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DocuWare Version 7.1

The possibilities associated with workflow automation are the major advantage of digitization
and digital document management. With version 7.1, DocuWare supports even more
application scenarios in this area as well as making the editing of workflow tasks simpler,
clearer, and faster.

In addition, this version includes lots of innovations for improved customer experience of
DocuWare. This is a constant driver for us because we want your experience of DocuWare
to be as enjoyable and intuitive as possible.
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1 Automatic Processing Invoice Items

Automated invoice processing, from document capture and data entry to the approval
process and legal hold, is one of DocuWare's strengths and a priority application for many
customers. What previously referred to the whole invoice now refers to individual invoice
items. Split posting processes, in other words allocating invoice items to different cost
centers, including distributed approvals, can be easily implemented.

1.1 Automatic Line Item Recognition

Invoice processing starts with entering both the document itself and the document data for
automatic invoice processing. Intelligent Indexing eliminates the need for manual data entry.
What's new: After a short learning phase, the Al of Intelligent Indexing automatically
recognizes individual invoice items and transfers them to DocuWare as metadata. The new
field type Table (on page 24) is used for this.

Sanders n
0 DocuWare P egneng Y | Y (11 O 1 /2 >» FyingTom O ® x
& Document it trays Q Searches  3m Lists | o/ Tasks M Folders 0
Store to "Split booking”
INVOICE ENGINEERING
< Cancel  (®)Reset Store
Document Type  Invoice ~ jreer
356 Meadow Avenue
Y 12550 Newburgh
Company  Flying Tom v
Flying Tom PHONE +1(845) 563:9045
Date  03/03/2018 v M Thomas Rain FAX +1(645) 563904
170 W 42nd Street
Contact  Thomas Rain v Hew York, NY 10036 f’,:("“ﬁ“;";‘*pml
Customer ID 100347 ~ HSBC Bark USA
New Yark NY
Routing/ABA # 021001088
Email  thomas.rain@fiyingtom.com M Account #494718065
Comments and/or special Instructions - s
Subject | Invoice 393112/11 e e o
PHONE +1(845) 563-9045
Status  New v
Pending Date  03/18/2018 - Customr | projockNo. | Order o | Order e | Dulivery | tnvice . Date of Invoice
o. ate
Document Number  393112/11 ~om 100347 2005011 M| 020022018 | 0302208 I /328
Froject Raller coaster e 1D Anicls Quantity _Unit Price (USS) Discount _Amount(US$)
[incunty) 11.815.680,00 e 8 Double Corkscraw (Inverted) 1 126000000 000%  1.260.00000
TaxID 934859479479 ~ 2 Cobro Roll (Inverte) 2 65000000 000%  1380.000.00
24 Roll Over (Invertad] 2 450.000,00  0,00% 900.000,00
IBAN  GB20BUKB12345608765 ~ (=)
1 6100000 000% 61000000
Invoice =~ Name Price Total price Quantity Delivery date  Contact N
1 110000000 000%  1.100.00000
Double Corkscrew 1.260.000,00 1.260.000,00 1 03/02/2018 Thomas o om0 17000000
Cobra Roll 690.000,00 1.380.000,00 2 03/02/2018 Maria iigher Level Cone n hight & m track 2530 150000 000%  3.795.000,00
46 Constructon per day and % 120000 0.00% 115.200,00
Roll Over 450.000,00 900.000,00 2 03/02/2018 Peter
47 Construciton per day and 360 500,00 0.00% 180.000,00
Zero-G Roll 610.000,00 610.000,00 1 03/02/2018 Maria N
TV 1 250000 0.00% 250000
Double In-Line Twist 1.100.000,00 1.100.000,00 1 03/02/2018 Peter v
< >
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Q Application

= As a basis for the split posting process (on page 7), you automatically apply all invoice
items as metadata in DocuWare. A cost center for each item can then be entered and the
parallel approval process started.

‘@ Benefits

= Automatically read detailed document contents and use them for process control
= Eliminates the need for slow and error-prone manual data entry
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@v Here's how

You require a field of type Table (on page 24). Intelligent Indexing must also be enabled and
configured for a store dialog. Include the columns of the table in the configuration. The store
dialog must be used in the document tray settings.

Assign dialog fields to Intelligent Indexing fields

Map dialog fields with Intelligent Indexing Fields. The fields of the dialog will then be pre-filled with the suggestions from Intelligent
Indexing

Dialog field Intelligent Indexing fields
Invoice - Name ~  no mapping needed -
Invoice - Total price ~  no mapping needed -
Invoice - Price ~  no mapping needed -
Invoice - Quantity ~  no mapping needed -
Document Type
Company
Date
Contact
Customer ID Cancel

Email
Subject
Status

Pending Date
Document Number
Project

Amount

VAT Id

IBAN

Invoice - Table

You train Intelligent Indexing using a few invoices. The various invoice items are then
automatically applied as individual entries into the table.

Note: This innovation is only available for Intelligent Indexing as a cloud service, in other
words, for all DocuWare Cloud customers and for customers with an on-premises system
which is using Intelligent Indexing as an additional web-based service. This new function is
not available with Intelligent Indexing as a locally-installed service.

1.2 Split Posting per Table Field: Distributing Invoices to
Accounts

Component: Workflow Manager

You can now use table fields in workflows to split invoices across multiple cost centers.

J@L Application

= You receive invoices whose different items need to be approved by different departments
in your company. With split posting based on a table field, you can distribute the items or
partial amounts in a workflow task to the relevant accounts.
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@ Benefit

Automatic Processing Invoice Items

= [Faster and easier editing of invoices for multiple cost centers

Qﬁ Here's how

1. Inthe file cabinet configuration, set up the required field of type Table (on page 24) so it
can be displayed in your workflow.

2. Inthe Workflow Designer, include the table field in the dialog for invoice approval in the
workflow task. The structure of the field comes from the file cabinet configuration and
cannot be changed in Workflow Designer. As with other fields for workflows, however,
you can still customize the field properties here.

3. Store the invoice as usual.

4. Include the invoice in a workflow task.

5. Use the table field to distribute the invoice among the various accounts.

Peggy Jenkins
© pocuware petrs Ering
G voamenttrays  Q seorches IV 0
Accounts Payable 1
8 Reassign  {DHistory
Activity " Received on Reminder date Due date
Assign cost center 02.01.2019 18:02
c 1 100 v Ilof1
=
@ cancel Confirm

_ o

Document Type
Document Number
Order Number
Document Date
Due Date

Net Amount

Tax Amount

Phane Wizard

Invoice In

B45 563 9045 B13 241

02.01.2019

57,09

Gross Amount | 857,0

Account

Split amounts

1234

Account Offset Cost Center Amount
Accounts Payable 1234 21000 - Manufacturing 223,08
Accounts Payable 1234 32200 - Sales 634,01
Hew entry

857,09

3 1 /24 >» Phonewizard

' S

Make progress
every day

PETERS ENGINEERING
356 MEADOW AVENUE
NEWBURGH, NY 12550

Account Summary

Previous Charges $849.28
Payment Received Jan 29. ThankYou. -849,28
Past Due Charges $.00
New Charges

Phone Wizard (page 3) $242.12
Other Providers (page 5) 614.97
Total New Charges Due March 1 $857.09
Balances carried to the next bill may be assessed

a 1.5% late payment charge.

Total Due (Past Due + New)

$857.09

Phone Wizard pdf 19.08.2008

In the upper part, you'll find all general data on the invoice and the supplier. You can create
the table below simply by adding rows and selecting or entering the values.

= Q@ x
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2 Greater Workflow Performance

Fast and secure processes are critical for businesses today and are the basis for a
competitive and future-proof strategy. These processes guarantee clear task assignment,
prompt editing, and a structured information flow.

A set of new functions let you perform work steps within workflows even more quickly and
easily. And with the new user license, you can implement company-wide workflows in a cost-
effective manner, for example for application scenarios from the HR area.

2.1 Editing Multiple Tasks at the Same Time

If you select several tasks in a list, you can use the context menu to simultaneously confirm
them, reassign them, or stop them.

c@ Applications

= Release multiple invoices at one time.

= For better workload distribution at short notice, you can assign at once multiple tasks to
another employee.

= A customer has payment difficulties. Therefore, you stop all current tasks at one time,
such as deliveries.

@ Benefits

= Save time and work efficiently internally and with customers
= Error correction and stopping processes even quicker

2.2 Filtering Workflow Tasks for Greater Clarity

Display only the relevant parts for your activities: Filter the tasks in your list by date period,
due date, customer name or number. You can remove a filter with just one click.

c@ Applications

= In an order process you need to wait for payment before the order is processed further.
You filter your tasks by status and hide the tasks with status Waiting so you can
concentrate on processing those where a payment is received.

= As the controller of a workflow, you filter tasks by user. This will give an overview of the
number of tasks that individual employees has to do. Filter by activity to keep track of the
process for a specific activity.
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@ Benefits

=  Shortened information search times with instant current task lists
= Better overview for controllers and users

v Here's how

Filter "Status"

[

New

Waiting

To be approved

Clear filter

2.3 Emails: CC Delivery and Multiple Addressees
Component: Workflow Designer

You can now also send emails in workflows to additional recipients in CC. Furthermore you
can send an email straight to several addressees instead of a separate email per addressee.

@1 Application

= You send your invoices by email. Send all emails in CC to your accounting department's
store name so that you have proof of invoice delivery.

2.4  Filling Table Decimal Fields with Residual Value
Component: Workflow Designer
Decimal fields in tables can be pre-filled with a residual value. In an invoice workflow, for

example, this can be the remaining amount of an invoice from which partial amounts have
already been approved. See also Split posting by table field (on page 7).

2.5 Completing Forms Automatically During the
Workflow

Components: Workflow Manager, DocuWare Forms
You can now automatically fill in empty form fields in a workflow. The conditions for this are:

The form was created with DocuWare Forms and a fill area was assigned to the field to be
filled.

10
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M Application

To capture the data of new employees, the HR department uses a form created with
DocuWare Forms. In addition to fields for first and last name, it also contains a field for
the new company email address to be created.

For each new employee HR fills in the form with the personal data. The field for the email
address remains empty. By submitting the form, DocuWare creates a document and
starts a workflow. One workflow step includes IT creating an email account and entering
the new employee's email address in the task form. When this task is complete, the email
address is written to the empty field on the document.

@ Benefits

Efficient gathering of information
= More dynamic processes and even better collaboration
= Enables subsequent completion of form fields
= Completes tasks faster

{:}ﬁ

To be able to use the function in Workflow Manager, the document must have been created
with DocuWare Forms using a merge form with fill areas and as a fillable PDF.

In the Workflow Designer, activate the option Only if the document was created by merge
form under Start > Trigger. All DocuWare Forms (1) configurations and all merge forms (2)
for which the logged in user has the Use permission will then be displayed.

Start X

Ee“erBI ?

s

Start new workflow
+  for new documents

if index entries of the document were changed 1 2

+  only if the document was created by merge form

If  all v of the following conditions after index modification isfare fulfilled:

+

In this way, you create the basis for displaying the fill areas in the Workflow Designer during
data assignment. Only empty fill areas can be filled.

11
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2.6 New License "Workflow User"

In order to implement company-wide workflows more cost-effectively, there is a new user
license named "Workflow User." This license is suitable for employees who do not archive
documents themselves, but have tasks to perform within workflows and need to have read
access to archived documents. Users can also fill in and save forms (DocuWare Forms) with
this license.

Q Applications
= Implement digital personnel files for all employees: from pay slips to vacation requests
and minutes of annual meetings

= Integrate departments that do not normally work with DocuWare, e.g. for invoice approval
processes

@ Benefits

= Cost-effective implementation of all application scenarios in HR & personnel
management (https://blog.docuware.com/product-news/topic/human-resources)

= Users who otherwise do not work with DocuWare can be cost-effectively integrated into
workflows keeping everyone engaged in company digital processes

{;}F Here's how

The "Workflow User" license is available in addition to the cloud packages "Professional Il,"
"Enterprise 11," and "Large Enterprise II".

You can assign the license to DocuWare users either in DocuWare Configuration > Product

Overview > Named Licenses or in DocuWare Administration > General > Licenses > Client
Licenses.

12
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3 Always in Focus: User-Friendliness

Not only should DocuWare offer you all the functions you need, it should be easy to use too.
Our aim is to develop intuitive software so it can be used without assistance. That's why this
version includes lots of new functions for improved usability.

User comments left in our Customer Feedback Forum https://docuware.uservoice.com/ are
always taken into account when we consider where user guidance could be improved. If you
have ideas, please tell us about them.

Also if you'd like to test concepts and functions for suitability before a product is released, get
involved in the DocuWare Product Tester Program https://start.docuware.com/docuware-
product-tester-program.

3.1 Redesigned Menu

The menu in the Web Client has been restructured. The Profile and Settings areas have now
been integrated into the normal menu instead of the previous division into two parts. This
gives you a clear overview of all menu functions at a glance.

Sanders
@ pocuware Peters Enginesring >
q H— v [ A Pprofile & Settings
B - i
£+ Configurations
* Sanders - New Documents X Invoices & Touch Mode
- 3 Desktop Apps »
= -
Import &= Scan = —
a u ne [0 Mobile Apps
@ Help & Info »
¢ Log out

13
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There is also a new tab in Profile & Settings called Security.

Profile & Settings L

Profile General Security Document trays Searches Lists Folders Viewer

Change password

0ld Password
New Password

Confirm Passward

Configurations using your account

Check the configurations using your account, If there is any configuration you are not aware of, you
can revoke access. Please be aware that the processes based on such configuration will then stop

working.

Type o Name

Deletion Policy HR - to delete Revoke
Forms Order Inguiry Revoke
Forms Sports Program Revoke
Forms Traveling expenses Revoke
Forms Registration Revoke

(® Reset Save & Close

In addition to the possibility to change your password, you have here, as a completely new
feature, the central overview of all configurations that use your user account . If you don't
want certain configurations to run under your user ID, you can also revoke it from this
location.

3.2 Displaying MS Project Files in Viewer

The Viewer now supports files from MS Project for display.

Q Applications

= Open project files easily and clearly

@ Benefits

= Display other conventional file formats directly in Viewer
=  Work with annotations and stamps possible for these file formats

14
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3.3 Repeating All Jobs with Warnings at One Time

In History within the Desktop Apps, you can now restart all jobs at one time where warnings
are displayed.

@ Benefit

= Eliminates the need for repetitive manual editing for each individual job

3.4 Checking Workflow Entries

You can now validate a task before completing it, in other words check the entries. You
determine how this happens within the decision concerned. Previously, a check was only
possible after confirming and completing the task.

c@ Application

= An invoice can be checked to see whether the total of the approved partial amounts in a
split posting (on page 7) matches the total amount. If the validation reveals that the
values don't match, the user will get a message.

%
{} Here's how
You configure the new validation in the Workflow Designer > Task > Decisions > Validation.
On the new Validation tab, enter a Visual Basic expression that will be applied if the user
confirms the task. If the validation returns an error, the user will get a message, which you

can also specify here. The VB expression can use variables and values from index and form
fields from the current decision.

15
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Task X
General MNotification Dedsions o Escalations ?
Assign Common Dialog | Validation ” Assign data ” Assign to
+ Validation

o Define criteria that must be fullfilled to commit the task

v’ Enable data input validation
Condition
DW_NET_AMOUNT = SUM({DW_SPLIT_AMOUNTS[AMOUNT]) P

Error message if condition is not fullfilled
The split amounts don't match with the total amount. Please correct.

X Cancel > 0K

3.5 Smart Connectin a New Interface

Component: DocuWare Configuration > Smart Connect
You can now set up Smart Connect even more easily and integrate DocuWare in third-party

applications, like your ERP. The configuration interface of Smart Connect has been
completely reprogrammed based on HTMLS5.

16
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©® pocuware i ®| Smart Connect et () wb

< Back

Search Invoice &

Source  SmartSearch  Permissions
Identification @ rektirama - Cotemphokduramatdata - B % | search Criteria
[ — flthEdt Data 2 Er:él‘\hr\!nw élu B File cabinet
T Text Print Imoice Delivery  Expenditure Receipt File Cabinet
|| @5t [Binvoosoos  |Binvoooso2 B INvOD00D3 | INNDOOOOS
= U Search dialog
i
s Wo.[INvo0000s Date [11/ 62018 B |[— < invoice {gj)
& Anchor cust Y [ATT10815 | Comaian | Sanders Default Search Dialog
Address,| Freizeitpark Moser ServiceDate 11/ 62018 [~
Trigger Werner Moser Cronte » dupiicate Document Type -
WaldstrBe 7 Order Date 11/ 6/2018 O~
| 0763 Wenerverg |£ Company T
Deutschisnd VAT | With VAT Delivery Note Credit Dunning
o - Date
ems| fos Oy, hemMNo. Picwre Name Descrigtion VAT UPrice Disco price
O v 1 peconz Cobra Roil (inverted) 67% 6900000 0% 6900000 Contact T
= Customer ID T
©
-]
equals v
Text content 28
—Lj—xmmms —l
+
Remarks Totsl Gross 690000.00
u T ae || BB Fiek may be empty
Shigping asos ay Pty
paid | Giro transfer | Due Days [0 +] Pay unti 11/ 72018 D~ VAT 4332109
Total 69000000 Emall T
B Documents =1 € Cantacts| 8l Expenditure vouchers [ Subject T
vipped A @O Invoicesiunpaid Search:
* Invoices Status T
« unpaia Docume Date Name State Total Printed .
« paid € INVODOD  Nov62 BuschGardens,Boris Bodart Qupsd 3w B Pending Date =
+ DeliveryMotes | || @ INVDOOD Nev§2 Fiying Tom Gesmany, Thomas Rain Q wpsd M2 B Document Number #
« has invoice € INVO0D  Nové, 2 Fiying Tom Germany, Thomas Rain O wpaa 132 @
« hasnoinvoice | [ INVOO0D MNov 6,2 Heide:Park Soitau GmbH, Michael Meser © wpaid 30150 Project T
¥ |@ V0000 Nov 2 Leisure Fark Moser, Wemer Moser Qumpsd 65000
< > Amount #

f@. New configuration options

Customize read out text: You've integrated DocuWare in your ERP and you've
configured a Smart Search for invoices. You manage all your invoice numbers in your
ERP with twelve digits, possibly with leading zeros. In DocuWare, invoices are stored
without leading zeros. To search for invoice numbers, remove the leading zeros in the
Smart Search.

You can also remove spaces or replace characters in read out text.

Limit search in keyword field: In a Smart Search configuration, you can assign read-

out text to a keyword field. The searched text can now be further limited with the
operators "begins with," "ends with," "contains," and "equals."

Identification of the application simplified: The identification of the application can be
more precisely defined with the following options: "begins with," "ends with," "contains,"
and "equals."

@ Benefits

Improved user guidance
Fewer configuration steps required
Appearance as in the Document Processing component

‘{:}‘# Here's how

You configure Smart Connect in DocuWare Configuration > Smart Connect. You can
continue to use configurations created with DocuWare up to Version 7 without adaptation.

17
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3.6 User Management Complete

User Management within DocuWare Configuration is now complete. In addition to users, you
can now create and edit groups, roles, and function profiles there.

Q Applications

= Manage groups: Define members of the group and assign rights to the group using roles

= Manage roles: Combine function profiles, file cabinet profiles, and dialogs in the role and
assign them to users and groups

= Manage function profiles: Combine functions and stamps in the function profile and
assign them to users and roles

‘@ Benefits

= Complete and standardized rights management within the DocuWare Configuration

= |Increased user-friendliness, for example, administering complex user and rights systems
is made easier with the search and filter option in the relevant overview of groups, roles,
and function profiles

{i}’# Here's how

User Management is located in the General section of DocuWare Configuration. In addition
to the User tab, there are now other tabs for Groups, Roles, and Function Profiles.

@ pocuware it 72 User Management et oS v
Users | Groups | |_Roles | | Function Profiles |
New Group Q Fiftern
Name - Active Users/Roles
Finance a2
Public =

18
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3.7 Defining Mandatory Fields per Dialog

Mandatory fields ensure that all important index information is entered during storage. The
handling of required fields is now more variable as you can define which index fields have to
be filled in and which ones are optional per dialog. Store, search, and index dialogs can each
have their own mandatory fields.

c@ Applications

= A file cabinet contains various document types, including invoices, delivery notes, and
documentation. Each document type can be stored using appropriate store dialogs with
its own set of required entries.

= Employees have different dialogs depending on their area of responsibility; an index field
in one area of responsibility might be mandatory but optional in another area.

= You provide a search dialog on your company website. When customers, for example, fill
in the required fields "Name" and "Order number" they can display their order details.

@ Benefits

= Flexible use of required fields
= Anindex field can be both mandatory and optional within a file cabinet

{:}m Here's how

Under DocuWare Configuration > File Cabinets call up the appropriate store, search, or
index dialog. Enable the Required option in the settings for the dialog field.

When updating to DocuWare Version 7.1, the required option for fields that were previously
defined as required fields at file cabinet level, is applied to the respective dialogs.

19
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3.8 Predefined Entries for Form Fields

Predefined form entries often eliminate the need to manually complete form fields. When you
call up the form, the fields are duly filled, for example with the current date and the name and
email address of the logged-on user. If necessary, the entries can be customized.

Event 2019

Name

Peter Sanders

Address

Email for further questions
peter.sanders@petersengineering.com

T will t_ake part

*  yes (1 person)

yes (2 persons)
I am unfortunately prevented

Registered on
09/11/2018 [

Overnight stay

* yes
no

These entries are proposed to the user when the form is loaded. You can apply them or
enter your own values

Q Applications

= The current date is already entered in each new form.

= |f the employee wants to register for the company event, values such as user name and
email address stored in DocuWare are pre-filled in the form.

= When registering for a multi-day event, the "Overnight" option is pre-selected by default
in the list box.

@ Benefits

= Fill in forms quickly and easily
= Correct and uniform data entry when applying pre-filled fields

%
‘:} Here's how
You specify predefined entries during form configuration. Under DocuWare Configuration >

Capture > Forms > Designer, open the settings of the field for which you want to display a
default entry. Select an option from the list under Predefined Entry.

20
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For fields with select options such as multiple choice, you can set an option under default

© Docuware iii B Forms s g
< Back Pubish Save
Registration &

Designer | Submisson  Output  Indexing  Permissions
Fields b [ ¥ © O " Feldsettings
B¢ Single Line Text Fiekd Label
e Event 2019
= Muttiple Line Texd el Loacton
i

# Number
Date Name Source
Checkbox Current user long name O Eohmiiz]

Select List
8 Muttiple Choice

Adress Names for choices

Drop Down
Attach File yes (1 person) + -
£ signature yes (2 persons) + -
Fixed Elements Iam unfortunately prev | 4 —
Bme Email for further questions E e
[E] Fixed Text . Original Order
= image Current user emai Ascending

Descending

123 Automatic Number

T spacer

Default Choice(s)

yes (1 person) v

Instructions for user

Registered on
09/11/2018 = Validation
None >
Overnight stay
Required
Behavior
None ~

Duplcate | Delete

3.9 Match Form Entries

The entries in form fields are checked for consistency before sending. The form is submitted
only if the entries match your defined specifications or — in the case of text, date, and number
fields — the entries in other fields.

Q Applications

= Query the email address twice. This will ensure that the email address has been entered
correctly in the form.

= If the user enters an age below 18 years old, he or she will be duly notified when age of
majority is checked.

@ Benefits

= Form submits applicable values only
= Incorrect entries are avoided
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‘@}‘ﬁ Here's how

You define the specifications for the form fields as a validation which refers to entries in other
fields of the form. Open Designer under DocuWare Configuration > Capture > Forms. In the
field settings on the right, click Add under Validation. Different specifications are available for
form internal validation depending on the field type. Here you can see a possibility of
validation for matching the email address.

Sanders
Forms Peters Engineering.

Confirm email

Field Type

The value in this field is valid if it

equals Other form field Email for inquiries

+

Error message if invalid

Enter a matching email adress

3.10 Public Forms — also for DocuWare as On-Premises
System

Component: DocuWare Forms

In on-premises systems, you now have the option to release forms for public use. This allows
people to fill out forms and transfer them to DocuWare even though they do not have access
to your DocuWare system.

The function Public Forms is now available in the normal DocuWare Forms license.

@ Applications

= Application forms for events also for external users: each registration is archived directly
in DocuWare and the further processing can be controlled via a workflow.

= Web Form applications on your company’s careers website: the incoming applications
are archived, indexed, and forwarded directly in DocuWare.

@ Benefits

= Easy linking of data from external employees, partners, or customers
= Accelerated information flow
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'{:}ﬁ Here's how

In DocuWare Configuration, enable the option Public Forms for the Web Form. In the
configuration, you also enter a DocuWare user whose account is used to save the
transmitted forms.

3.11 Individual Time Zone for Automatic Processes

A configuration always displays the time for job execution in the time zone in which the
configuration was created. If your Windows time zone is different, a list will appear so you
can select your time zone. This makes it easier to customize job execution since you don't
have to work out the time difference.

@© DocuWare Ei: % Autoindex

(UTC-06:00) Saskatchewan @
(UTC-05:00) Bogota, Lima, Quito, Rio Branco

(UTC-05:00) Chetumal

Invoices ® (UTC-05:00) Eastern Time (US & Canada)

(UTC-05:00) Hati

— (UTC-05:00) Havana

Trigger Match Data Assign Data Write Back (UTC.05:00) Tndiana (East)
(UTC-05:00) Turks and Caicos
(UTC-04:00) Asuncion
(UTC-04:00) Atlantic Time (Canada)
(UTC-04:00) Caracas
(UTC-04:00) Cuiaba
User "Sanders"is used to access the file cabinet. Change user (UTC-04:00) Georgetown, La Paz, Manaus, San Juan
(UTC-04:00) Santiago
(UTC-03:30) Newfoundiand
(UTC-03:00) Araguaina

< Back

Define Trigger

Add index data in = Documents. v

File Cabinet Event File Event

Summary Repeats daily every 1 hour(s) starting at 1:00 PM (UTC-03:00) Brasiia
(UTC-03:00) Cayenne, Fortakeza

Repeat schedule  Daily Every day (UTC-03:00) City of Buenos Aires
(UTC-03:00) Greenland v

Startat  11/19/2018 13:00 (UTC-03:00) Greenland -

Endat = Never

Every 1 minutes e hour(s)

3.12 Default Credentials in Automated Processes

The job configuration of the modules Autoindex, Deletion Policies, Request, Synchronization,
and Transfer eliminates the additional input of credentials.

= The ID of the user logged on in the system is automatically applied for execution. It's only
necessary to enter credentials during configuration if the job is to be executed with the ID
of another user.

= The configurations continue to run after the password has been changed for the system
user. The data doesn't have to be re-entered within the relevant configurations - this also
applies to workflows.
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Other Configuration Innovations

4 Other Configuration Innovations

4.1 Setting Up a Table for a Store Dialog

The new field type Table allows you to capture data in tabular form in the store dialog. This
kind of table within a store dialog is used in split posting workflows (on page 7), for example
to distribute invoices to several cost centers. A table consists of several fields, which are
displayed in Web Client as columns of the table.

Sanders n
@ pocuware presgnens ¥ | ¥ | <= 11 O 1 2 >» FyingTom e ® x
& Document trays Q Searches  3m Lists | o/ Tasks M Folders 0
Store to "Split booking™
INVOICE ENGINEERING
< Cancel  (®)Reset Store
Document Type  Invoice ~
356 Meadow Avenus
NY 12550 Newburgh
Company  Flying Tom v
Flying Tom PHONE +1(845) 563-9045
Date  (3/03/2018 ~ M. Thomas Rain FAX  +1(845) 5639046
170 W 42nd Street
Contact  Thomas Rain ~ G: York, NY 10036 ﬁi‘mn:n;:dmm
Customer ID 100347 e
New York.
_ Routing/ABA # 021001088
Email  thomas.rain@flyingtom.com v Account #434718065
Comments and/or special Instructions . Jones
Subject  Invoice 393112/11 v Order Processing
PHONE +1(845) 563-9045
Status | New ~
Pending Date  03/18/2018 " Cugomer | PrejeckNo. | Order o | Order D | Dalivery | Tnvice . Date of Invoica
Document Number  393112/11 ~ 100347 2005011 393112 o02/02/2018 | 03/02/2018 3931131 03/03/2018
Project  Roller coaster e 1D Article Quantity _Unit Price (US$) Discount _ Amount(US$)
Amount  11.815.689,00 ~ & Double Corkscraw (Tnverted) 1 126000000  0,00%  1.260.000,00
TaxID 934859479479 v 2 Cobra Roll (nvereed) 2 €500000  000% 138000000
24 Roll Over (Invertad] 2 450.000.00  0,00% 500.000,00
IBAN  GB29BUKB12345698755 v ! d
27 220 Rall (1nverted) 1 600000 Q0% 61000000
Invoice ~ Name Price Total price ‘Quantity Delivery date  Contact
10 Double In-Line Twist (Invered) 1 110000000  0.00%  1.100.000.00
Double Corkscrew 1.260.000,00 1.260.000,00 1 03/02/2018 Thomas 43 P T ot Ground v per () . omm 0w Lm0t
Cobra Roll £90.000,00 1.380.000,00 2 03/02/2018 Maria 41 Higher Level Construction Unit per m hight & m track. 2530 1.500.00  0.00% 3.795.000.00
46 Construction per day and technician 96 1.200,00  0,00% 115.200,00
Roll Over 450.000,00 500.000,00 2 03/02/2018 peter
47 Conswusiton per day and assistant 380 50000 0,00% 180.000,00
Zero-G Roll 610.000,00 610.000,00 1 03/02/2018 Maria -
BTV 1 250000 0.00% 250000
Double In-Line Twist 1.100.000,00 1.100.000,00 1 03/02/2018 Peter
<
Page 1 of 2
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¢ Here's how

Tabular fields are set up in the file cabinet area of DocuWare Configuration. Call up the
database fields in the settings of an existing file cabinet and create a new field of type Table.

wmm - _ Sand
© pocuware 2 £ File Cabinets Peters Engineerng
< Back Save
Split Booking &
General Database Felds Dialogs Permissions.
Available database fields
Field Name Type Length Decimal places Document Name
Contact Text 255 ry
Customer ID Text 255
Email Text 255
Subject Text 255
Status Text 255
Pending Date Date
Document Number Text 255
Project Text 255
Amount Decimal 2
Tax ID Text 255
IBAN Text 255
Fultext Text
+ | -

The field types text, decimal, and date are available for the columns of a table. You can
create up to 50 columns within a table:

Change Field Properties

Name  Invoice terms

Available table columns

Column name Type Length Decimal places
Name Text 255

Price Decimal 2 -
Total price Decimal 2 2
Quantity Decimal 2 =
Delivery date Date

| contact I Text I 255 _
| -
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A table field can be added to the store and index dialogs of a file cabinet; it is not displayed in
result lists. You search for the contents of a table using fulltext.

As with other index field types, One Click Indexing, field masks, select lists, manual entry,
and Intelligent Indexing (on page 6) are available to fill a table during storage.

4.2 Optimized Form Configuration

To make working with forms simpler, the following improvements are integrated in form
configuration:

= Filter option on the overview page: Find a particular form faster, especially if you've got
lots of form configurations.

= Full screen mode: During configuration, display the forms over the entire screen. You can
do this for both Web Forms and Merge Forms.

4.3 Automatically Deleting Entries from Index Fields

Use Autoindex to automatically remove specific index entries of archived documents.

Q Application

= In a keyword field of the invoice store, all items of the respective invoices are listed. For
optimal performance delete all entries for the posted invoices from the keyword field to
reduce the data volume in the case of large quantities of documents.

@ Benefits

= Saves time: Deletion is automatic instead of manual using the index dialog in Web Client.

= Unlimited: With Autoindex delete the entries of as many documents as you want. In this
way you can avoid the limit on the manual deletion of entries in Web Client.

‘{:}m Here's how

In an Autoindex configuration select the index field on the Assign Data tab whose entries you
want to delete and set Empty Entry as the fill option.
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4.4 Sending Emails via Business Address — Now with
DocuWare Cloud

DocuWare Cloud customers can now send emails for workflows and email notifications via
separate SMTP connections instead of via the standard SMTP of the DocuWare system. You
can create an SMTP connection for notifications and workflows.

c@. Applications

= For emails that are sent as part of workflows, select the email address and the sender
name. The invoice to the customer is sent with the sender "workflow@peters-
engineering.com" and not with the address of the DocuWare system.

= Define a separate sender for email notifications. The reference to new pay slips can now
be sent via "notifications@peters-engineering", for example.

@ Benefits

= Freely selectable sender address for outgoing emails
= Creating recipient confidence with known sender addresses

Q}‘ﬁ Here's how

The SMTP connections for sending emails are now created browser-based in the Mail
Services module in DocuWare Configuration.

Sanders

@ pocuware it =1 Mail Services Peters Engireating
Receiving Sending
New SMTP Settings Sotby v == 27
Workflow # M @
q Sender name  Peters Engineering ‘
] e
[~ Sender email  workflow @peters-engineering.com M .
Notifications # M @
q Sender name  Peters Engineering ;
] e
[~ sender email  notifications @peters-engineering.com M .
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4.5 Central Management of Web Services

Web services for DocuWare can now be centrally managed in a separate area of DocuWare
Configuration. The web services stored there are available in select lists in the module
configurations that work with web services, in other words for workflows in Workflow
Designer and for validations in file cabinet configuration.

@ Benefits

= All web services for DocuWare at a glance
= |ncreased user-friendliness: Provide web services for other users

{:}F Here's how

URL https:// Test connection

v Use authentication (recommended)

Username

Password

You can find examples of web services at Workflow Manager (SOAP)
https://www.docuware.com/main.asp?sig=dld&lan=en&loc=de&dwdblan=english&dwdbkat=d
o*&dwdbname=sample+web+service and Valididation (REST)
https://github.com/DocuWare/Validation-NodeJS-samples.

4.6 Fast Import of Minor Updates

You can now carry out minor updates to your DocuWare on-premises system within minutes
thanks to a new setup type. All you do is click through a minimum of dialogs and all the
necessary changes will be done automatically. In addition, it's usually only files that are
exchanged on the server computer, but the database is not updated.
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4.7 Changed System Requirements and Technical Notes

Compared to DocuWare Version 7, there are the following changes to the system
requirements:

= Windows Server 2019 is now also supported as operating system for DocuWare Server
and Clients.

To upgrade to version 7.1, you need at least a DocuWare version 6.7 installation.

As always, the complete system requirements http://help.docuware.com/en/#t55049 can be
found in the Knowledge Center.

Technical release notes

Before upgrading to version 7.1, please check the extent to which the changes with
DocuWare version 7.1 are relevant to your system.

If you are updating from a version earlier than DocuWare 7, please inform yourself about the
changes with DocuWare version 7.

For the update to DocuWare version 7.1 you need at least DocuWare version 6.7.
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