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1 Using DocuWare

1.1 Version Management

With version management, all changes to a document can be tracked. When a document is edited,
DocuWare saves the changes in a new version. The original and the older versions are retained in the
file cabinet. The following two variants exist:

Automatic Version Management

Automatic version management is active in the background without any intervention required from
the user. If someone opens a document in Editor, it is automatically locked so that other users only
have read access to it. Once the document is saved and Editor is closed, the document is automatically
saved in DocuWare as a new document version with an automatically generated version number.
Automatic version management is particularly suitable when dealing with relatively fast document
changes directly in the file cabinet.

Manual Version Management

The user checks out a document, either into the file system (Web Client and Windows Explorer Client)
or into a basket (Web Client only). As soon as a document is checked out of the file cabinet, it is locked
in the file cabinet and can only be viewed in read-only mode. When a document is checked into a file
cabinet, it is given a higher version number and if necessary a comment is added to the new version.
This variant of the version management is particularly suitable for document changes that take more
time.

For both variants, you can change the index data of a document or add comments to overlays without
creating a new document version. You also have the option of changing the document status - with
the relevant rights - from Out of date or In progress back to Current version.

If automatic version management is enabled, a new version is created for every document processed
directly in the file cabinet. In contrast, for manual version management, versioning is initiated per
document when the user checks out the document. You can continue to check out documents, for
which automatic versions have been created, and switch to manual version management. The switch
from manual to automatic version management does not work because documents that have been
checked out can no longer be edited directly in the file cabinet.

Version management can be used in DocuWare Web Client and in Windows Explorer Client, but not in
DocuWare Windows Client.
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Use

= Use version management for all documents for which you need to be able to track each individual
change: offers, catalogs of requirements, contractual drafts etc.

= |f you want to enable editors of documents to enter comments on each document version and/or
you want to use a two-stage version number (e.g. 1.3), use manual version management. When
checking in a new document version, users can then decide whether to include a new key revision
number in the document (after version 1.3 comes 2.0) or a new sub-revision number (after version
1.3 comes 1.4)

= Manual version management: An engineer wants to change a catalog of requirements on a
business trip. Before the trip, he checks the document out and thereby ensures that none of his
colleagues can make changes to the requirements at the same time. During the trip he works on
the document, which has been downloaded onto his computer when it was checked out. After the
trip, he checks the new version back into the file cabinet with a new number and any comments.

= Use automatic version management if the version management is to be active in the background.
For this variant, users will not notice anything about version management throughout their daily
work, the version numbers are automatically incremented (after version 1.0 comes 2.0, then 3.0,
ete.)

L& Check in from file systern (=230

Please enter a change comment

maintenance jobs

Please enter a new version number

Main : Secondary : -n

| Cancel | | Store |

When checking in, give the document a new version number and add a comment if necessary

B Version History - Calculation.xlsx @
Version Number Version Status Stere User Store Date Comment
1.0 Out of date SANDERS | 2/6/2011 2:23:42 PM
11 Qut of date SANDERS |4/6/2011 10:54:16 AM  [extended locpings
20 Out of date  |SANDERS |3¢6/2011 10:35:32 AM | new frame
21 Current version |SAMDERS  |6/6/2011 10:57:26 AM | maintenance jabs

Close

Version overview: All document versions at a glance
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Benefits to You

Changes to a document can always be tracked because each document version is available as a
separate document in the DocuWare file cabinet.

Older document versions are still available because they have not been overwritten

Version management always ensures that only one person can work on a document at any one
time. Parallel document versions are thereby prevented.

The automatically generated document statuses of Current for the latest document version, In
progress for documents that are currently being edited, and Out of date for previous versions
always provide transparency over the status of the individual documents.

The version history shows you all document versions for a document, with version numbers, status,
storage date, any comments and the name of the user who stored each version. This gives you a
quick overview of the history of a document.

Requirements for Version Management

Settings in DocuWare Administration:

Enable version management or automatic version management for each individual file cabinet in
your organization under File cabinet > General > Options

Use the Checkout file cabinet right to specify which user can use manual version management in a
file cabinet

Under File cabinet > Dialogs > Result Views > Result lists > Web Client, it is also possible to set
how the user should be able to call up the version history and the Checkin/Checkout in Web Client,
i.e. via a button and/or via the menu/toolbar.

The relevant features in Windows Explorer Client are automatically made available with the Enable
Version management option.

Using Version Management in Web Client

Automatic version management:
New document versions are automatically created and stored accordingly, the workflows do not
change.

Manual version management:

Create a new document version through Check out in the base document context menu within the
result list. Checkout is carried out either in the Web Client basket or the file system.

Create a new document version using Check in in the document context menu if the document is
stored in the basket, or using the check-in dialog (My DocuWare > Favorite management) if the
document is stored in the file system.

Load the version history:
Using the corresponding context menu for the document in the result list

Using Version Management in Windows Explorer Client

Automatic version management:
New document versions are automatically created and stored accordingly, the workflows do not
change.
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= Manual version management:

Create a new document version though Check out in the base document context menu within the
Windows Explorer Client folder structure. Checkout is always carried out in the file system.

Store a new document version, in which the document previously checked out is put back

somewhere in the Windows Explorer Client folder structure. The document is automatically stored
correctly using the existing index words. This also works for documents that have been checked
out of Web Client into the file system, and also for more than one document at once.

= Load the version history:
Using the corresponding context menu for the document in the Windows Explorer Client folder

structure.

1.2 CONNECT to Outlook

CONNECT to Outlook provides a connection between Microsoft Outlook and DocuWare for easy e-
mailing. On one hand, CONNECT to Outlook allows you to easily archive your e-mails from Outlook to
DocuWare and, on the other hand, you can access e-mails archived in DocuWare directly from Outlook

using pre-configured quick searches. An additional menu called DoculWare has been integrated in
Outlook for this reason.

0| __41 = Inbox - E-Mail filing with DoculWare - Microsoft Qutlock = B =
il Home Send / Receive Folder View DocuwWare & el
;‘EI Logout H Store ﬂ Go Hide Quick Search
h ~ | Configuration | Stare (with store dialog) * | Quick Search | Search for contact = | 48 Properties
l'i;j:' Help
DocuWare CONNECT to Outlook
Search Inbox [Crl<E) P Price list
jnanggify|Date flewestoniop Helli Iceberg < helli.iceberg@frost-machine.se»
L=d Helli Iceberg 2:37 AM Wed 6/29/2005 &:15 AM
German phone number . Peter Sanders
[ Helli Iceberg 6/29/2005 ¥
Exiecllish Sa Copy Dear Sir or Madam,
=] Thomas Bright & Quick Print
Your Offer: 200 carts type Thuy on your road show we already had the pleasure to get to know your company.
Ega Reply We were really impressed by your product range, especially by the roller e
S8 Reply All coaster model "SuperDrome”. | want to ask you for more information, in
S Eorw particular we are interested in an overview of the price lists per unit.
bgp Forward
X Markas Unread Please feel free to give me a call. my phone numberis: +49 - 703 -67 578
] dori
Categoriz 4
Em | eiegorize Sunny regards from Sweden.
¥ FollowUp » =
By Find Related » e —
k DocuWare Quick Search: X ¥
g DQuick Steps 3
-
é‘} Rules >
3 Move r
;,F_I OneMote
% lgnore
& Junk 3
X Delete
DocuWare % Stare 4 Store in file cabinet
Quick Search Automatic storage
& Logout Store (with store dialog) fd
Items:3 | | I Bl 100% (=) [} (+)

With CONNECT to Outlook, you have an additional DoculWWare menu bar in Outlook, and also a special

context menu
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An administrator can create the configurations and assign them to roles or users. This configuration
then appears automatically in Outlook for all members of the role or directly allocated users.
Furthermore, users can set up configurations themselves if they have been allocated the necessary
rights by the Administrator.

Storage Configurations

Use these configurations to specify which file cabinet to store the e-mail in, whether the e-mail or
only attachments are to be deleted from Outlook once it has been archived, and what index words are
used to archive the e-mail. The index words can be of very different types:

Fixed values

Properties of the e-mail (sender, subject, etc.)

Predefined entries (CURRENTDATE, etc.)

Information about the recipient/sender from the Outlook contact (name, company, etc.)
Information from other DocuWare index fields

> > >y > D

Information from other databases, that are queried via SQL

@] __41 |= Inbox - E-Mail filing with DecuWare - Microsoft Qutlook = = 532
File 1 Home Send / Receive Folder View DocuiWare & ﬂ
;@ Logout H Store ﬂ Go Hide Quick Search
= | Configuration Store [with store dialog) * | Quick Search Search for contact - @ Properties
l'i'p'j:' Help
DocuWWare CONMECT to Outlook
Search Inbox [Ctrl=E) P Price list
SIEE R R UG LT G Helli lceberg <helliiceberg@frost-machine.ses
Wed 6/29/2005 6:15 AM
4 Today Peter Sanders
=4 Hellilceberg 2:37 AM

German phone number Dear Sir or Madam
2 W N

4 Older on your road show we already had the pleasure to get to know your company. We
£ Helli Iceberg 6/29/2005 were really impressed by your product range, especially by the roller coaster model
: Exicellist "SuperDrome”. | want to ask you for mare information, in particular we are interested
{4 Thomas Bright 5/28/2005 in an overview of the price lists per unit.
Your Offer: 200 carts type Thunder... 1] . . -
i Please feel free to give me a call. my phone number is: +49 - 703 57 578
Sunny regards from Sweden,
Helli lceberg
Frost Machines Corp.
Post Box 11 56 37
5-11593 Stockholm
Schweden
0 DocuWare Quick Search: X ¥
Ttems: 3 | | m & 100% (=) {} (+)

Archive e-mails using the DoculWare menu shown directly in the e-mail




Doculnare

Using DocuWare

Quick Search Configurations

With a quick search you can perform a search in DocuWare from a selected or opened e-mail. It uses a
previously defined configuration that contains the search criteria. The documents found are displayed
in a DocuWare result list in Outlook. If this is configured accordingly, the list is sorted in such a way

that the most recent documents are at the top. The search criteria can also be of very different types:

A Fixed values

A Properties of the e-mail (sender, subject, etc.)
A Predefined entries (CURRENTDATE, etc., also CURRENT DATE (-30) for the last 30 days)
A Information about the recipient/sender from the Outlook contact (name, company, etc)

You can also use a quick search configuration to easily integrate one or more DocuWare task lists into

Outlook.
,ﬂ| _i1 1 |+ Inbox - E-Mail filing with DecuWare - Microsoft Qutlook = = 537
File Home Send / Receive Folder View DocuWare & 0
Q?@L-:ngaut Hst-:ure H Go Hide Quick Search
Connections Doc = | Configuration Store [with store dialog) Quick Search | Search for contact - @ Properties
@ Heip
DocuWare CONNECT to Outlook
A BT ) W
E-Mail filing with DocuWWare zarch Inbox (Chri=E| Price list
[ Inbox R i i i .
53 Drafts ATETLEET PHE fenictonicn peter.sanders@petersengineering.com on behalf of Helli Iceberg <helliic
= sent items © This message has extra line breaks,
4 Today .
@ Deleted Items Fri12/2/2011 2:07 AM
. = Hellilceberg 237 AM 'Peter Sanders'
3 Docuware German phone number
L@ Junk E-mail [2] e
(3 Outbox 4 Monday Dear Sir or Madam,
(3 RSS Feeds (3 Helli leeberg Man 1012 AN on your road show we already had the pleasure to get to know your =
S Searfh F°_|de"5 - German phone number company.
O Categorized Mail We were really impressed by your product range, especially by the roller
4 Last Week coaster model "SuperDrome". | want to ask you for more information, in
O Unread Mail i 0 i i iew i ;
e (4 themas.rain@flyingtam.com Fril22 particular we are interested in an overview of the price lists per unit.
L3 stored mails Inquiry roller coaster Thunderbird™ @
>[4 temp = Patrick Summers Fril2/2
Maintenance Partnership
-] HelliIceberg Fril2/2 | o—
Price list ] ! DocuWare Quick Search: X~
[=d peter.sanders@petersengineering.com ..
Yaur Offer: 200 carts type Thunder... @ % v ResultList _ ¥
Compant Co Denartme Doc.-Tyoe roie -
4 Older Company Contact Department Doc.-Typ Projec | [*
o - Subject Date Format Status
=g Patrick Summers 6,/30,/2005 A = =
. . - ~ Eurcx-Fun Park S.A. hemas Bright Sales Letter out
Maintenance Partnership
(3 Thomas Bright 6/23/2005 Du!' offer via telephone 104092011 E-Nail
Your Offer: 200 carts type Thunder... [0} ~ Flying Tr.!m ..-Erm.any Thomas Rain =
Product information 3
4 1 +
Page: <1=|Page 1 of 1, doc. 110 20f 2
a Refresh
=] =R S
Items: 8 | | mm B 1003 (=) [} (+)

Integrated Quick Search in Outlook: Direct access to documents archived in DoculWare, for example,
e-mails from the same sender

CONNECT to Outlook is an add-on module that can be used with the PROFESSIONAL and ENTERPRISE
server systems.
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Storage:

You can archive your e-mails using a simple menu command in Outlook. The index words are
automatically assigned to the e-mails according to the configuration and this is stored in the file
cabinet in the background. Index words can be, for example, information about the e-mail, such as
the subject or received date, or fixed values such as "E-mail" for the document type. Name and
company of the e-mail sender/recipient can be taken from your Outlook contacts or from your
CRM system using the e-mail address.

Quick search:
From one e-mail you can find all archived e-mails you received from the same sender over the last
30 days with one click of a button.

Storage and quick search:

For the storage configuration, select the option that only deletes e-mail attachments after
archiving and not the e-mails. This means that all e-mails will stay in Outlook without overloading
your inbox. If you need the attachments at a later date, select the corresponding e-mail in Qutlook
and call up the original e-mail with the attachments in DocuWare using a quick search defined for
this purpose. Through the different variants for sending documents from DocuWare, you have
more options available than in Qutlook. You can send an e-mail in both the original format and in
full with all attachments as a PDF file, or only a certain attachment as PDF, etc.

Task list:

You work with Qutlook a lot and want to be able to view your DocuWare task list there so you can
authorize pending invoices immediately, for example. Through the task list you can call up the
documents in the Viewer, and add an electronic stamp or other comments to them there. There is
no need to open DocuWare separately for this.

Benefits to You

Simple and intuitive storage of e-mails from Outlook to DocuWare for users

Faster access to e-mails archived directly in DocuWare from Outlook via pre-defined searches
using the properties of a selected e-mail

You can also work with e-mails archived in DocuWare in a place where you are used to working
with e-mails: in Qutlook

Thanks to integrated task lists, you have an overview of documents that are waiting to be
processed, without having to open DocuWare

There is less administrative work for administrators thanks to configurations that can be created
centrally and allocated to different users or roles

Configurations can easily be created in Web Client settings by non-administrators who have the
necessary rights

Using the Add-on Module

Creating Configurations for CONNECT to Outlook: Web Client Settings > Configure DoculWare >
CONNECT to Outlook

Installing client application from CONNECT to Outlook: Web Client > My DoculWare Dialog >
Install desktop applications > Select CONNECT to Outlook as product

Running storage and quick search: In Qutlook via the DocuWare menu bar or the DocuWare
context menu
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1.3 Web Client

1.3.1  Searching for Select Lists Hierarchically

The existing select lists in DocuWare, normal select lists and selective select lists, are now available to
you in Web Client for hierarchical search, which is particularly easy to use.

Simply click in a search dialog on the small triangle at the end of the field. If none of the fields are
filled in yet, the normal select list is opened. This contains all the entries ever entered in this field. If at
least one field is filled in, the selective select list opens via the small triangle. This list contains only
those entries that already appear together with the other entries for archived documents. This means
the search will never lead to a dead end.

{ll[® + Search Dialog -

Comparry | =
Contact Eurox-Fun Park S.A, .
Department Flying Tom Germany 3
Subject Frost Machines Corp, r
Doc.-Type Imaging Systems -
Date i =
Project =
Format |
Status |
Fulltext
Storage date = =
Rezet Close Search

Open the select lists using the triangles behind the fields

If, for example, you are searching for open invoices from certain companies, the search could look like
this with the help of the select lists called up via the triangles:

Field Document type: Entry Invoice

Field Status: Entry open

Field Company: The list includes only those companies for which invoices are still open.

You could also start with the status, then select the company and you might also see open orders
beside open invoices. Setting up the hierarchical search according to the task is very flexible.

The small triangles behind the index fields also appear in storage and info dialogs. The normal select
list is always open here.

Benefits to You

= Targeted searching that makes it easier to find the right documents in the file cabinet
= Set the search hierarchy yourself: according to the order in which you fill in the fields
= Select lists are easier to open than using the context menu in each field

= Open the correct select list automatically: normal or selective

Using the Option

Via the small triangles behind the index fields in search, storage and info dialogs.
For the related fields, the standard select list must be enabled (in DocuWare Administration under File
Cabinets > Fields)
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1.3.2 Identifying Mandatory Fields

In the Web Client storage and info dialogs there are mandatory fields marked with an asterisk * behind
the field name. This shows you immediately which fields must have entries in them in order for you to
successfully store a document in a DocuWare file cabinet.

{[II'® store Dialog -

[] create data record without document

CompanyH

Contact

Department 8

Subject

Doc.-Type

Date .
Project

E-Mail

Format®

44 A4 14 A

Rezet Smart Index Close | | Store

Mandatory fields in DoculWare are now indicated with * as in Windows Explorer Client and CONNECT
to Outlook

Benefits to You

= Errors are prevented during storage because it is immediately clear which fields need to be filled in

= Intuitive working thanks to familiar field marking
Using the Option

This function does not need to be enabled specifically, it is available in all storage and info dialogs
immediately after an update.

1.3.3 Keyboard shortcuts

In Web Client you can now call up the most important features via keyboard shortcuts, and therefore
complete your daily tasks even more quickly and easily.

Shortcuts for baskets

Up arrow

(View: list and Selects the previous document above the document currently selected.
detailed list)

Down arrow

(View: list and Selects the next document below the document currently selected.
detailed list)

Left arrow Selects the previous document located on the left beside the document
(View: thumbnail) currently selected.
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Right arrow
(View: thumbnail)

Selects the next document located on the right beside the document currently

selected.

Left arrow
(View: cover-flow)

Selects the document located on the left beside the document currently
selected.

Right arrow
(View: cover-flow)

Selects the document located on the right beside the document currently

selected.

Top image (View: list
and thumbnail)

Selects the first (above left) document of the visible basket section.

Bottom image
(View: list and
thumbnail)

Selects the last (bottom right) document of the visible basket section.

Top image
(View: detailed list)

Selects the first document of the visible basket section.

Bottom image (View:
detailed list)

Selects the last document of the visible basket section.

Top image (View:
cover-flow)

Selects the first (outer left) document.

Bottom image
(View: cover-flow)

Selects the last (outer right) document.

Enter

Opens a selected document in Web Client Viewer.

Shift + Enter

Opens a selected document in Editor.

Del Moves the selected document(s) to the Trash can.

Shift + Del Deletes the selected document(s) permanently.

Shift + A Selects all documents in the basket.

F2 Renames a selected document.

Shift + E Sends the selected document(s) in original format by e-mail.
Shift + D Downloads the selected document(s) in original format.
Shift + X Prints the selected document(s).

Shift + M Staples the selected PDF documents into one PDF.

Shift + Ctrl + M

Splits the selected PDF document into several one-page PDF documents.

Shift+ C

Clips the selected documents together.
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Shift + Ctrl + C (lng((::lljir[T)]sem:. selected, clipped document and splits it into the original separate

Shift + R Refreshes the basket.

Shift + U Saves the selected document(s).

Shortcuts for the Result List

Down arrow Selects the_row below the row that is currently selected on the open page of
the result list.

Up arrow Selects the.row above the row that is currently selected on the open page of
the result list.

Top image Selects the first row on the open page of the result list.

Bottom image Selects the last row on the open page of the result list.

Enter Opens a selected document in Web Client Viewer.

Shift + Enter Opens a selected document in Editor.

Shift + V Copies the selected document(s) to the selected basket.

Del Deletes the selected document(s).

Shift + | Opens the info dialog for a selected document.

Shift + E Sends a selected document in original format by e-mail.

Shift + D Downloads the selected document(s).

Shift + X Prints the selected document(s).

Shortcuts for search, storage and info dialogs:

Ctrl +Y Opens the select list for the field currently selected.

Ctrl + X Opens the selective select list for the field currently selected.
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1.3.4 Basket: Display of page counts for selected documents

In the status row of the baskets in Web Client you will see how many documents are contained in the
basket and how many of them you have selected. Depending on the document type, you can also see
how many pages and document files the selected documents contain.

2 B

Component pricelist ~ TUEV Certificate

CECE

Quotation

@

@ @ E] E @Ianﬁselected (2 pages in 2 files) I [ B store Dialogs

Information area in the status bar of the basket

Benefits to You

You have all the key information about the documents in the basket at a glance:

= How many documents there are in your basket
= How many documents you have selected
= How many pages a document has (provided the page count can be read)

= How many pages there are in a group of selected documents (provided the page count can be
read)

= How many files a document is made of
= How many files a group of documents is made of

Using the Option

This function does not need to be enabled specifically, it is available in all Web Client baskets after an
update.




DI.UIMCIre Using DocuWare

Using the Option

update.
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