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1 New version of DocuWare lets you work smarter

More than ever before, our users were the focus when it came to developing DocuWare
Version 6.5. The improved user navigation makes working with the document management
system more fun, and even easier. New users can easily find their way around the intuitive
interface, and existing users will quickly appreciate the advantages. The fresh, modern
design also ensures that work is enjoyable, and its clarity increases transparency.

User navigation is oriented around typical DocuWare workflows, such as storing or searching
for documents. Depending on the activity, the necessary elements and functions are
automatically enabled, while others are hidden. For example, if you want to store a document
from the basket into a file cabinet, the store dialog automatically appears over the basket. At
that point you can quickly check or enter index values as the document is not only displayed
in the viewer but One Click Indexing is also enabled. All you have to do is click with the
mouse on the desired words in the document, and you're done! Of course, things are even
faster with Intelligent Indexing. http://www.docuware.com/product/intelligent-indexing
Once the document is stored, the basket is automatically displayed again.

But DocuWare doesn't just look different. Web Client — the nerve center of DocuWare — has
also had a complete technological overhaul. DocuWare is now fully based on the very latest
HTML5 technology; additional components such as Microsoft Silverlight are no longer
required. You really are equipped for the future. You can start benefiting from it right away as
it will help you to work faster and more seamlessly. Google Chrome is also now officially
supported. System administrators will also be interested in the improved scalability through
the modified provision of clients on the Web Server.
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1.1 The New User Interface

The new DocuWare standard view is divided in two: on the left, baskets, search with result
views, storage, and settings; and on the right, the viewer for displaying documents. Only the
viewer in HTML5 mode (http://help.docuware.com/en/#t58499), which appeared with
DocuWare version 6, is used as a viewer.
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( Robineon's Refuge. 685 Ocean Drive, Key Eiscane, FL 33145, US l
Peters Engineering
356 Meadow Avenue
POF| POF| Newburgh, NY 12550

(2] la i k-1 i (T | eisure park Jon...  Incoming invoice

ma wme -
P Room: 313 Mr. Onroad, Mr. Walker
b Arrival: 02.09.14
Departure: 02,10.14
Cancierge: Sabrina Sheffer
POF] POF] POF] Invoice-No.: 513815ne3548
Leisure park Jon... Leisure park Jon...  Incoming invoice
Text Date Amount (§
= =1 = = Logs 02.09.14.02.10.14 630,00
-~ —— T —— Toial $30.00
& TAX 6% 17,80
Pad 0,00
PDF] POF] POF] e 70
Flying Tom US-Steel US-Steel
Please transfer the due amount to our bank account by February 27
— We hope you had a pleasant stay.
5 < 1 100 W 1-11 of 11 File: Robinson's Refuge_Barcode pdf, 142 KB Page: 8.3x11.7in

Main navigation

This can be found at the top left of the user interface and contains the following elements:

Open the main
menu here

T

Jenkins
&I'JJINCI l'e Peters Engineering e

B2 SEARCHES IS usts | Tasks (o] @
This is where you select whether you want to display your baskets, Open an additional work area here.
searches, lists, or tasks (only for Workflow). You can display the You can then use one work area for your lists or
baskets, searches, or lists that you require using the appropriate searches for example, and the other area for your
drop down lists. If you have opened a number of baskets, searches, baskets.
or lists, these will be shown in tabs.
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Main menu

The areas and functions described below are accessed through this menu.

Jenkins
Peters Engineering ~ v

# Settings —————————————— Adjust your personal settings, e.g. for language or for the baskets, searches, and viewer functions displayed

# Configurations ————— Open the DocuWare configuration to edit configurations for DocuWare Import or Connect to Outlook

=) Desktop Apps Start installation/update of Desktop Apps here, such as DocuWare 5can, Smart Connect, or Connect to Outlook

# Connect Desktop &pps Establish a connection from the Web Client to DocuWare Desktop

= Scan —— Scan documents with DocuWare Scan

@ About ————————— Here you can see your system number and the DocuWare Version used, etc.

& My-Docuware.com Switch directly to the user info area on the DocuWare homepage to get useful DocuWare tips

# Logout ——— End your session

Result view
After searching, in addition to the usual table view, you can also display the documents found

in thumbnail view or the new index card view — a combination of thumbnails and index
information.

Docula ™
are Peters Engineering
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& BASKETS I= LSTS « TASKS g,

DOCU-POOL - STANDARD SEARCH DIALOG xX

< Change search & v
[§) Exportto CSV file
- flving Tom Leisure park Jones &1 Send result list
Flying Tom s Leisure park Jones M Create Docuware Request
Thomas Rain A T
Supply and constructio... s R [@ Change index terms
EJ Product information 04272010
. 03/10/2010 D e i= Table view
B Thumbnai view
po US-Steel [e— Leisure park Jones
US-Steel Leisure park Jones
Brian Ford Peter Jones 1l Sortby...
Material Thunderbird Roller coaster in the lei... (& Show old versions
D Order D Request st o
04/26/2010 04/26/2010
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Double Work Area

If you want to see several elements, such as baskets, searches, or lists, at the same time,
you can split the work area on the left side of the user interface.

7
Use & to open a second work area, and use A to close a work area.
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DOCU-POOL - STANDARD SEARCH DIALOG x

< Change search & v
TYPE  COMPANY CONTACT SUBJECT/NUMBER DOC.-TYPE DATE STATUS
ﬂ Flying Tom 393112111 Quitgoing invoice 09/10/2010
D Flying Tom ThomasR...  Delivery Thunderbird Delivery note 09/01/2010
D US-Steel 215482153125 Incoming invoice  08/17/2010  To be approved
D US-Steel Delivery material Thunder...  Delivery note 08/10/2010
Flying Tom ThomasR...  Supply and construction ... Productinforma... 03/10/2010
D Leisure par... Local plan Plan 04/27/2010
G 1 100 W 1-210f21 |
£ SEARCHES | IR LISTS | / TASKS Je|
% INBOX X%
& Import
- - ‘e me
[PDF| [PDF| [PDF| [FDF|

Leisure park Jones Incoming invoice Leisure park Jones  Leisure park Jones

P~ = = ~ =

24 1 100 W 1-11of 11

Using two work areas that are independent from each other let you set up DocuWare
according to your personal needs:

= Searches above, baskets below would be following the standard of the previous Web
Client.

= Baskets top and bottom is a practical view if you work a lot with documents in several
baskets. You can move or copy (hold down Ctrl key) documents completely intuitively
with drag & drop.

= Having lists and baskets each in a separate work area is sensible if you scan documents
in your basket on one hand, and receive documents to edit through lists on the other
hand.

Give it a try and discover the best set up for your work areas.
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Storing documents

Documents are stored as usual from the basket.

Simply select the document(s) and press the button. If you have only enabled one
store dialog, this is immediately called up — otherwise, select the desired store dialog from
the list that opens.

Alternatively, you can integrate the store dialog in the basket: Settings ** > Always Show
Store Dialogs. With drag & drop you can now move the document to the desired store dialog.

Doculn e
q re Peters Engineering

= : - .
(ORI GERN £3 SEARCHES == LISTS « TASKS -

* INBOX X%
& mport
. - Ostm® re..
(Doct g&
Stal —— jem...
(Do p{FOF

PDF) FDF| POF}
G ER R L B | eisure park Jones Incoming invoice

GE PDF, FDF|
Leisure park Jones  Leisure park Jones Incoming invoice

In both cases, the new feature is that the store dialog is over the basket. Simply assign the
index words — the easiest way is by clicking on the desired words in the displayed document.
In other words, One Click Indexing. Thanks to this technology you can forget about laborious
typing, typos, and transposed digits. One Click Indexing is enabled by default for storage. As
soon as you have transferred a value to the store dialog, the next field in it becomes active.
You can then click directly on the next value in the document and use it as an index word. If
you want to transfer several words to a field, simply press and hold the Ctrl key.
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1.2  New Options

In addition to the modern user interface and technology offered in Version 6.5, Web Client
offers you the following new features:

= Index card view
Use this display option in baskets and result views if you want to see both a thumbnail
and the most important index data for the individual documents at the same time

= Different display options in result views
For documents that are listed after searching in the result view, you can — as in the
basket — choose from different display options: table view, thumbnail, and index card
view.
Choose for yourself which view you prefer to work with.

= Configure number format
In Settings > My Account, you can change the country settings for the date and number
format if the default settings transferred from the browser do not fit your needs.

Filtering of select list
You can now choose whether you want to filter the select lists or not. At the end of the select

lists, enable/disable the filtering "M |

Select lists without filtering contain all previously assigned index words.

If you filter, only those words that occur in combination with the words you already entered
are displayed.

By default, the select list is unfiltered for storage, filtered for searching.
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2 Storing Documents

2.1  Scanning and Storing

2.1.1 Mobile Document Scanner
Component: PaperScan

DocuWare PaperScan transforms your iPhone or iPad into a mobile document scanner. The
app photographs documents and saves the scans in your Dropbox, or in the DocuWare
basket. PaperScan scores well when it comes to image quality: with other scan apps, you
need to change your hand position or use both hands to take a photo, and unfortunately the
image is often blurred. PaperScan actually takes photos automatically. This guarantees
sharp scans which are ideal for further processing with OCR or the Intelligent Indexing
Service.

Application: Immediately share documents

PaperScan is useful, for example, to easily report expenses. Scan your hotel receipts directly
after checking out and upload them to the Accounting basket. All your other expense
documentation such as taxi fares, meals and parking receipts can be filed exactly the same
way while traveling.

Benefits

= Clean image quality of scans

= Automatically crops the background

= Straightens the document (perspective correction)

= PaperScan is free

= No need to keep paper receipts

= Reduce risk of lost receipts resulting in lower reimbursements

How to use PaperScan

PaperScan can be downloaded free of charge from the Apple Store
https://itunes.apple.com/en/app/paperscan/id670210933 [additional QR code] and
installed on an iPhone 4S, iPhone 5, or iPad. Start the app and point the camera at a
document. The app takes the photo automatically. The PDFs can be uploaded to Dropbox or
DocuWare at the push of a button. You can also email or message them to colleagues,
friends and family.



https://itunes.apple.com/en/app/paperscan/id670210933
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'Succcss in o
the Cloud DocuWare Revolutionizes

Document Filing ey |

As soon as the paper's edges have been detected, the app marks the document with a green
frame and PaperScan takes the picture.

2.1.2 Importing Documents from Network Folder

Component: DocuWare Import App

You can now import your documents into DocuWare from any network folder.
Application: Scanning and importing invoices on the multifunction printer
Scan your account payables on the central multifunction printer in your office. The

documents are stored in a monitored import folder on a server or in the network. Invoices are
automatically imported into DocuWare from this folder.




Doculnare Storing Documents

m Docubivare Desktop Apps E@
Jenkins

&IU'A(GI’e Peters Engineering
= SCAN E IMPORT ."“ SMART CONNECT T_’ CONNECTIONS ? n

IMPORT JOBS -
Name: ‘Involces ‘

ETEE | ... [

Configuration: = Default basket v

» Open Import Configurations
OCR lznguage: ~ Auto detect v

Erowsse For Folder @

»

Bl Desktop
> Libraries
> 1M Computer
=
>‘=ﬂ Metwark
> @ Control Panel

£ Recycle Bin

m

[ Make Mew Folder ] [ Ok ] [ Cancel ]

In the Import App settings, select the network folder to be monitored.

Benefit

= |mporting from the MFP becomes even easier when you use network folders.
2.1.3 Deleting Separating Pages

Components: Import Configurations, DocuWare Scan and Import App

If you use separating pages to separate documents when scanning and importing, you can

now delete them automatically.

Application: Deleting barcode pages for identifying invoices

Prior to scanning, if you inserted pages with a barcode to use as separators, you can now

delete these separating pages automatically after importing.
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Split document

~ Split after a fixed number of
' pages:

(@) If the text criteria below are found:
() split before page

() split after page

I :.: split and delete page I

Readout Areas and Anchors

Type Name

‘= Readout area 1

The text of the readout area with name:

| Readout area 1

|
[ equals: - ]
|

| Page 1

Reset to recognized text

Anchor:

[ Top left vl

Position and Size (in)

tef:| 128 5 Top:| 224 2]
wldth:| 0.71 H Helght:| 0.25 H

Enable the option "Delete pages" in your import configuration.

Benefit

= No need to manually delete separating pages, save time.

2.1.4 Easily Track the Index Suggestions of Intelligent Indexing

Component: Intelligent Indexing

If you store in the file cabinet a document that has been read by Intelligent Indexing , the

suggested index words are now marked in the document in addition to being displayed in the
store dialog.

Application: Checking index suggestions

When storing a document that you are using Intelligent Indexing to automatically populate
the index field, you can quickly check the indexing as the index terms are marked on the
displayed document. For example, you can see immediately whether the net amount or final
total in an invoice is used as an index word.
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Jenkins ™ fi b
DIJJ'NGFE Peters Engineering e v Loy L g #1 Flying Tom
8 SEARCHES IZ usTs + Tasks ()
Store into file cabinet “Docu-Pool EN™,
< Cancel v Delete from basket % v INVOICE 0
Cormpany |Flwng Tom ~
Peters Engineering
356 Meadow Avenue
Contact g Y 12550 Newburgh
usA
Subject/Murrber | 393112/11 24
o | d PHONE +1(945) 563-8045
Dot ~Type |IWE”EE " Peters Enginesring 246 eadow Avere, 12640 Newurgh, UEA FAX  +1(845) 563-9046
' Flying Tom (%) Executive Board
pate | ozrizizone & Mr. Thomas Rain Peter King, Dr. Paul Kennedy
! 170 W 42nd Street
HSBC Bank USA
e . New York, NY 10036 v
USA Routing/ABA # 021001088
Account #494718065
= . andfor special Eiisabeth Jones

Order Pracessing
PHONE +1{845) 563-8045

Customer | Project No. | Order No. | OrderDate  Delivery Invoice No. Date of Invoice
No. Date

100347 | DE2005011 393112 027022014 | 02102014 383112111 022014

D Article Quantity  Unit Price (USS) Discount Amount(USs)

& Double Corkscrew (Inverted) 1 126000000  000%  1.260.000,00
2 Cobra Roll (Inverted) 2 69000000  0,00%  1380.000,00

24 Roll Gver (Inverted) 2 45000000  0,00%  500.000,00

The used index terms are highlighted on the document, corresponding to the color coding of
Intelligent Indexing.

Benefits

= Easily track and check indexing
= Storing documents is more intuitive and user friendly

2.1.5 Custom Naming of Document Types
Component: Intelligent Indexing

Intelligent Indexing can now name your document types according to your company
standard.

Application: Adapting document types to the company standard

In order to select the necessary documents for processing, Intelligent Indexing uses the
document type that was automatically inserted as the index value. These other processes
may expect other words than the ones that Intelligent Indexing suggests, e.g. "account
payable" instead of "invoice (incoming)." So that these processes do not come to a standstill,
you now have the option to freely select words for the document types. If Intelligent Indexing
then identifies a document as "invoice (incoming)," the document is read as such, but
"account payable" is used as the index word.

Benefits

= Automatic indexing, with company-specific words for the document types

= With Intelligent Indexing, indexed documents can be easily integrated into automated
company processes.

= No need to manually change the index word for the document type
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How to use the function

DocuWare-customer portal > Service > My DocuWare > My Company > Contract tab > area
Intelligent Indexing > Manage Document Types. (To do this, you must be the DocuWare
"SysAdmin" or "Key Contact" for your company or have the "License Download right.")

2.1.6 Comparing Intelligent Indexing Results with External Sources
Component: Intelligent Indexing

The results of Intelligent Indexing can be compared with existing data from other applications
and filtered. This way you can combine automatic indexing with consistent data within your
company.

Application: Using company names from your ERP system

You use Intelligent Indexing to automatically index your documents. For consistency, export
a corresponding list from your ERP system and attach it to Intelligent Indexing using a field
filter on the company name. When indexing, Intelligent Indexing searches for the company
name in the document as usual, however, the system does not directly suggest it as an index
word — instead it first looks in the list from the ERP system to see whether it contains this
exact company hame or a similar one. This is then suggested as an index word. The result is
consistent data; different spellings are eliminated. This step makes further work with the
documents easier, regardless of whether it is followed by a manual search or automated
processes.

Benefits

= Automatic indexing together with consistent values throughout the different systems

=  With Intelligent Indexing, indexed documents can be easily integrated into automated
company processes.

How to use the function
DocuWare-customer portal > Service > My DocuWare > My Company > Contract tab > area

Intelligent Indexing > Manage Field Filter. (To do this, you must be the DocuWare
"SysAdmin" or "Key Contact" for your company or have the "License Download right.")

2.2  Printing and Storing

2.2.1 Electronic Signature with DocuWare Control
Component: DocuWare Printer

The DocuWare Control command "Sign" lets you initiate the signing of documents directly
from your applications.
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Application: Signing invoices

Do you use DocuWare Control to archive your outgoing invoices? Now you can also sign
them electronically. Simply write the invisible text command "Sign" in the DocuWare Control
font on your document template. DocuWare Printer then uses the signature setting from the
specified configuration.

IE Hw9-0|- Invoice - Microsoft Werd - @ =
File Haome Insert Page Layout References Mailings Rewiews e @ e
== owicontral 11 - EiE -tz EEE 1 % A
= YR T T IE = 1= 83BhCoDc | 8aBbCeDe AaBbCi | =
Paste - - Trormal | THo Spad.. Headingl —| Change bditing
- W A A A A D ML P 8% 171 styles~

Clipboard = Font § Paragraph " Styles

izl
2 I<dwC0ntrol:Sign certificateconfigName="sign pdf" certificateconfigld="123458" /> é
v
H
s}
¥
4 il ] »
Page: 1of1 | Words 89| Q_‘ﬁ English (U.5)] | |E$E = = 10w ':E' y! IS

For templates, e.g. in MS Word, select "DWControl" from the font list (1) and write the text
command — which will be invisible — in the document (2).

Benefit

= Control the signing of documents directly from your applications.

2.2.2 Replacing the Content of Readout Areas
Component: DocuWare Printer
Read out text can now be replaced by other text.

Application: Printing and storing different document types with the correct
indexing terms

From your ERP, you print documents that are to be indexed based on their different
document types, for example: offer, invoice or delivery note. The documents bear the words
"invoice," "offer," or "delivery note," accordingly, however, the index words for archiving
should be "Invoice — Outgoing," "Offer — Outgoing," and "Delivery Note — Outgoing," so you
replace these words using the new function.
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How to use the function

#  Entry for "Customer’

Recognized Text
Busch Gardens
Cut Out Text
If necessary, a part can be cut out from the recognized text.
Cut out text at the following place:
(No cutting out) -
Replace Text
If necessary, a text result can be replaced by another value, e.g. its ID.
Replace only listed values. -
Key Value
Busch Gardens ~ Customer 1
[_add [ import csv... |
Result Text
Customer 1

On the "Indexing" page, you can replace read text by editing a field value.

Benefit

= Flexible approach when filling in index fields

2.3 Email Management

2.3.1 Automatically Attaching Edited Documents to Emails
Components: DocuWare Printer, DocuWare Scan, DocuWare Import, Import Configurations

No matter whether you create a document with DocuWare Printer, scan a document with
DocuWare Scan, or import one with DocuWare Import, you can now automatically attach the
document to a new email and send it as needed.

Application: Emailing electronic invoices

Do you have customers who want to receive their invoices electronically, or would you like to
offer this service to your customers? It's easy, simply enable the option "Open new email with
attached document” in the corresponding configuration and complete the fields Subject, To,

etc. When you store an invoice to be emailed, your email client opens for immediate sending.
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If you want to open your email client with the document attached, enable this option below. Using fixed or variable values, you can fill recipient,
subject, and body and rename the attachment.

Send Document by Email
[l open new email with document attached
Send email to:
Subject:

Attachment name (without file extension):

Body

Configure the email in DocuWare Printer and in the import configurations under the
"Processing" page.

Benefits

= |mproved customer service with sending invoices electronically.
= Email Client opens automatically for quick and easy processing.

2.3.2 Accessing and Archiving Email from the Exchange Server
Component: Connect to Mail

Email can be accessed from a Microsoft Exchange Server with Connect to Mail. This applies
to Microsoft Exchange Server 2007, 2010, and 2013. DocuWare uses Exchange Web
Service (EWS) as the interface. Connect to Mail can also call up email from Exchange
Servers that are secured by self-signed certificates.

Application: Centrally archive business email

If your office processes its email correspondence through Office 365, Connect to Mail can
call up the email directly from the server and store them in a DocuWare file cabinet or a
basket. An additional client is not needed for archiving.

Benefits

= Connect to Mail runs as a service automatically in the background, no manual access is
required.

= Email can be archived in DocuWare regardless of the operating system used.

= The personal password for the email account is not saved.

How to use the function

First, the administrator defines access to the Exchange Server. To do so, they create a new
mail server in the DocuWare configuration. The Exchange access rights are defined through
what is known as the Impersonation user. The advantage of this is that the personal access
details for the Exchange Server do not have to be saved.
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% Connect to Outlook
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P Connect to Sharp
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= Connect to Toshiba
Fc 3% 3

ﬁ?‘:’.‘v DocuWare Printer
DocuWare Reguest

’E Email Notifications
FE Import Configurations
OCR Settings

=T

¥
Dk, Smart Connect

Q Web Baskets

Personal

=

‘ Mail server details

Mame:
Exchange Office

Type:
Microsoft Exchange Server -

Exchange Web Services URL:
https:/ /mailserver/EWS/Exchange.asmx

E'WS impersonation user:

impersonator

E'WS impersonation password:

Check connection

Server is ackive and can be used

« Doculnare b 2 =
Configuration =
Active Mame Type Huost 1 -
General = Wigw: J =
Google Mail GoogleMail imap.googlemail.cam —
onnect to 3 On the "Mail Server" view you

Reagister your mail server

[ Help ] [ Cancel ] [ Save

may create and manage the
access to one or more Exchange
Server. The corfiguration Far
Gmail as server is ist preinstalled,

You can define access to the Exchange Server in the DocuWare configuration in the General area.

Once the connection to the Exchange Server is set up, any authorized user can define their
personal access and link their email account with a storage configuration.

« Dowlaare

Confguration

General
B3 Connect to Mail
Connect to OKI

4
=t
-
% Connect to Outlook

. D
§=- Connect to Sha
- i

-

= Connect to Toshiba

FE 2% N
ibw] DocuWare Printer
Loy

DocuWare Request

,\_g Email Motifications

"E Import Configurations

5T OCR Settings

D"‘A Smart Connect

Q Web Baskets
Personal

.‘""1 Connect to Mail

’\_ﬂ Email Notifications

»

Account

Account information

Please name your account:
Pegay Jerkins

Please seleck your mal provider:

Google Mail

Your email address is:

peqggy . jenkins@peters, engineeting, com

User name:

Jerking

Application-specific password: 'é'

Location Based Information

In which timezone are you located?
(UTC-06:00) Central Zeit (USA & Kanada)

How shall we Format dates in your email?
English {United States)

Test connection

[ Help ] [ Cancel ] [

Save

In the Personal area, users enter their own access details for the Exchange account.
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2.3.3 Saving Email in a Basket with Connect to Mail
Components: Connect to Mail, Web Client

Connect to Mail can now store email in a DocuWare basket. This gives you the option to
index an email using Intelligent Indexing. You can also collect associated email in a basket
and then staple them to a DocuWare document.

Application: Faster indexing in the basket

Invoices from your Gmail or Exchange Server account are stored in a basket for which
Intelligent Indexing is enabled. The Intelligent Indexing Service assigns the index words
automatically in the background. This way invoices or other documents such as delivery
notes can be indexed and stored without wasting time typing.

Benefits

= Convenient indexing of email

= No entry errors

= Central storage for all email

= Email can be summarized into one DocuWare document in the basket

How to use the function

Set up a storage configuration for Connect to Mail in the DocuWare configuration and select
the desired basket under Store Target. This storage configuration is linked to your Gmail or
Exchange Server account in the Personal > For Connect to Mail area. The email can then be
stored from this account into the basket.

Configuration Settings

[ senere > e e M‘ l’i;)

Store to

() File Cabinet
(@) Basket

Selected basket:  Default Basket -
Store dialog:  Standard Store Dialog (Docu-Pool EN)

Indexing
DocuWare Index Field Filling Dperation Index Operation
Company ~ Email property ~ Sender -
Contack ~ Email property ~ Sender -
Date ~ Email property ~ Received date -

Subject/Murmber ~ Email property ~  Attachment names -

[ Cancel ] [ Previous ] [ Nesd ]

In the DocuWare configuration, you can store a new storage configuration under General,
with a basket as the Store Target. You can also define a store dialog for indexing here.
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3 Workflow — Control Complex Business Processes
Professionally

3.1 Assigning Data — New Activity
Component: Workflow Designer

You can now assign data directly in your workflows, and perform calculations that do not
require any action from a user.

Application: Integrating information from an accounting system in the
workflow

Information is retrieved from an accounting system through a Web Service, and transferred
to the workflow (see Calling up a Web Service — New Activity (on page 22)). Once this
information is transferred it is combined with that from the workflow, and a decision is made
on the basis of the result. Either the workflow can make this decision itself, or the result is
shown to the user to make a decision.

Benefit

= Running more processes automatically.

How to set up the function

L Workflow Designer

€ ™ 3 >

Al activities

4 DocuWare activities

'?_ Asszign te

I%I Task

T'% Parallel task

Jy IF . ELSE

B4 Email

&? Call Web Service

To assign data, select the variable, entry type, and entry.

3.2 Calling up the Web Service — New Activity
Component: Workflow Manager

With the "Call up Web Service" activity, you can now read external data in order to use it in
your organization's workflows.
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Application: Enter invoice amounts directly in the form for a task

Do you want to automatically enter the invoice amount in the form for a task in your account
payable workflow? No problem with the new activity: the workflow sends the barcode number
to the accounting system via Web Service, and receives the invoice amount in return.

Benefits

= You can use information from other systems in the workflow.

= This allows you to customize DocuWare to your organization's needs with even greater
precision.

How to set up the function

D Warkflow Desigrner

Overview | Invoices 3

£ '._l o @ @
All activities

4 DocuWare activities

'?'._ Assign to

Task

U7 Parallel task
[ Assign data
3, IF ... FLSE

4 Email

| & call Web Service |

Move the "Call up Web Service" activity from the list into your workflow in Workflow Designer.

Name: Web Service |
Adresse des Web Service: | https:/f test. docuware.ag/csvexport/csvexportasmsy |
Methoden finden
Service- [ WriteCSV M ]
Parametername: Typ Wariable |
company Text [ - I =
barcade Text [ - ]
amount MNumeric [ v]
costCenters Text [ - ]
status Text [ - ]
-
Typ der Ergebnisvariablen: Text
Ergebnisvariable: e ]
(i) [oc )

Click "Find Methods" to load the service methods and you can make the exact settings.
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4 Additional New Features and Improvements

4.1  Modified System Requirements

=  Windows XP and Windows Server 2003 are no longer supported
= Windows 8.1 is supported but not for DocuWare Windows Client

4.2  Smart Connect in DocuWare Desktop Apps
Component: Smart Connect

Smart Connect is now part of the DocuWare Desktop Apps.

Open DocuYifare
Open DocuMfare Configuration
Install Docuiare Desktop Apps

Scan documents

Irmport files

Strart Connect

Srnart Searches

0 docurnents are currently in progress, =t,
Help
Edit Connections

Exit

You can now access Smart Connect and your Smart Searches through the DocuWare
Desktop Apps tray menu.
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m Docutiare Desktop Apps EI@
Jenkins
DEIU'AGI'e Peters Engineering

= SCAN #_| IMPORT 7_' CONNECTIONS ?

I » Manage your Smart Connect configurat cI

SMART SEARCH

Smart Connect - 1
Hotkey combination: -
Window identification: Peters Engineering - ERP

SMART INDEX

Smart Index 1
Window identification: Peters Engineering - ERP

Use diagnostic mode > Send feedback ¥ Support for Java applications

Your Smart Searches and Smart Index queries are more clearly displayed in the Smart
Connect app. You can also access your Smart Connect configurations directly from here.

Benefits

= Smart Connect is displayed more clearly and easier to access.
= Optimized interface.

4.3 Smart Connect: Automatic Tool Kit Selection

Component: Smart Connect

The technology for reading out text in screenshots is now selected automatically. You only
have to manually select a technology if Smart Connect does not recognize an application
rendering it impossible to determine the optimum technology.

Benefit

= Capture a window directly — without first having to manually determine the technology.
4.4  DocuWare Mobile in Even More Languages

Component: DocuWare Mobile

The app DocuWare Mobile for Windows 8 Modern Ul is also available in Spanish, French,
Italian, and Portuguese, as well as German and English.
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4.5 DocuWare Mobile for Blackberries with Touchscreen
Component: DocuWare Mobile

DocuWare Mobile can now be used on smartphones with Blackberry 10 and touchscreen.
This makes operation easier. The current Android versions now run even faster with the new,
web-based version of the Mobile App.

4.6 DocuWare Includes Microsoft SharePoint 2013

Component: Connect to SharePoint 2013

You can archive documents from the latest SharePoint version, Microsoft SharePoint 2013,
in DocuWare, and search in DocuWare file cabinets.

4.7  Managing DocuWare
Component: DocuWare Administration

The following new features simplify the management of organizations and DocuWare
system:

= The Web Client is managed under System > Web connections > General > HTTP root
directory. You no longer have to create a Web instance at organization level for the Web
Client. You can now set the passphrase, that is a character-sequence, for an encrypted
URL to the Web Client under Organization > General > Web Access. In addition, all
organizations now have an identification number, which is displayed under Organization >
General. This is important, for example, for URL integration.

= When creating a new user, you have the option of immediately setting up a default basket
for the user. The basket is available for the new user in the Web Client when they first
start it up. The default basket is set up in the user wizard.

= The load distribution is now simpler on the Content Server. With the new function Assign
all Content Servers, a file cabinet will be served by a Content Server that is added at a
later date.

= In the Reset Fulltext dialog in the file cabinet area, documents can be specifically filtered
for new indexing through a store dialog. The reset can apply to the complete fulltext, or
only the text shots, or only documents that have not yet been edited.

= The new design of the status dialog shows the status of the fulltext catalog reset.
Documents that are added to the file cabinet during new indexing are also included in the
status display.
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4.8 Usability Improvements

4.8.1 Installing DocuWare Desktop Apps Directly
Component: DocuWare Desktop Apps
DocuWare Desktop Apps can now be install and uninstalled separately. In addition, they can

now be installed from the DocuWare Desktop Apps context menu by right-clicking on the tray
icon of DocuWare Desktop Apps in the status bar.

Open DocuYare

Open DocuMfare Configuration
IInstaII Cocuyifare Desktop &pps I

Scan documents
Import files

Smark Connect

Stmart Searches

0 docurnents are currenitly in progress,
Help

Edit Connections

Exit

In the context menu, click "Install DocuWare Desktop Apps" and go to Setup where you can
install the components as usual.

Benefits

=  Greater flexibility when using individual apps.
= Faster to uninstall DocuWare Desktop Apps.

4.8.2 Recognition Technology Is Automatically Selected
Components: Smart Connect

If the third-party application used for Smart Connect is known to DocuWare, the recognition
technology for reading out text is now automatically selected.

Properties

Recognition technology:
ScreenScraperSDKNative

Allow different window sizes at
runtime

P Window size

P Client area size

The recognition technology used is displayed to you on the "Capture Window" page under
"Properties" in the Smart Connect configurations.

Benefit

= Configure Smart Connect quicker and more easily.
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4.8.3 Further Improvement to DocuWare Desktop Apps
Component: DocuWare Scan App

The button Each sheet as a new document is now located under Scan Settings.

4.8.4 Enable Connection in DocuWare Desktop Apps
Components: DocuWare Desktop Apps

Your connection is now displayed to you on the Connections page instead of in the top
section of DocuWare Desktop Apps as it was previously.

m Docuiiare Desktop Apps EI@
Jenkins
Dxulﬁ(dl'e Peters Engineering

= SCAN g IMPORT ."‘ SMART CONNECT m ?

CONNECTIONS
ID JACTIVATED JORGANIZATION |USER ROOT URL
1 I Peters Engineering admin hitps://localhost/PetersEngineering

If you click the Enable button, the connection is displayed to you in the list as Enabled.

4.8.5 Finding Index Fields for Workflows Even Faster

Component: Workflow Manager

The dialog for creating a workflow has been split into two pages for an improved overview.
When you configure the trigger conditions for a workflow, you will now find the index fields
even faster through the new organization of the list.
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General Trigger conditions
-]

Trigger I Mew documents

If of the following trigger conditions after index modification is/are fulfilled:

[ Company '] [ equals '”

[ -]

‘ Cancel || OK || Previous || Finish

The higher-level settings are made on the General page.

Trigger [ Mew documents

If of the following trigger conditions after index modification is/zre fulfilled:

Company - [ equals ']l

o] =

Index fields

[ equals A ] |

]G =

Contact

Date

Doc.-Type
Status
Subject/Number

System fields
Disk Number
Doc ID
Document Size
Extended Flags
Extension
Flags .
Header Size
Intellix hints
Last Access Date
Last Access User
Modification Date
Modification User b

Create new workflow 9

General Trigger conditions

| Cancel || 0K H Previous H Finish

Trigger conditions are set on the Trigger conditions page — the index fields are at the top of

the list.

Benefit

=  Work even faster with workflows.
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4.8.6 New Options When Naming Workflows

Component: Workflow Manager

If you set up workflows for different organizations, you can now give them identical names.
You can also rename an already created workflow.

4.8.7 Always Stay Logged in

Component: Connect to Outlook

A login to Connect to Outlook remains active even if the computer is re-enabled from energy-
saving mode or stand-by. You do not need to enter the login details again.
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