PML Alert History Repaort

Alert Daie Alert Text

Start Alert: 100012

100012 1202302003 Customer Atos Servers Company has invoice number 051000000001, dated:
B/10/2002 with & balance of 562.9 over alert days.

100012 1202302003 Customer Atos Servers Company has invoice number 051000000002, dated:
802002 with & balance of 4081 93 over slert days.

00012 120232003 Customer Atos Servers Company has invoice number 051000000003, dated:
81 0/2002 with & balance of 562.9 over alert days.

100012 1202372003 Customer Beta Dyramics Inc. has invoice number 081000000004, deted: 8M 02002
with & balance of 565.54 over alert days.

100012 120232003 Customer Celebris System s has invoice num ber 031000000005, datect 81052002 with
8 halance of 560.25 over slert days.

00012 12i23/2003  Customer Atos Servers Company has invoice number 1, dated 10/2/2003 with &
balance of 36725 69 over alert days.

00012 12i23/2003  Customer Atos Servers Company has invoice number 2, dated: 104 352003 with a

balance of 1125.79 over dert days.

Selection Group

Group 1
Group 1
Group 1
Group 1
Group 1
Group 1

Group 1

Page 1 of 1

End of report. ..
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Y ou can aso select to print areport for who was notified of each alert. A summary or detail
option is available.

Defined Reports List:
This report produces alist of the reports that are defined for use with Info-Alert. The reports

can be used along with, or in place of sending alerts viaemail.

Thursday; Decerdber 25, 2003 Info-Alert Page 1 of 1
Defined Reports
Report Id Description Defanlt Printer Freq  Last Printed
Admin Adminigtrative Report {Default; ] 1212302003
Mgr Manzcer {Detaulty D 120230003
Sales Sales Report {Default; ] 1212302003
Data Source List:
Produce allist of the defined data sources on your system.
Thursday; Decerber 25, 2003 Info-Alert Page 1 of 1
Data Sources
1d  Mame Type Server/Mame/Path  Datahase  Login Map Id File
ahc Credit Hold Databass M2 WP rogram Filesinfod er test12 CreditHold.md
CP3  CPU 2003 Payroll Data =1 WTBKIS00T raverse CPU2003 Traverse 10x
CPU  CPU Sample Data = T BK35000T raverse CPU Traverse 10x
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Use the Alert Setup List to provide current configuration information for each of your active

derts.

Thursdasy; Deceraber 25, 2003

Info-Alert FageLofl
Alert Setup and Notification

Alert ID Seq Seleciion Group Data Source ActionID MaxEmail MaxEp All Selecied
100001 1 cPrU Falze
Selection 13 Logic1: 45 Indridual Selections
Selactiond: Logic2:
MNotific ation. Tape Email or Report ID
E tonym @ics39.com
R Admin

Action Settings For Alert: 100001

End of Alert: 100001

Activity Report:

Info-Alert creates log entries each time the automatic server runs. By printing the activity

report you can verify that each of your selected aerts are running when scheduled.

End Of Report..

Thursday; Deceraber 25, 2003

Seq Date Time
12875 1212372003 S49PM 1
12976 1212352003 49PM 1
12877 1212372003 F49PM 2
12075 1202302003 S49PM 2
12979 1212352003 G49PM 2
12880 1212372003 S49PM 2
12951 1212352003 G49PM 2
12882 1212372003 S49PM 2
12983 1212352003 49PM 1
12854 1212372003 F49PM 1
12985 1202302003 B50FM 1
12986 1202372003 FS0PM 1
12087 1202302003 B50PM 1
12983 1202372003 FS0PM 1
12080 1202302003 B50PM 1
12890 1212352003 G50 PM 1
12891 1212372003 S50 PM 1
12892 1212352003 &S50 PM 1

Info-Alert Pagz L of 1
Activity Log

Level Actiity Infomation

Start Flag Mlerts (4)

Flagged (2) &lerts, Start Alett Logic (B)

Start processing alert 100001

Processed 54 records for alert 100001

Finished processing alert 100001

Start processing alert (00012

Processed 7 records for alert 100012

Finished processing alert 100012

Alert Logic Complete, Start Motification Files (C)

Matification Files Complete, Statt Emails (D)

Fenerste Em sls Complete, Stat Reports (E)

Reparts Complete, Start History Update (F)

History Update Complete, Do auto purge (G

Purge Files Complete, Do slert suggestions (H)

Alert Suggestions Complete, Do Generate Adion Emails ()
Generate Action Emasils Complete, Start Generste Adion Faces (1)
Generate Action Faxes Complete, Start Generate Auto Programs (K)
Generate Auto Programs Complete, Processing Complete
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Examples - Info-Alert Examples

Action Overview
Now that you have alerts configured and running you may want to take the next step in the
alert process and have Info-Alert automatically take a specific action. Such as:

& Now that your Purchasing department has been alerted to an ordered item that has not
been received by it’ s expected ship date you might want to have Info-Alert email a custom
message to your vendor requesting a shipment status.

Or

& Now that your Accounts Receivable Department has been notified of customersthat are
delinquent in payment you might want to have A email a custom ‘Dunning Letter’ to
your customer requesting the status of the indicated invoices.

Info-Alerts Take Action utility can be easily configured to take an action based on the results
of anindividual alert to send a custom fax or email, create atable in an MS Access database
or an ASCI|I file upon which a custom program or SQL Stored Procedure might run against,
then in turn update another database. Or any combination of the above.

Action Example 1: Automatically email a‘Dunning Letter’ to customers
that are delinquent with payments and also create an Excel spreadsheet for
additional evaluation and reporting.

Use the following example as a guide for how you might configure a‘ dunning letter’ to be
emailed to your customers and have an Excel spread sheet created based on results from alert
S00001.

1. From ‘Configuration- ~1o] x]
ACtIOn and EVentS’ y Map ID IW Action D [SamDurn = Run Interactive [~
%I eCt ¢ Confl gure Alert ID [SO0007 - Description |Sample Diunning Action
Actions' to view the
1 H File Optiong ———————————————
Configure Actions P Individusl Dutput
screen. © Creale 500 & None I Emsi Inciicl
 Create Access File optwonsl IV Fax Individual
2. US ng the pU| | -dOWnS Advanced | Dutput Figlds | Attach Text | Design E mail | Design Fax |
choose the Map 1D,
AI ert I D, and ACt| On File Directary |C:\Program Filez I nfodlerth) AdctionFiles' _| File Mame I—
| D as g,]own above Execute F'rograml Stored Procedure [
. . Delete [ MNew
The description and e

configuration of this
pre-configured sample action will be shown.

& NOTE: When setting up a new action you would select the appropriate Map and Alert
ID’s and enter in an Action ID and Description that best references your action.
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3. UsetheRun K

—I nteraCtive CheCk bOX | ¢ Pending Emails ¢ Pending Faxes ¢ Both | Ungelect Al |

at the upper rl ght Of Alert I Alert Description Action I Type Fax or Email 1D Submit

the ‘ Confi gure P [Fo0001 " [plert For invaicas past due by x < [Gamburn | £ [rample@sample.com T

Actions’ screen to

allow for user

interaction of Fax and

Email prior to

sending. These

pending messages can

then be viewed and Recors: L[ v [nilorlenfp] of 4

managed, as Shown Delete Al | Submit Ernails | Submit Faxes El

here, by selecting the
‘Submit Actions’ function under ‘ Configuration’, *Actions'.

4. Actions can be selected and marked for delivery, unchecked and held, or deleted.

W TIP: Usethe‘Action Exceptions function from the ‘ Configuration-Actions & Events' to
list ID’ sthat should never get an email or fax.

5. In this sample action -l
‘ Emal |1 OUtpUt haS Emai To IEmaiI 'I i 1 TATH —
Tou| ame Z il Fram ' ml
been chosen and can be e I'E —— _Ensi —
R R R ubject utstanding Invaices
configured by clicking Heoder I | o |
the Design Email button R st e, s
to the rl ght Of the form- Re: Status of unpaid invoices. MI EI
Here you can view the D adiied [~ ]
I a_yOUt Optl OnS for [FrDI:nvSUEFSIij[ngIgrilsﬂgﬁvulcaNum] </b> dated [From S5GL.InvDate] has a balance of — EI
customizing your Email Far
as ShOWI']. JF‘IEase_ reply ta thiz email with t_he status of payrent fnr_ the invnice[s]_shnwn @hnve or call Farmat |£I
oun office at [714] 5551234 with anw questions reqarding the sbove information.
6. Usethis Design Email | Send A5 ¢ FlanTest & HTML | T Preview_| |

form to layout your
Email just as you would design an Email letter. Select the Email field and appropriate
Address ID from the pull-downs. Also enter a subject line.

& NOTE: Usethe Email From button to provide a custom mail ‘ From’ address.
W TIP: Usethe‘Action Address' button from the ‘ Configure’, ‘ Actions' menu to create
your own company Address ID, or double click into this field to drill down.

7. Usethe Group By pull down to enter avalid field name with which to group the Email
output.

8. Usethe Header areato enter typical header information such as. To: Company Name,
Attn: Customer Name, and the From: Your Name. This can aso be the placeto
include the reason for the Email or fax.
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9. The Detail areaisused by Info-Alert to list the results of thisalert. Inthe example
above, the indicated customer will be alerted to one or more invoice numbers and their
dates that have a balance due.

10. Use the Footer areafor any additional information that would follow the detail areaon
the faxed output.

& TIP: Insideany numeric field, such as[From SQL.Sumof Amount], insert acomma and
number to format the output decimal places. (i.e. [From SQL.SumofAmount,2] which
would be shown as XXxX.Xx ).

W@ TIP: Usethe Format button on any of the areasto adjust the formatting. Also, use the
magnifying glass button to enlarge the view of any area.

11. Verify the ‘look and feel’ of your Email layout at any time by clicking the Preview
button at the bottom of the form.

12. Use the Email To button to direct your email or fax to aemail address or fax number
other than what would be found in the database. This can be handy for testing your
action output or to override the output info in your data.

& NOTE: Usethe Design Fax button from the ‘ Configure Actions screen to layout your
fax in much the same way as we did here with the email design.

W TAKE ACTION NOTE: All ‘Take Action’ faxes and emails are queued on the I1A
server and will actually be sent based on the |A Server Schedule.

13. To setup the Excel R
$reaj§]eet OUtpUt Of Alert Id: 500001 Action Id:  SamCunn, Sample Dunning Action
our sample Action we
need to indicate what o e I
fl el ds from the al ert IthCustInFU Ird I_Z Seiledctgie\ds waou wish
It t [biCustinfo P[5 | [fie, Theorder ccecked
resuits we wan mounk |thDetai| I |_4 Wi!l be the o_rder thgy
ShOWn U se the Bialance ItblCustInFo 7 |_5 will appear in the file,
H (City JtbiCustinfa Il I_E‘ Once selerted click the
Se I eCt OUtDUt F e I dS Ermal |thCustInFo " I—7 WurESaf;Ethoenobui::?ﬁ to
button from the ecountid Itmoetan ,-F i
‘ . . ) (CreditExpirelate tblCustInfo I
Confi gure_ Actions [CreditnFisyh [fEiCustinfa [ =i
screen to view and —
%I eCt the fl d dS Clear Fields Wrike I EI

available for this alert.

14. Once the Qutput fields have been selected, use the area at the bottom of the ‘ Configure
Actions’ screen to indicate the appropriate path and filename.

& TIP: Thedefault path pointsto an existing directory created during the Info-Alert
installation, using this path ensures al your ‘ Take Action’ fileswill be in one location.
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Action Example 2: Action to update a ‘credit hold’ flag in our accounting
software.

Another advanced feature of Info-Alert isits ability to execute programs that take action on
the alerts being generated. Thisfeature is normally used with the File Output option of
‘Configure Actions'. An example of how this feature might be used is shown below.

This example will show how a program can be used to automatically put customers on credit
hold and create comments in your CRM or Contacts tables for future reference.

1. ThefIrSt part Of th|S 8 Alert Setup - ID: S00001, Alert fi past due by x day =101 x|
eXaran e I S to %tup an Group Heading: ITNV Past Due 30
al ert that Wi I I Identl fy Select & [ Fram Thiu Individual ID's
Cugomers Who mou' d Account |d |ALL IALL
be put on hold based on 4!
criteriayou create.

Invoices Past = days |3D—

2. Using alert ID SO0001
We have a$ gne(j an Delete Saquencgl Data Source m Action [D Iﬁ Naotification
Action ID of 5
“ H ” H y

Credltl:lw thIS Record: 14 4 ||—1 4 |>| |>*|Q| of 1
instructs Info-Alert to
run the actions identified in the Action Screen shown below.

3. We have asked the -ini
program to create a MapID [IESampleMDE <]  Action D [SamDunn | Fun Interactive [~
tabl e Cal I a:l Alert 1D 500001 - Description |Sample Dunning Action
“tblCreditHold” in an =
MS A.CC€$ database ("F"Ei:::cel € Email Existing File '”d“’id“a‘_uu“_’“_“

“ CrajltHO| dl.mdb” ,  CreateASCH ¢ Mone |7 E Ema‘ll I;d:ldulal

found Under the | % Create Access Fie ontlon8|

di rectory “ C:\Program pdvanced | OutputFieds | atachTent | DesignEmail | Desian Far |

Files\InfoAlert\IAActio

nF| I es\” . File: Directary |E:\Prngram Fileshrfodlet A ctionFiles' _I File: M ame IEredltHoId'I.mdb

Note the tabl e name Execute Program |msaccess.exe "'C:A\Program FileshInfodlert\CreditHold. mdb" Stored Procedure I_
- . Delete | Mew |

tblCreditHold is

identified using the
Advanced button. The fields we would like to seein the table are identified using the
Select Output Fields button.

4. Oncethetableiscreated we have instructed the system to execute another program to
act upon the data. In this example you will notice under the “ Execute Program”
heading we will run msaccess.exe and have it auto start the CreditHold.mdb database.
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5. The CreditHold.mdb database is configured to auto run a module called modStartup.
This module will open a connection to the accounting data, then by reading the table
created by your aert, will update the credit hold flag in the customer record and insert
a comment in the Comments table indicating that the customer was placed on credit

hold today.

6. Sample credit aert oy x|
mewe Topic 1D [Customer - | Customers Comments Beport
automatical Iy 10 [ERO0E =] StartDate | 5472004 2 Fuge
genel’ated by InfO' _ UserlD Date/Ref  Private  Comment N

. . » r n - = ; =
Alert within your T e
accounting database. [ [sAwzmd
CRU

L]

Record: 14] || P I X o TR

|Computer Froducts Unlimited [sa

7. The'Actions Exceptions screen shown here provides an easy way to suppress the
sending of email or faxesto certain ID’s, by entering the ‘type’ and the appropriate ID
(email address or fax

number) for the x

targeted reCl pl ent Type Fax or Email ID All Alert 10 Action [0 Re-Activate

Th| sScan be ver LI?|wEngle@comset.com M| || || ]«
y il I (| =] =] B

handy when there are
one or more recipients
you do not want to
bother by an alert
action.

Record: MLII i |>*|Q|>!..| of 1
Purge Indctive Records El_« |

Use these examplesto now create additional ‘Actions based on your business needs and
the alertsyou have chosen for your data.
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Action Example 3: Email or Fax Customer Invoicesusing |A Templates
and the‘Print Invoice Alert’.

Overview:
An Info-Alert template is an Access Report designed to print Alert datain a more formatted
layout.

1. An al ert |S a.Val |ab| e tO B Select Alerts - Map: Traverse 10x @@
pull data out of Traverse
ona g:hedul w bas S and Sel Categomy Alert |0 Description j
i 1 |GL |\DUDB? |GL Expenze Accounts 907% or more of Budget Amounts

pa$ thl S d&a to the 1 |Sales |\DDUEB |Sales Order Acknowledgement Summary
i nVO| ce ternpl ate for 1 |Sales |\DUDBS |Sales Order Acknowledgement Detal
depl Oymmt to your 1 |Invenlnr_u |H]I]I]?I] |Invenlnr_u Items With OnHand Oty Less Than X

d/ %l ] [ |I3L |H]I]I]?'I |Alert when GL Post Bun is out of balance
Cuaomers an Or A eS ] [ |I3L |H]I]I]?2 |When a given GL Acct iz used with a given Source
repS %I eCtI On Crlterl a 1 |AF\ |\DUU?3 |F‘rint customer A/ statements
may be f| | | ed | nto : v [EF [I00075 [Print nveice For
selectively determine
Whl Ch Cugomers are to Select Map ‘ Information | Fun |
receive electronic = &
invoices.

2. After selecting the Print Invoice alert, selection criteria may be entered.

3. By default, selections are available by Group Code and Sales Rep. These fields can be
changed to fit individual needs. A sample use would be to set customer group codes
toa“9” for any

customer you wish to
Group Heading: [Invoices for customers] _rece|_ve erna'_l ed
B invoices. Thisway you
Select All: ;wp " |H From |H Thi Individual ID's 0n|y nem to ajd thm
SalesRep [GI [GIC 3 group codeona
customer for them to
receive electronic
invoices rather than
Delete Sequence | DataSowee [epn =] Action D [Twaice =] T Setting up new criteria

in Info-Alert.
L
Record: 14 [ 1 v [M]ek of 1
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& NOTE: Info-Alert would be scheduled to run at such atime where printed invoices arein
the Sales Order transaction file but prior to posting. One possible scenario would be to
schedule Info-Alert to send electronic invoices in the evening, then post completed
invoicesin the morning. You could also schedule Info-Alert to look for and send invoices
on an hourly basis, every 30 minutes, etc.

& NOTE: Info-Alert assumes that invoice numbers have been assigned prior to sending.

4. Info-Alert will pull email and fax ID’s from the customer file and also allow for email
copies to be sent to other contacts, ie sales reps or rep groups, using the alert notify
screen as shown here.

B 100075, Print Invoice form - Group: Invoices for customers

E-Mail IDs For Notification Alert  Attach Action
Isa\esrep@somawhere.com ﬂ r r V= P
» hd v I I ,—
=l

Report ID Report Heading

ﬂ Max Records
Event ID Ewvent Description

ﬂ Max Records

5. Back to the*Action Screen’ - Y ou can format the text body of your email including
datafields from the aert; like ‘Invoice Number’ and ‘Date’.

6. Multiple actions can be created if you would like different messages for different
groups of customers.

7. You can set the Email “Reply To” address to anyone in your organization to make
sure reply’ s go to the right individual.

8. Following are samples of the email and attachment that would be sent by Info-Alert
using the Template to any customers that meet the criteria of the * Print Invoice Alert’

that you set up.
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i File  Edit  View

Insert

Format Tools Actions Help

: - jaReply | giReply oAl | g Forward | o Ha |3 | ¥ 5|05 X | @ - <7'1f|'-£?}!

From: .li ArDept@sampleComp. com
To: Kimballa Wilson

Ges

Subject: Invoice from Sample Company, Inc.

Attachments: @DDUDDU?Z?‘L snp (6 KB)

Sent: Tue 4/19/2005 10:37 PM

questions.

Attached is invoice 2 for your review. Please call our

office or reply to this email with any

Sample Attachment:

Address 1
Agdress 2

Cly, CA 90505

Phone: (714) 3555555
Fax: 714) 6666656

Sample Company Name

=< INVOICE ==

PADE 1

INVDICE DATE 4205
INVDICEND 2

1 ARG 3 ADs Servers Commny
O Jom Deimank H JonDamat
L  Abos Sersers Compary 1 S4STusoon Drve
D 94 TuszaDrve PR3
Ma Folngmore, M E58
T Ralngtoe MNSEEY T
o o
NET DUE CERRESH
L & BE2 DUEDATE Ca3C DUE DATE DRDER ND DRDER DATE $HIF DATE EHIP ND
L FEE-S $ET05 [ ATIDOS IEE5
TERME [E SCRIFTION CUTON SR FD NUMEER THP VA
TEMID TRCL LW ORDERED HIFFED UNIT FRICE EXTEN 50N
L= 3 L <) 33 ) 146378 4ETAXE
Sumong Faceps
TAXABLE NONTAXAELE FREDHT EMEETAX MIC TOTAL
£ETEI0E o o I\EI09 o SNBAT
FROR INVDICER [ PREFATMENT [ NET DUE ST

& NOTE: Currently, invoice
templates do not show serid
numbers or kit detail for
those using serialized items
or kitting.
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Adjust format using Tool Kit:

i=! tplTraverselnvoice : Report

:l  Report Header
e EEE%%EQUQ?I‘:EE»"'

 Page Header

JExchRate:

NEE {DUEDNTE:: IORDER tig
- [Reidid st o Ee R Y o
* | [TERWS DESCRIPT OMER PO NUMBER - C[SHIPVIA] o

astPONam

hiphtia:
|k | [umT:

T [rEMI

UNITPRIGE
# TransID Header
# Detail -
4 | H

Using the Info-Alert Tool Kit, along with MS Access, allows you to change template layout
and design. Because of this, the options are almost limitless in regards to making additions,
adjustments, or creating whole new templates all of which will enhance the way you do
business and the way your customers will view your business.

So use the ‘built-in” Template Design utility within 1A Toolkit to make a copy of this
‘Invoice template and start adding your logo, add some fields, or just re-arrange the existing
layout to suit your business needs. When you' re done, you can run atest to show the results
and then publish to the IA Manger. Now you are ready to use your new templatein alive
environment.
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