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What is Document Authority Control? 
Cŀō{ƻŦǘΩǎ 5ƻŎǳƳŜƴǘ !ǳǘƘƻǊƛǘȅ /ƻƴǘǊƻƭ ό5!/ύ ǇǊƻǾƛŘŜǎ ōǳǎƛƴŜǎǎ ǇǊƻŎŜǎǎ ŀǳǘƻƳŀǘƛƻƴ 
that enables organizations to achieve complete management and control over their 
operations. There are many cases where documents need to be reviewed and 
authorized by certain individuals or departments of an organization. Document 
Authority Control simplifies this process by intelligently and automatically routing 
documents to the required recipients for review or approval.  

 

With Document Authority Control, users can set rules to determine where documents 
should be routed, based on hierarchy. Routing can be configured to occur across 
specific departments, to individuals with similar roles, within small work groups, etc. 
Specific document types or documents processed by particular users can even 
establish who the document should be delivered to. So a purchase order can be 
intelligently routed to the finance department or a miscellaneous employee document 
can be delivered to their particular department manager. When documents are 
routed, it can occur at one level at a time - with routing to the next level not occurring 
until approval is received from the previous level (similar to a ladder system), or it can 
be performed simultaneously. 

 

Benefits of Using Document Authority Control 
¶ With Document Authority Control, organizations can easily manage the flow 

of their document operations and streamline the distribution of business 
processes. 

¶ Document processes can be closely monitored, so unauthorized activities are 
immediately detected and eliminated. 

¶ Documents are reliably being routed and reviewed by the appropriate people. 

¶ Routing rules can be assigned to specific users, document types, departments, 
etc. 

¶ Increased sharing and access to information improves business productivity 
and reliability. 

 

System Requirements 
¶ Reform 12 Enterprise or Reform 12 PDC 

¶ Document Authority Control(DAC) Plugin 

¶ FSMonitorDataSource ODBC connection (installed and set up automatically in 
the Reform 12 installation) 

¶ Internet Information Services (IIS) 5.0 or newer installed 

¶ For Evaluation and Demonstration: Windows XP, Windows 2003 Server, 
Windows Vista, Windows 7 or Windows 2008 Server (64 Bit Operating Systems are 
Supported) 
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¶ For Production Systems: Windows 2003 Server or Windows 2008 Server (64 Bit 
Operating Systems are Supported) 

¶ Microsoft SQL Server (SQL Server Express will be automatically installed by the 
DAC installer if it is not present on the current system) 

¶ Microsoft .NET Framework 2.0 (installed automatically if not present on the 
current system) 

 

All required Reform software downloads can be found at www.fabsoft.com >> 
Downloads section. 

 

Hardware Requirements 

¶ Production System Recommendation (These suggestions are only estimations. 
High load environments may require multiple servers, or additional hardware.) 

1. Pentium 4 Processor 

2. 4 GB RAM 

3. HDD Space 100 GB (Redundancy recommended) 

4. Battery Backup (UPS) 

5. Dedicated server, no other software products except for virus 
and security programs. 

¶ Minimum System Requirements for demonstration purposes only 

1. Pentium 4 Processor 

2. 2 GB RAM 

3. HDD Space 30 GB 

 

Hardware specifications depend greatly on the workload and throughput that is 
required.  Higher end processors and greater amounts of memory will increase the 
amount of information and data that Reform can process thus improving overall 
system throughput.  For load balancing or failover, multiple servers can also be used. 
(Note: A license for Reform and each plug-in is required for each server running the 
software.) Before obtaining the server that you plan on utilizing for Reform, please 
check the plug-ƛƴǎΩ ǳǎŜǊ Ƴŀƴǳŀƭǎ ŦƻǊ {ȅǎǘŜƳ wŜǉǳƛǊŜƳŜƴǘǎ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜȅ Ƴŀȅ ǊŜǉǳƛǊŜ 
additional hardware.  For production systems, we also recommend redundant hard 
drives utilizing the mirroring features of RAID (Redundant Array of Independent Disks) 
to minimize data loss and expedite system recovery in the event of a hardware failure.  
Battery backups are also suggested to maintain system uptime and reliability in case of 
power failures.     

 
 
 

http://www.fabsoft.com/
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Installation 
To install Document Authority Control, start by downloading and running the DAC 
installer. 

 

Note: if you are running DAC on Windows Server 2003, please see the 
Installing/Configuring Internet Information Services (IIS) 2003 section of this manual 
before continuing.  

If you are running DAC on Windows Server 2008, please see the Configuring Internet 
Information Services (IIS) 7 section of this manual before continuing. 

 

 
If SQL Server Express is not installed on your system, it will be automatically installed. 
This typically takes between 10-20 minutes between downloading the application and 
installing it. If the Microsoft .NET Framework 2.0 is not already installed on your 
system, it will be automatically downloaded and installed. 
 

 
 

Step through the prompts, accept the License Agreement, and the installation will 
begin.  Allow the installation to finish and then continue onto the next section.  

 

The default installation directory for Reform 12 and its plugins is C:\ Program 
Files\wŜŦƻǊƳΧ\ .  If you have changed the path during the Reform installation routine, 
or if you are using a 64 bit operating system, please refer to the appropriate path 
instead of the default one referenced throughout this documentation.  

 
 

Plugin Registration and Licensing 

When evaluating Reform 12, the plugins will also be in an evaluation mode for that 
period of time.  Once Reform has been purchased and licensed, the required plugins 
must also be licensed in order to continue functioning correctly.    
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tƭŜŀǎŜ ǎŜŜ ǘƘŜ άwŜŦƻǊƳ мн [ƛŎŜƴǎƛƴƎ ŀƴŘ wŜƎƛǎǘǊŀǘƛƻƴέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ wŜŦƻǊƳ мн ¦ǎŜǊ 
Manual for more information on how to license Reform 12 Plug-ins.  After the license 
is entered, the Reform Spooler will need to be restarted to refresh the licenses. More 
information regarding the Reform Spooler Service can be found in the Reform 12 
User Manual. 

 

Sending your First Document to DAC 

In this example, we are going to be creating a new form in the Reform Designer and 
walking through a typical submitting and approving workflow.  To configure the DAC 
workflow, we will be using the Workflow Designer which is a visually enhanced 
method of designing a workflow.  The Workflow Designer will allow us to use the 
form we are about to create and make the necessary changes to that form and 
subsequent forms in order to fulfill the DAC workflow. 

 

First, the Reform Designer must be started. To open it, go to 

Start>Programs>wŜŦƻǊƳΧ>Designer. 

1. For the example, we will be creating a new form with an existing template. Go to 
File>New>New. Select the DAC template and click OK. 
 

 
 

2. When it asks if you would like to open a text/ASCII file for designing, select No. 
 

3. Next, go to File>Save to save your form. Name it DAC.FOM. 
 
4. You can now close the Reform Designer since we have our form which we will be 

using alongside the Workflow Designer to route the document. 

*Now that we have our form, we can begin to create the desired DAC workflow using 

the Workflow Designer.  First, the Workflow Designer must be started.   

5. To open it, go to {ǘŀǊǘҔtǊƻƎǊŀƳǎҔwŜŦƻǊƳΧ> Workflow Designer. 

6. Once open, we must go to CƛƭŜ Ҕ bŜǿΧ 
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7. Select άDocument Automationέ and click Ok. 

 
 

8. You will now notice that your Inputs, Processes and Outputs have been populated by 

the various plug-ins you have installed (DAC being one of the Processes) 
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9. We can now start adding the necessary components to the workflow.  First, drag 

and drop a Form and File object onto the workflow by clicking and holding your 

mouse on Form and File and then moving your mouse over to the workflow and 

releasing the mouse button.  

 

 

 

*You will be prompted with the following dialog: 
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10. Enter a description for the object you just added.  This is done by typing in the 

provided box.  Type άDAC Demoέ and click Finish. This will take you back to your 

workflow. 

11. Now we are ready to cƻƴŦƛƎǳǊŜ ǘƘŜ άDACέ ŦƻǊƳ ŀƴŘ ƛƴǇǳǘ ŦƛƭŜΦ  ¢ƻ Řƻ ǎƻΣ ǊƛƎƘǘ ŎƭƛŎƪ 
on the newly added object and select ά/ƻƴŦƛƎǳǊŀǘƛƻƴΧέ or simply double-click on 
it. 

 
 

12. You are now presented with the Input Setup window.  First, we want to select the 
TextFile or data stream that our form will be using.  To do so, you can simply begin 
typing in the box, or you can browse to find it.  We want to select the DAC.out file.  
Click the small folder icon to bring up a window which will let us choose that file.  
Select the file and click Open.   
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13. After choosing the text file, you are taken back to the Input Setup page so that you 
can now select a form.  Click the small folder icon to bring up a window which will 
let us choose the desired DAC.FOM form file.  Select the FOM file and click Open.  
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14. Now that you have both your Input Text File and Reform Form selected, the setup 
ƻŦ άCƻǊƳ ŀƴŘ CƛƭŜέ ƛǎ ŎƻƳǇƭŜǘŜΦ  ¸ƻǳ Ŏŀƴ ǉǳƛŎƪƭȅ ŘƻǳōƭŜ ŎƘŜŎƪ ǘƘŀǘ ǘƘŜ ŎƻǊǊŜŎǘ ŦƛƭŜǎ 
are selected and then click Finish.  

 
15. You will also be prompted to add a page-break field to the forms.  At this point, we 

want to select No. 

 

16. Next we want to add a DAC Process to our workflow.  We use the same drag and 
ŘǊƻǇ ǇǊƻŎŜŘǳǊŜ ŀǎ ǿƛǘƘ ǘƘŜ άForm and Fileέ όǎŜŜ ǎǘŜǇ ф).  Take your mouse and 
ŘǊŀƎ ǘƘŜ άDACέ object from under Process onto the workflow somewhere below 
your Input.  Once you release your mouse, you will be prompted to describe 
άDACέΦ  ¢ȅǇŜ άDACέ ƛƴ ǘƘŜ ōƻȄ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ Finish. 
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17. Once you click Finish, you are taken back to your workflow.  DAC will have a Red 
Caption because it is not yet configured. To configure DAC, you must first connect 
the Form and File ƻōƧŜŎǘ ǘƛǘƭŜŘ άDAC DemoέΦ  ¢ƻ Řƻ ǎƻΣ ŦƛǊǎǘ ǎŜƭŜŎǘ ǘƘŜ άAdd 
Connectorέ button from the menu bar.  bŜȄǘΣ ŘǊŀƎ ȅƻǳǊ ƳƻǳǎŜ ŦǊƻƳ ǘƘŜ ǎƳŀƭƭ άxέ 
ǳƴŘŜǊƴŜŀǘƘ άDAC Demoέ ǘƻ ǘƘŜ ǎƳŀƭƭ άxέ ŀōƻǾŜ άDACέ ŀǎ ǇƛŎǘǳǊŜŘ ōŜƭƻǿΦ ²ƘŜƴ 
the connection is complete, the connecter will turn black (if red, connection has 
not been made correctly, try again) ŀƴŘ ǘƘŜ άDAC Demoέ ŎŀǇǘƛƻƴ ǿƛƭƭ ǘǳǊƴ green. 

 

18. You will be prompted to configure DAC upon completing the connection.  Click Yes.  
If you click No, you can also double click on the DAC object or rightclick on the 
object and select άConfigurationΧέ to continue the configuration at a later time.  
This will bring up the following window asking for the Document Type.  Type 
CCStatement in the provided field and click Next. 

 
19. Enter Demo as the ά{ǳōƳƛǘǘŜǊΩǎ ¦ǎŜǊbŀƳŜέ. Click Next. 
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20. For the Description, we would like to choose variable data from the data stream.  
¢ƻ Řƻ ǎƻΣ ǿŜ ŦƛǊǎǘ Ƴǳǎǘ ŎƭƛŎƪ ǘƘŜ άClick here to select variable informationέ ōǳǘǘƻƴΦ 

 
 

*Note-After doing so, we see that a list will appear with the different fields that 
you can choose for your variable data.  If you want to go back to static input mode, 
you can do so by clicking the appropriate button for static information and then 
you will be able type static information. 

 

21. Select the dynamic object StatementNum as the άDescriptionέ to display in DAC. 
You will have to scroll down to see it.  After selecting it, click Finish. 
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22. You have completed configuring the DAC Process.  Now we will setup the output of 
the DAC Process which is where the document will go once approved.  We want to 
send our approved document to an available printer. First we must drag a Printer 
object onto the workflow underneath DAC.  After dragging the Printer, you are 
prompted to describe the object.  Type άPrinter 1έ in the description and click 
Finish.  

 
23. Next you have to make a connection from DAC to Printer 1.  To do so, first select 
ǘƘŜ άAdd Connectorέ ōǳǘǘƻƴ Ŧrom the menu bar and then drag your mouse from 
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ǘƘŜ ǎƳŀƭƭ άxέ ƻƴ DAC to the one on Printer 1. Once the connection is complete, the 
connector will turn black and DAC will turn green. 

 
24. You will be prompted to configure Printer 1.  Click Yes.  You can also configure by 

double clicking on the Printer 1 object.  To select a printer, click the άtǊƛƴǘŜǊΧέ 
button to retrieve a list of printers.  

 
25. Select a printer from the list and click OK.  

 
26. Verify that the correct printer is selected and click Finish. 
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27. You have completing configuring your DAC workflow.  Your 3 objects όά5!/ 5ŜƳƻέΣ 
ά5!/έ ŀƴŘ άtǊƛƴǘŜǊ мέύ ǎƘƻǳƭŘ ŀƭƭ ōŜ green meaning they have been successfully 
configured and the workflow is ready to be created. 

 

 
 

28. To make all the appropriate forms and changes, the workflow must be executed.  

¢Ƙƛǎ ƛǎ ŘƻƴŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άExecuteέ ōǳǘǘƻƴ  on the menu bar.   After 
execution, you will be notified of the configuration that has taken place.  Click OK. 
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29. Your approved form has been created with the name CCStatement-Approved.FOM 
in your forms folder.  This is the form that DAC will use once approved.  A backup 
of your original DAC.FOM form has been copied ǳǇ ǘƻ ǘƘŜ άWorkflow Designer 
Original Formsέ ŦƻƭŘŜǊ ƛƴ ŦƻǊƳǎ ŘƛǊŜŎǘƻǊȅΦ  Any permanent form changes should be 
made to this original form as it is used throughout the form configuration process 
as a template.  If changes are made to this template, you will have to execute 
your workflow again to see the changes in the forms. 

 

30. You can save your workflow by going to File>Save but it is not required.  You can 
now close the Workflow Designer.  

 
31. The Spooler Application must now be started by clicking 

SǘŀǊǘҔtǊƻƎǊŀƳǎҔwŜŦƻǊƳΧSpooler.  Once it is open, press the Start button.  It should 
now say Start in the lower left corner. 

a. If it was already running, it will need to be stopped and restarted so that 
it recognizes the new forms that were created by the wizard. 

 

 
 

32. Navigate to your \ Reform\ Backups\  directory. Select the DAC.out file, Right Click, 
and select Copy 
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33. Navigate to your \ Reform\ Spooler\  directory. Right Click on the white background 
of the window, and select Paste. (Pasting the data stream to this folder simulates 
printing from Windows, AS400, Unix, etc.) 

 

 
 

a. When the Spooler Application begins processing the file, you will notice 
the file name change to something similar to the image below. 

 
34. After the document is processed by the Spooler, your next step is to set permissions 

in the DAC interface that will allow us to moderate the document we sent from the 
ǳǎŜǊ ΨdemoΩΦ  

35. Open DAC by opening an Internet Explorer window and navigating to 
http://localhost/DAC on the Reform Server.  


