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DoRIS®

DORIS®

DoRIS® (Document Retrieval and Information-System) is a Standard-Software for Document
Management and Business Procedures. It is certified by DOMEA (Document Management and Electronic
Archive), which is a recognized mark of quality assurance for Document Management Systems (DMS)
and Business Process Applications.

DoRIS® was developed by HAESSLER in collaboration with the federal ministry of transport, building- and
municipal development (Bundesministeriums fiir Verkehr, Bau und Stadtentwicklung, BMVBS) according
to the ministry’s need, which requires a high level of efficiency in its administrative work.

The increase in efficiency is guaranteed by features of search, electronic processing and business
processes, whilst the increase in security is ensured by email-archiving, converting of Office documents
in long term archiving formats or generating of documents from content of databases.

For comprehensive product information please order the “DoRIS® catalog” at vertrieb@haessler.com or
go online www.registratur.com.

Practical, efficient, versatile, and as simple as email

DoRIS®is a modular system which can be easily integrated into, for example, an existing email system to
offer extended work process management. Flexible workflow processes adapted to the specific needs of
the organization can relieve the grind of daily paperwork and make more time available for qualitative
assessment of information.

DoRIS®records are available at the click of a button — wherever you happen to be working. DoRIS® can
adapt to existing work practices, delivering better search results at the same time as maximizing storage
efficiency.

DoRIS®solutions deploy the common Microsoft design, therefore allowing DoRIS® features to be easily
acquired and intuitively applied.

This user guide was written with users in mind, as well as employees of registry:

read how to create, search for or edit files and documents in DoRIS® databases;

learn how to start and save queries;

experience how to initiate process files and thereby manage ad-hoc workflow processes.

The DoRIS®Team of the federal ministry of transport, building- and municipal development

(Bundesministeriums fiir Verkehr, Bau und Stadtentwicklung, BMVBS) and HAESSLER wish you success
using this software - enjoy working with DoRIS®

DoRIS® Webclient 7



Before you start Reading

TYPOGRAPHIC CONVENTIONS

In this user manual various typefaces are used to orientate whilst working through this guide. The table
below shows the typefaces used and their meaning.

Fieldname describes names of fields in entry masks, file names and directory data
data entry  describes the data input in the appropriate field of the entry mask
KEYS describes keys

“w n

+” between two keys, e.g. CTRL+V: press the first key, hold and press the second key
“” between two keys, e.g. ESC, H: press keys one after the other

Menu item describes names of drop-down menus, program names and commands

,OK' describes - in quotes - buttons, tabs, references to chapters- or section-headers etc.

<Wildcard> describes —in angle brackets —wildcards

during your data input replace the wildcards including brackets with the actual value

DoRIS® Webclient 8



DoRIS® Webclient

DORIS® WEBCLIENT

DoRIS® Webclient - Getting Started

To start DoRIS®Wehclient  follow the guidance of your administrator to the log in screen.

DoRIS?

HAESSLER

Username/ID |

Password

7.0,32 Revision 1,300

Log in screen

Log in the system with your username / ID and your password. The database is opened. You see the main
screen with the tree view of the folders of the database on the left side.

%Q DoRIS StariUp + = x0

& % | B nttp//iocalhost/webclient/af/jsp/deristable jsp?language=en 7 - [28- Google £lln| B

T & > © 9

Administration Modify Manage DoRIS Help

Result Deputy Online asswol doris

I - MR, s Qury st cuary oopur| |
¥ Dorisweb I
- 1 Filing Plan 7 Filing Plan
i1 Process Handling £ Process Handling
E j?lt\ahtad Processes [ Initiated Processes
{"E ras
{ Trash
1 My Resubmission all E jM Resubmission all
=71 Resubmission tomorrow ﬁRy b k
7] Resubmission till today iResubmission tomarrow;
i Resubmission all [ Resubmission till today
) Standard Query [ Resubmission all
i Extended Query - Standard Query

-4 Saved Queries «* Extended Query
r Saved Queries

DGRIS® Document management and business process management  DARIS Webclient 7.0.32 Revision 1.300

Main screen

DoRIS® Webclient 9



DoRIS® Webclient

Exit DoRIS® Webclient

If you want to exit DoRIS® Webclient  log out of the system %k The log out screen is displayed.
Of course you could immediately log in again, if necessary.

WI 1) DoRIS Webclient - lagout
€ )P || B hepiiocalhostiwebclient/sf jsp/esitjsp

Logout completed!

You have been logged out safely and succesfully.
Thank you for using DoRIS Webclient.

@ back to start page

Log out screen

DoRIS® Webclient 10



DoRIS® Webclient

DoRIS®° Main Screen

Tree View of Database

The tree view (left side of the main screen) displays the available database and its comprising folders. On
the right side (list view) you see the content of the left-chosen unit (which is similar to the Windows
Explorer).

In the toolbar you will find various icons, e.g. to create or edit records, start queries, for administrative
purposes, or to log out. The different tabs give you the option to directly enter information, start queries
etc, details of which you will find on the following pages.

Wi 1) DoRIS StartUp + =ioax i
&= | || B http://localhost/webclient/af/jsp/doristable jsp?View= TreeView32F Aktenplan®2FL %:2F1.01 %2F1,01.01 &Act=Aktenplan362F1 %2FL 01 %2FLO1 01 & - - | & - e Pl AR
® 2 2 0 9
Standard E ec Administration Modify Manage DoRIS Help
Query el Result Deputy Online
I AT < iy s ey epiy| |
' DD'}‘:EIWEE'PI Search Results 1 - 6
{21 Filing Plan 5
1 1 Verfassung 3 15 x| W
1.01 Bund, Land, Kre,‘ﬁ Reference Number File Content
. 1.01.01 Allgemein 1 T =
71 1.01.02 Bund P 1.01.01-12-1 Projektplanung und Durchfuhrung
1°11.01.03 Land # 1.01.01-5 Neustrukturierung Ausbau Mummelsee
: : i-gi-g: ;HﬂdiChH&EVE’baﬂd B 1.01.01-21-1 Ausstellung Osterreich
1 .01. ezirksregierung 4 . 7
-1 1.01.06 Kreis (Einladungen Kreistag, Bekanntgabe | 1.01.01-12 Genehmigte Bestellungen fir Verwaltung
11 1.01.07 Funktionalreform Kommunale Neugliederur| # 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
1 1.02 Bestimmungen fur die Gemeinde P 1.01.01-123 Bestellungen fir Verwaltung : Gesamtubersicht
1 1.03 Rat
(7 1.04 Hauptgemeindebeamte/Hauptverwaltungsbeam 3
{71 1.05 Gemeindeeinwohner Search Results 1 - 6 3
=7 1.03.01 Allgemeine Vorschriften Rat M -~ @
=11 2 Kassen- und Rechnungspriifung
=71 3 Hauptverwaltung
=71 4 Einrichtungen fur Verwaltungsangehdrige
=1 5 Einrichtungen der Hauptverwaltung
71 & Besondere Dienststellen der Allg. Verwaltung
~{1 7 Dienststellen der allg. Kriegsfolge
~{] 8 Kommunale Interessenverbdnde
=1 9 Datenschutz
[ Process Handling
[ Initiated Processes
3 Trash
1 My Resubmission all
=71 Resubmission tomorrow
[ Resubmission till today
{1 Resubmission all
~) Standard Query
«i* Extended Query
1 Saved Queries ]
DoRIS® Document menagement and business proc: ment DoRIS Webcliant 7,0.32 Revision 1,300 -

Main screen with folders in the tree view (left side) and its results shown in the list view (right side)
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DoRIS® Webclient

Folders of the Main Screen

Here you get relevant information of the folders of the tree view and their application.

folder
Filing Plan
Process Handling

Initiated Processes
Trash

Resubmission

Different resubmission folders
are described as follows

My Resubmission — till today

My Resubmission —today

My Resubmission - till tomorrow
My Resubmission —tomorrow
My Resubmission - total
Resubmission —till today
Resubmission —today
Resubmission —till tomorrow
Resubmission —tomorrow
Resubmission —total

Standard Query
Extended Query
Saved Query

NOTE

Note to My Resubmission

In this folder you find...

.. the filing structure of your registry on different levels. The
structure is administrated by the module DoRIS ® Structured
Storage and customized to your specific needs.

.. all process files for which you are next in charge in the workflow.
The whole workflow is visible in tab “Process File”

.. all process files, that you have initiated by yourself.

.. removed documents, files and process files. You can recover or
finally delete these records, presumed you have the according rights.
.. all documents, files and process files for which a resubmission is
appointed. A resubmission is generated in tab “Order”  of
documents and files.

The resubmission folders differ in date of resubmission and in the
person responsible —for all users or for you (as My Resubmission).
.. all documents, files and process files for which a resubmission
until today s date is appointed for you.

.. all documents, files and process files for which a resubmission
with today s date is appointed for you.

.. all documents, files and process files for which a resubmission
until tomorrow’s date is appointed for you.

.. all documents, files and process files for which a resubmission
with tomorrow’s date is appointed for you.

.. all documents, files and process files for which a resubmission is
appointed for you.

.. all documents, files and process files for which a resubmission
until today’s date is appointed.

.. all documents, files and process files for which a resubmission
with today s date is appointed.

.. all documents, files and process files for which a resubmission
until tomorrow’s date is appointed.

.. all documents, files and process files for which a resubmission
with tomorrow’s date is appointed.

.. all documents, files and process files for which a resubmission is
appointed.

.. the results of your performed standard query.

.. the results of your performed extended query.

... queries saved by yourself and queries saved and released to you by
another user.

in upper table

My Resubmission  contains all files, documents and
process files, which display in table Resubmission

Order of the tab “Order”

the appropriate date and the

according user (in this case: you) as registrar.

DoRIS® Webclient 12



DoRIS® Webclient

Icons and their Functions of Database Screen

Applying following icons you can deploy often used functions. Right-click opens a menu with these
functions, too.

Icon Function

T create new file

create new process file
perform standard query
perform extended query

edit list of deputies

P B HY P

link to webpage of DoRIS
DoRIS help
opens DoRIS Administration

3.

)l

@ modify result
@

change password

log out

Context Menu

With right click you open the context menu of often used functions. Depending on the position of the
pointer you can open different menus: for example, in the tree view of the database mark Trash  and
you can directly empty it.

-1 Initiated Processes

-~ Trash

-] My Rest

B Resubm

-7 Rasubm MNew Standard Query

-7 Resubm  New Extended Query

f;“’ Standard Query
Example of a context menu of the list view

DoRIS® Webclient 13



DoRIS® Webclient

List View

The list view (right side) of the main screen displays either results of any query or the content of a folder
chosen in the tree view (initial level of the filing plan).

mstandard Query | Extended Query | Deputy |

Search Results 1 - 6

M1 ~+ @
¥ 1.01.01-12-1 Projektplanung und Durchfihrung
* 1.01.01-5 Meustrukturierung Ausbau Mummelsee
# 1.01.01-21-1 Ausstellung Osterreich
M 1.01.01-12 Genehmigte Bestellungen fir Verwaltung
# 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
# 1.01.01-123 Bestellungen fur Verwaltung : Gesamtibersicht
Search Results 1 -6
M1 ~+ @

Example of a list of results

Customize the list view by yourself in order to meet your own
needs: either select an already existing view by right click on
the table header or create a new view [EE&.

(see Managing Views of FoldersManaging Views of p.142)

note

Sorting the List of Results

At the top of the table click on the column header, this should be sorted for. The elements are sorted
upwards, and marked with a red arrow pointing upwards. Repeated clicking over the arrow will inverse
the sorting order.

For other sorting possibilities please see Sorting p. 97.

DoRIS® Webclient 14



DoRIS® Basics: Filing Plan, File, Document, Process File

DORIS® BASICS:
FILING PLAN, FILE, DOCUMENT, PROCESS FILE

Filing Plan as Electronic Directory Structure

The electronic filing plan corresponds to the already available and used filing plan. This filing plan should
be valid for all organizational units in order to register and file all records with DoRIS".

DoRIS’ Record's

DoRIS® records comprise of electronic files, electronic documents and electronic processes files.

Electronic File

The electronic file is the logical layout of your filing-application and it is comparable to a document
folder. Indeed, an electronic file is like a paper file with documents enclosed. These documents are filed
using the same generic term (e.g. department, reference number, subject etc.) though may differ in
content or reference. With these metadata it is very easy to find files.

Electronic Document

Electronic documents are comparable to original documents in either paper or electronic form. They are
clearly assigned to electronic files. You can access any scan of the original document (called image) as
well as edit it electronically.

Electronic Process File

Electronic process files project business processes within DoRIS’. Before you start a process file you have
to define different steps of a workflow, like recipients, date, and action or give additional information. A
process file may -though need not- be assigned to a file number. You also may attach different
documents to a process file. Once you initiate a process it will be forwarded along the defined workflow.
Each action is logged and therefore precisely traceable. The process file is completed once a special
action, like “file away” or “put on file”, is chosen.

DoRIS® Webclient 15



DoRIS®-Files

DORIS® FILES

On the initial level of the filing plan in the tree view of the database you find DoRIS’ files, displayed in the
list view on the right side of the screen. To open any file, just click in the list view the file of interest and a
pop up window shows its data, organized in different tabs.

9‘( localhost/webclient/cust/dons/DAfs

File 99359

‘ Reference Number
Reference Number 1.01.01-1
File Number [1.01.01 )|
Additional i

| Serial No. |1

¢ B
m Documents | Order | Release | Status | Archiving | Process File | Message | |
|

File

Content Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle

Comment [Fur Proj'ekt 4711

Location Buchhaltung, Schrank-B
MNotes Projektablage

Access KL1
| Capture Date [07.07.2006 | .|
Paper File ||

Structure of DoRIS’ Files

Reference Number

Whenever you create a new file, it is mandatory to determine a reference number!

The reference number of a file is composed of fixed and variable numbered characteristics of your
organization.

It comprises of File Number, Serial Number, Year and three arbitrary fields, e.g. department.

If a new file is created, its reference number is automatically generated and displayed in tab “File”.

DoRIS® Webclient 16



DoRIS®-Files

Icons and their Functions of File-Screen

Applying these icons you have direct access to often used functions.

Icon

BPDF

X

Function

unlock file,

before you can edit a file, it needs to be unlocked
save file

remove file into trash

copy file

new document for selected file
print file

Show previous record

Show next record

show database screen

PDF-Export of file

close file

DoRIS® Webclient 17



DoRIS®-Files

Overview of Tabs

Select any file and its detailed information are shown in a pop up window.
The information is structured in different tabs, of which the following are available:

File
Documents
Order
Release
Status
Archiving
Process File
Message

= Saved DoRIS® records are locked for (unintended) changes. If
g you want to edit any file, you have to unlock @ first.

Following screenshots are shown in unlocked state.

DoRIS® Webclient 18



DoRIS®-Files

Tab File

Intab “File”  the reference number and its related figures, like file number and additional characters,
are displayed. You also receive further information about the file regarding its Content, Location
orthe Access .The default setting of the field Capture Date is the date you created the file
(current date).

'@ File 101,01 00200200 -

| ﬁ& http://localhost/webclient/cust/doris/DA/jsp/index jspRowNumber=89353 'f_kn‘l
. o 7, - s [ |
File 99359 fasd X B v ¢4¥$ @5 R
MMmts | Order | Release | Status | Archiving | Process File | M ge | |
Reference Number
Reference Number [1.01.01-1 )
File Number [1.01.01 |
Additional |
l Serial No. 1
|| Fite
| Content [Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
| |
Comment FOr Projekt 4711
Location Buc-HHa-I'i:ung, Schrank-B
Notes .P-r.ojél&abl-age
Access KLl
Capture Date 07.07.2006 ...
Paper [
|
Fertig
= - )
Tab File

DoRIS® Webclient 19



DoRIS®-Files

Tab Documents

In tab “Documents”  you will find a list view of corresponding documents of the selected file. You can
directly display the attached documents: just use the icon in column “O” or “T".
New documents can be generated or added by “Drag&Drop”.

[@ e 10101 00200200 - it Frefox T AR WREEET

‘[ éf http://localhost/webclient/cust/dons/DA/jsp/index.jsp TView=ListView&RowMNumber=99358 & Resultsetld=c7 cB2a8QName= Query T ||

File 99359 aas ¥ B & ¥ o285 B

. Documents g Order | Release | Status | Archiving | Process File |-Message. | |

Search Results 1 - 4

0 - @
Date Document Content | Sender | Reference Number Rownumber | 0| iz |
¥ 07.07.2006 Rechnung Printus Printus 1.01.01-1 00363 2
M 07.07.2006 Rechnung SFBA SFBA 1.01.01-1 99362 Z]
M 07.07.2006 Rechnung DIP-Digital-Print Frau Loffler 1.01.01-1 99361 2l
M 07.07.2006 Rechnung Verlag C.H.Beck Herr Beck 1.01.01-1 99360 = I
Search Results 1 - 4
0 - ©
New Document
Create new documents by Drag & Drop
Mame I Size I Path I Link Add
Remove Al |
Drag & Drop
| Appiication
| 0% | cancel

Tab Documents

DoRIS® Webclient 20



DoRIS®-Files

Tab Order

Intab “Order” resubmissions, orders, and location of volume are organized. Due to the function of the
table, more than one date for resubmission is possible. Depending on your input, the file is automatically
listed in the corresponding folder of resubmission and therefore easily accessible. Settled listings can be

deleted ﬂ.

@ File 101,01 00200200 -

[ @f http://localhost/webclient/cust/doris/DA/jsp/index.jsp?RowNumber=09359 '.'l

a® K B & £$ &5

(]

File 99359

[File [ Documents [IFIFEM, Release | Status | Archiving | Process File | Message | |

Resubmissions
| pate | I | Borrower | Resub. partial P d at & |

#| o1.09.2008 __| 1zl ]
x| o | &
Delivery
| Delivery Date Recipient
X] L =
End order
| Single Order | Date | t
| =5 - .

Borrower

Borrower

Location of Volume
* | No. | From To | Location | Archive | Borrower

Tab Order

DoRIS® Webclient 21



DoRIS®-Files

Tab Release

Intab “Release” you will find a list of given access rights regarding the selected file.

You could also enter new releases for the file: enter the user name you want to release the document to
in column Released to . The corresponding ID as well as your user name and ID are automatically
completed in the relevant fields.

'@ File 1010100200200 - _
| B http://localhost/webclient/cust/doris/DA/jsp/indexjsp?RowNumber=99359 T'}r‘|
File 99359 da® X B a3 ¥ o5 B
[ File | Doc ts | order R Status | Archiving | Process File | Message | |

Release
| Rellased by o | Released to I |
#| Doris 'doris Baumeister _I baumeister _|
¥ | i I g
I
|
I
|
|
Fertig |
g —— - ————— —“a“
Tab Release

DoRIS® Webclient 22



DoRIS®-Files

You could either type in the user name or select it from the user directory |

r R
@ User Directory - Mozilla Firefox E@Iﬁ

| || http://localhost/webclient/af/jsp/dorisloader jspishowPage=addressbookjsp?VbsFunction=ReturnValueCo { |

Search for User

‘ Available Users Selected User
" Administrator - |
Alt 5
i Baumeister E
" Cramer
i
| one

lLJlser Directory

Select the user you want to permit access to the file from the directory list Available Users Ifa
user was previously selected, its username will already be displayed in the field Selected User

Data of release may also be entered automatically — in this case a workflow was installed: column
Released by  shows Vor gang (Process File) and column ID an alphanumeric code.

B |

| ?C http://localhost/webclient/ cust/doris/DA/jsp/index.jspView= ListView& RowNumber=99386 & Resultsetld=978068 &0 Name= Query

File 99386 Gas K E 9 ¥ o5 B3

File 1.01.01 00200286 - Mozilla Firefox

| File | Documents | Order m Status | Archiving | Process File | Message | |

Release
| Released by | 1D | Released to | 1D |
EI Vorgang 1E57B4B07C9411DB904  System-Administrator sa
%] Vorgang | |1E57B4B07C9411DBY04  Gabler Friedrich ~ gabuaoo
#| Vorgang |1E57B4B07C9411DB904  Tigges Dieter tiguang
ad|
né"w line
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DoRIS®-Files

Tab Status
Tab“Status”  provides information of changes in state of the selected file:
= Last Modification —when was the file changed by whom?

= Deleted — when was the file removed into Trash by whom?
= Reassignment —the previous reference number is displayed.

@ File 1.01.01 00200200 -

‘[ if http://localhost/webclient/cust/doris/DA/jsp/index.jspTViews= ListView&RowNumber=39359 &Resultsetld=243a4 dB.QName= Query |

File 99359 aa® X E 3 €48 @285 01
| File | Doct ts | Order | Rele: m,mwmg | Process File |-Message. | |
Last Modification

Date 21.04.2011

Deleted

M T
| Date |
L Time |
M T
D |
Name |

Reassignment

Previous Reference ;1.01.0271; T.01:01-1; 212-1 05031, 211-1.81.01-%
Number |

W B == 5

Tab Status
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DoRIS®-Files

Tab Archiving

In tab “Archiving” you determine the information about selection and archiving.
The default setting of some fields is according to the guidance of your organization, which was already
determined in DoRIS® Structured Storage

The additional feature DoRIS® 7.0 Archive Assistant helps to keep your data pool lean.
You will find read-only information of changes and archiving in the gray-colored fields.
After reassignment of a file it is traceable by the Legacy Reference Number .In section Legacy

Data you find information about import of data from other systems.

(@) File 1.01,01 00200200 - |

| 8 http://localhost/webclient/cust/doris/DA/jsp/indexjspRowNumber=99359 f'r]

File 99359

Archive Data
Start of Term __| Archive numbers
i End of Term -. _|
Retention (Years) 5
Retention to 2011
Volume numbers
Serial No. O

State
Archive State No entry (N)
Continuation [
Mask out [

Selection
Archive No. |

Supplemental [
Character

Valuation State

Legacy Data
EDP No.

Legacy Reference i
Number

Tab Archiving
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Tab Process File

In tab “Process File” you find a list of all corresponding process files of the selected file. You can

either navigate in this list or create new process files [ New process File |,

| !ﬁ http://localhost/webclient/cust/doris/DA/jsp/index jspTRowNumber=39353 ﬁ|
= |
i 2O e SR = G Y IO
File 99359 as® K E @& 9 ©6
| File | Documents |01'de{ | Release | Status |Amhimg |"'. Process File LT | |
Search Results 1- 1
15 - @
Date | Content Process File | state | sender | Reference Number] Rownumber|
% 21.04.2011 Akte Rechnungswesen. Kenntnisnahme doris 1.01.01-1 99407
[ Rechnungsverwaltung+Kontrolle
I Search Results 1 - 1
f 15 v @
i New Pracess File
|
[
| Fertig
.

——
Tab Process File
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Tab Message

It may occur that the assignment of a file in the filing plan has to be changed or data of existing files
have to be edited (see Editing and Completing File Data p. 33).
Intab “Message” each step is logged and the protocol is shown until the file is closed.

r =
@) File 1.01.02 00200200 - Mozilla

‘| éﬁ http://localhost/webclient/ cust/dons/DA/sp/index.jsp?RowNumber=89359 T |‘

File 99359 Gaa® K B &8 ¥ 8 A [

File | Doc ts | Order | Rele: Status | Archiving | Process File
|File | | order | | | | Proc [ vessage N |

'! Dependent documents are modified.

Protocol

4Lk Changes were successfully executed. I

In record 99361 the field GZAKTE was changed. -

| Inrecord 99361 the field GZLFDNR was changed.

|| Inrecord 99361 the field AENDAM was changed.

|| Inrecord 99361 the field AENDNAME was changed.

| Inrecord 99361 the field AENDUM was changed.

In record 99361 the field AKTEINH was changed.

In record 99361 the field GZ3 was changed.

The record 99361 was successfully changed.

|| Start of changing record 99360...

| Inrecord 99360 the field AZ was changed.

In record 99360 the field AENDID was changed.

In record 99360 the field GZAKTE was changed.

(| Inrecord 89360 the field GZLFDNR was changed.

|| Inrecord 99360 the field AENDAM was changed.

In record 99360 the field AENDNAME was changed.

|| Inrecord 99360 the field AENDUM was changed.

(| In record 99360 the field AKTEINH was changed. ‘ ‘
In record 99360 the field GZ3 was changed. £

The record 99360 was successfully changed. L4

End iz

il

refresh | go to end

Tab Message
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Creating Files

There are two ways of creating new files: with or without navigation in the filing plan

2 Blue-framed fields are mandatory fields!
)
c

For navigation between fields you can either use the keys
Tab and Shift+Tab or directly select a field.

Creating new Files Without Navigation in the Filing Plan

1. Inthe tree-view of the database, open a new file

2. A pop-up window for the new file, which is still unassigned to any file number in the filing plan, is
shown.

3. Enterthe file number in File Number  or browse within the filing plan - Navigate in the
structure or search for a specific description within the filing plan. Either apply the wanted file

number by double click or using the icon

Search
4 =Filing Plan
431 Verfassung
4 91.01 Bund, Land, Kreis
4:511.01,01 Alilgemein L
&+ 1.01.02 Bund
+[J1.01.03 Land
i+ 1 1.01.04 Landschaftsverband
+(J1.01.05 Bezirksregierung
[J1.01.06 Kreis (Einladungen Kreistag, Bekanntgaben)
b [11.01.07 Funktionalreform Kommunale Neugliederung
11.02 Bestimmungen fir die Gemeinde o
- 111.03 Rat
> [(J1.03.01 Allgemeine Vorschriften Rat
11.04 Hauptgemeindebeamte/Hauptverwaltungsbeamte
¥ (Z31.05 Gemeindeeinwohner
Cancel

4. Describe the Content of the file.

5. Ifapplies, enter more data into the available fields and tabs.

6. The default setting of the field Capture Date s the date you created the file, though could be
changed any time.

DoRIS® Webclient 28



DoRIS®-Files

) File 1.01.01 {new) - Mo:

| g_ﬂ http://localhost/webclient/cust/doris/DA/jsp/indexjsp?RowNumber=0 Tf_kr'|
: fia ) = ¢ 5
File New aa® X B @ €4¥ 5 B
mamnm |0rde! | Release | Status |A:chi_ving | Pracess File | Message | |
Reference Number I
Reference Number . ]
! File I\!umber “1,01.01 _|
Additional = I
Serial No.
File
Content
|
Comment I
|
L
- |
Location
Notes
Access [KL1 ]
Capture Date 21.04.2011 .|
paper [}
| Fertig
hom—
New File
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Creating new Files With Navigation in the Filing Plan

1. Inthe tree-view of the database choose the folder “Filing Plan”. Navigate to the needed
order criteria and therefore to the corresponding file number.

2. Mark the required level and open a new file

W 15) DoRIS Startlp

| £} hitp:/flocalhost/webclient/af/jsp/doristable jsp?View=TreeView%:2FAktenplan%52F1 %2F1.01 %2F1.01.01 &LAct=Aktenplen362F1 %2F1L 01 %2FL 01 01&| - 7 - | C | LlallB
-t » 3 2
[k 14 i \ N
Administration Modify Manage DoRIS Help
Result Deputy Online
[ v NG ST <o vy Scanced cumry et |
L ‘DWEIWEEPI Search Results 1 - 6
=7 Filing Plan
e o
' 1 Verfassung 1w ~ @
[ 1.01 Bund, Land, Krel\s Reference Number le Content
1.01.01 Allgemein % o
71 1.01.02 Bund # 1.01.01-12-1 Projektplanung und Durchfuhrung
-1 1.01.03 Land # 1.01.01-5 Neustrukturierung Ausbau Mummelsee
k :: e La”_diChaf_tEVE’bB”d % 1.01.01-21-1 Ausstellung Osterreich
171 1.01.05 Bezirksregierung P " =
~[~] 1.01.06 Kreis (Einladungen Kreistag, Bekanntgabe| 1.01.01-12 Genehmigte Bestellungen fir Verwaltung
-1 1.01.07 Funktionalreform Kommunale Neugliederus * 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
7 1.02 Bestimmungen fur die Gemeinde P 1.01.01-123 Bestellungen fir Verwaltung : Gesamtiibersicht
3 1.03 Rat
=7 1.04 Hauptgemeindebeamte/Hauptverwaltungsbeam h | =
1 1.05 Gemeindeeinwohner Soath Resuta =g
[£7 1.03.01 Allgemeine Vorschriften Rat ML -~ @
71 2 Kassen- und Rechnungsprifung
=11 3 Hauptverwaltung
=11 4 Einrichtungen fur Verwaltungsangehdrige
=71 5 Einrichtungen der Hauptverwaltung
~1 1 6 Besondere Dienststellen der Allg. Verwaltung
=71 7 Dienststellen der allg. Kriegsfolge
~11 8 Kommunale Interessenverbande
~{1 9 Datenschutz
7 Process Handling
[ Initiated Processes
(£ Trash
7 My Resubmission all
1 Resubmission tomorrow
71 Resubmission till today
[ Resubmission all
™ Standard Query
« Extended Query
= Saved Queries L
DoRIS ument ma pri cliznt 7 ision 1,300 -

Tree view of database with folder Filing'F;Ia'r} c;be ed
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,
"@ File L0L0L (new) - Mozil Fircto WA, O o e
gﬂ: httpfﬂocaIhostfwebchentfcustu"dorlifDNJspflndachp"RowNumber 0 _r|

z ) - g = e B
File New ga® K B & ¥ o5 A
|m Documents | Order | Release | Status |A!ch'iving | Process File | Message | |
Reference Number I
Reference Number | .
| File Number [1.01.01 2| i
Additional = |
Serial No.
File
Content I
|
L]
Comment W
|
tl
[
Location
Notes
Access KL1
Capture Date 21.04.2011 .|
Paper [
Fertig
V==

3. The new created file is opened and the file number of the selected level is automatically assigned to
it; shown in the field File Number

4. Entertheinformation that meet your needs in the appropriate fields of the different tabs,
considering the field Content  as mandatory.

Whenever you open a certain level in the file structure, the
displayed files in the list view are as well assigned to this level
as you have access rights for these files.

note

Thus, before you create a new file i you have to select the
required level in the file structure.
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Saving New Created File

To prevent loss of data either save “* your data input to a new file or save your changes of an existing
file.

If you missed filling in a mandatory field, DoRIS will ask you to enter the missing data. Afterwards you
have to save again.

[ i | A mandatory field is empty. Please complete the missing information.
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Editing and Completing File Data

Cases may occur when you have to edit data of existing files, e.g. during a borrowing process.

8 According to your authorization you have or have not the right
© toediteach field.
If you need any help, please ask you system-administrator.

Would you like to change the description of the file-content?
1. Open the file.

2. Unlock the file .

3. Choose the according field and make your changes.

4. Saveyourchanges ~*.

Would you like to change the assignment of a file?
1. Open the file.
2. Unlock the file @ .

3. Intab“File ”open the filing structure ;l(behindFiIe Number ).
A pop-up window displays the filing structure.

Search
4 (ZFiling Plan
431 Verfassung
4 51.01 Bund, Land, Kreis
4:511.01.01 Aligemein =
1] 1.01.02 Bund
+]1.01.03 Land
11.01.04 Landschaftsverband
¢ (33 1.01.05 Bezirksregierung
»[11.01.06 Kreis (Einladungen Kreistag, Bekanntgaben)
b 31.01.07 Funktionalreform Kommunale Neugliederung
C11.02 Bestimmungen fir die Gemeinde
- £31.03 Rat
> [11.03.01 Allgemeine Vorschriften Rat
D1.04 Hauptgemeindebeamte/Hauptverwaltungsbeamte
(Z31.05 Gemeindeeinwohner
Apply | [ Cancel]

4. Select the file level in order to determine the new file number and thereby assign the file to the
corresponding file number. Double-click on this level or
5. Saveyour changes .

If the file includes any documents, each step of the

reassignment is recorded and the protocol is shown in tab
“Message” until the file is closed.
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Deleting Files

Would you like to remove files into Trash ? However, these files must not comprise any documents;
otherwise you have to delete them first. Files which are located in Trash can be restored or
permanently removed by authorized users only (in any case: system-administrator).

In the feature DoRIS® User Management  the individual authorization levels are administrated and
you may ask your system-administrator for the according rights, if needed.

How to remove files into Trash :

1. Open the file.

2. Unlock the file @

3. Remove the file into Trash K

4. Once you confirmed the action 9K | this file is removed into Trash

Do you really want to delete File 1.01.02 00200200 7

oK ] [ Abbrechen

5. [Ifthere are still documents assigned to the selected file, they will be deleted within the process of
deletion by confirming the following message.

#JIDoRIS Webclient

The file cannot be deleted because it
@ contains documents. Do you want to
delete the documents?

[ ves J[  mo

6. Afterwards remove the file into Trash .
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Restoring Files

You need to restore files from Trash ?

You need specific rights to restore files from Trash .

Select the files in Trash .

Open the files with a single click.

Unlock file @ .

Change to tab “Status”

In section “Deletion”, restore | Restore |the file from Trash . The information about deletion is erased.
Save your changes “».

Close the file .

© N ot~ W

| éﬁ locathost/webclient/cust/doris/DA/ sp/index jspiView=ListViewERowNumber=09350 8 Resultsetld=107a21 BQName=Cuery

File 99359 I 5 s 4@

| File | Doct ts | Order | Rele: m}-\rcﬁ\mg | Process File | Message |

Last Modification
Date 12.01.2012
Time |08:29
1D doris

Name Doris

Deleted
[12.01.2012 [ Restore |
— Restore
doris

\Doris

Reassignment

Previous Reference 1.01.02-1; 1.01.01-1; 1.01.02-1;
Number 1,01.02-1; 1.01.01-1; 1.01.02-1;
s R e e

1.01.02-1; 1.01.01-1
1.01.02-1; 1.01.01-1

1.01.01-1
1.01.01-1

Tab Status
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Printing Summary Page

Do you want to print a summary page?

You can either use the icon

% in the file view or right click on the file in the list view and select print

A pop-up window displays the print preview of the file.

e~ L Tl e . ——

| | http/flocalhost/BIRTViewer/frameset?__report=C%3A\Program+Files\DoRISStartUp\geronime-2.2\bin\. \varitemp'doris3:

BIRT Report Viewer

CRCRCNE N

Showing page 1 of 1

Akte(n)

Ergebnisliste vom 06.07.2011 09:49

|Akte
(Geschiftszeichen
Inhalt Akte
Bemerkung
Standort
Stichworte
Empfinger
 Zugriff

Print preview

99359

1.01.02-1

Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
Fiir Projekt 4711

Buchhaltung, Schrank-B

Projektablage

KL2

You have different options for the print out.

&; Drucken

Allgemein | Optionen

Drucker auswahlen

PDFCreato

Status: Offline
Standort:
Kommentar:

Setenbereich
@ Ales

Mardenng Alduelle Sete
) Seiten: 1

Geben Sie entweder sine Seitenzahl oder
ginen Setenbersich ein. Z. B.: 512

103510cSeries P53

1 | ¥

[ Ausgabe in Datei umleten
Einstellungen
Drucker suchen..,

Anzahl Exemplars: 1 :

[7] Sortieren

Printing settings

Initiate the printing process

Close the application

and you will receive a printout of the file at the selected printer.
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DoRIS® Documents

DORIS° DOCUMENTS

Structure of DoRIS° Documents

To open any DoRIS document go to tab “Document”  of the corresponding file or select and open any
document from the list of results of a standard query. After you opened a document its detailed
information is shown in a pop up window.

The content of DoRIS® documents is organized in different tabs:

Document
Order
Release
Status
Image
Original
Preview
Process File
Full Text

Saved DoRIS® records are locked for (unintended) changes. If
you want to edit any document, you have to unlock & first.

Following screenshots are shown in unlocked state
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DoRIS® Documents

note

DoRIS-Documents comprise 2 tabs regarding record-filing —
Image & Original —and 2 tabs regarding its display — Preview &
Full Text.

Depending on the kind of records, they are either attached in
tab “Image” ortab “Original™:

Originals are data-files (e.g. Word, Excel, Write etc.) or e-mail
and are deposited on tab “Original”.

However, image files (e.g. scanned records) are deposited on
tab “Image”

Records that are deposited on tab “Original” are
automatically converted by the so called ConvEx-Agent into
the long-term storage format (pdf or tif). Thereby the record is
a permanent part of an electronic file and can be read without
the original application. In addition, the record is now shown
on tab “Image”

DoRIS StartUp is not provided with the ConvEx-Agent;
therefore, the originals are not automatically converted into
the long-term storage format and displayed. The ConvEx-
Agent can be subsequently supplemented

For the preview the records of tab “Image” are used.
Regarding DoRIS StartUp, you can only see scanned records or
attached image-files on tab “Preview”

The full text of the long-term stored records is generated by
the OCR- or ConvEx-Agent, depending on the image or text-
file. This provides another query-option.

DoRIS StartUp is neither provided with the ConvEx-Agent nor
with the OCR-Agent, both can subsequently be supplemented.
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DoRIS® Documents

Icons and their Functions of the Document Screen

Applying these icons you have direct access to often used functions.

Icon Function
a, unlock document,
= before you can edit a document, it needs to be unlocked
% save document
g copy document
-
ﬁ remove document into trash
L9 print document

show next record

|
{F show previous record

[__\ image application

) open corresponding image, saved as “long-term-storage” format, e.g. pdf
#3 text application

open corresponding original document

'}4 show corresponding file
EDF PDF-Export of document
@ show database screen
a close document
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DoRIS® Documents

Tab Document

In tab “Document”  the basic information of the document are displayed. If required you can change
the entries anytime.

In case you may need to have an insight into the corresponding file, just open it # from this document
view.

r g
@) Document 1.01.01 00200246 - Mozill

‘| B hitp://localhost/webclient/cust/doris/DD/fspfindexjsp?RowNumber=99372 |‘

Document 99372 Ga3 K 3 €4¥ @@= 45 © 183

morder ‘ Release | Status | Image | ©Original | Preview | Process File | Full Text | |

Reference Number
Reference Number File 1.01.01-1

File Number [1.01.01 Lo
| Additional | I
| Serial No. 1
Document
|
| Sender/author

Reference Number
| Sender

Content |Rechnung Elser Druck

Comment .
Recipient
| Access KL1

Date letter 04.09.2006 ...
Capture Date 04.09.2006 J

Tab Document
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DoRIS® Documents

Tab Order

Tab“Order” displays information about:

Resubmissions  information regarding electronic or paper records

Delivery delivery date and recipient

End order single order with date and comments
Borrower information about the borrowing process
Available like images, scans, paper documents etc.
Documents

Depending on the settings, the document may also be classified “resubmission” in the tree view of the
main screen (e.g. resubmission till today ).

@ Document 1.01.01 002

| H http://localhost/webclient/cust/doris/DD/jsp/index.jsp?RowMumber=09372 5 |‘

Document 99372 Gaas ¥ & ¢£4¥ BE= 45 &8

| Document m Release | Status ‘ Image | Original | Preview | Process File ‘ Full Text | ‘

Resubmissions
| pate | Registrar | Borrower | Resub. partial Published at e t |

x &l ] O &
| '

Delivery

| | Delivery date | Recipient |
| = =
'

End order

i | Single order | Date |
| = - =

|

Borrower

Borrower

Existing documents
Image input
Image scan Barcode 00200246

Paper document Legacy Reference No. |

EEEE

Original file Previous Reference No. |

Tab Order
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DoRIS® Documents

Tab Release

Intab “Release” you will find a list

of given access rights regarding the selected document.

You could also enter new releases for the document: enter the user name you want to release the

document to in column Released to

. The corresponding ID as well as your user name and ID are

automatically completed in the relevant fields.

@ Document 1.01.01 0020€
| M' http://localhost/webclient/ cust/doris/DD/jsp/index.jsp?RowNumber=99372 |
Document 99372 aad® K 3 €% = 8 ©R
\ Status | Image | Original | Preview | Process Fils | Full Text | |
Release
| Released by | 1ID | Released to | D |
#| Doris doris | schiller .| schiller al
X | o =l
|
Tab Release
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You could either type in the user name or select it from the user directory |

r B
@ User Directory - Mozilla Firefox E@g

| || http://localhost/webclient/af/jsp/dorisloader jspishowPage=addressbookjsp?VbsFunction=ReturnValueCo { |

Search for User

Available Users Selected User
" Administrator - |
Alt |
L Baumeister E
" Cramer
i
| [ome

lLJ.ser Directory

Select the user you want to permit access to the documents from the directory list Available
Users . If a user was previously selected, its username will already be displayed in the field Selected
User .

Data of release may also be entered automatically — in this case a workflow was installed: column
Released by  shows Vor gang (Process File) and column ID an alphanumeric code.

TR

File 1.01.01 00200286 - Mozilla Firefox

File 99386 Gas K E 9 ¥ o5 B3

| File | Documents | Order m Status | Archiving | Process File | Message | |

Release
| Released by | 1D | Released to | 1D |
EI Vorgang 1E57B4B07C9411DB904  System-Administrator sa
%] lvorgang | |1ES7B4B07C9411DB904  |Gabler Friedrich _ |gabuaog
#| Vorgang |1E57B4B07C9411DB904  Tigges Dieter tiguang
x|
ne"w line
i
Tab release
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Tab Status

The tab “Status”  provides you information about the status of the document:
When and by whom was the document scanned, changed, sealed, or removed?

@ Document 101,010
[ ﬂ http://localhost/webclient/ cust/doris/DD/jsp/index.jspRowhumber=99372 ’ul.?]
Document 99372 iad® X 3 ¢4 B= 45 @
| Document | Order | Release | \. Image | Original | Preview [ Process File [ Full Text | |
‘Scanner Release
Date | |
I Tme| |
D/ i |
Name | |
| Last Mo' d‘rﬁc a'fi on
Date [30.05.2011 |
Time [11:17 ]
1D doris
I Name |Doris I
‘Sealed
Date | | | Seal | |
Time | i
D | |
Name | |
Deleted
pate| | | Restore |
Time | ]
D |
Name | |
Tab Status

DoRIS® Webclient 44



DoRIS® Documents

Tab Image

Tab“Image” displays either the scanned or attached image file that is saved in “long-term-storage”
format, e.g. in PDF -format. To view any image file, just double click or start the appropriate application

for displaying [ Applcaton | Alternatively, look at the record using tab “Preview”

| :MI locathost/webclient/cust/dors/DD/jsp/indexjspiView=ListView&RowNumber=09372 8iResultsetld=1309b1 a & 0MName=TQuery

Document 99372 aa® K 3 €€ @@= 4o &

[ Document | Order | Release [ Status [JTETETI, Original | Preview | Process File | Full Text |

Mame Size Path I Link
00\099\00099372, if | [image

Drag & Drop

Cancel

Tab Image
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Once you unlock @ the document you can attach or replace records. In Addition by the means of the
feature “Drag & Drop” you can add data-files or copy them into a directory.

In case a record is already attached on tab “Original”, you cannot attach further records on tab
“Imagel!

‘ '! | The document contains an original file. Therefore, the image file cannot be attached.

If you want to exchange the record on tab “Image” , attach the new document e.g. by “Drag & Drop”.
Once you save “*the changes the records are exchanged. View the history of the formerly attached

records and if applies add comments to the different versions.

File Date Size Uger Comment
00093375, 6f 15.09.2011 10:30:29 (31340 daris
00099375-1.tif 15.09,2011 10:26:12 (31360 doris

Application Save Comment Cancel

History of attached records in tab Image

The administration of versions provides you a complete and non-manipulable list of all formerly (to this
document) attached records.

Please note!
Please save the document and your activities will be effective.
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Tab Original

Originals of the document are deposited in tab “Original” as text files, e.g. Word. To view any
original file, just double click or start the appropriate application for displaying .

|E| locathost/webclient/cust/deons/DD/jsp/indexjsp?RowhNumber=99451

Document 99461 ddmE K 3 € @ =

[ Document | Order [ Release [ status | image [N, Preview | Process File | Full Text |

Mame i Path I Link
0010990009546 1, docx |originale

Drag & Drop

Tab Original '.
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Once you unlock @ the document you can attach or replace records. In Addition by the means of the
feature “Drag & Drop” you can add -files or copy them into a directory.

In case a record is already attached on tab “Image”, you cannot attach further records on tab
“Original”

'! | The document contains one (eg, scanned) image file. Therefore, no original file can be added.

If you want to exchange the record on tab “Original”  , attach the new document e.g. by “Drag &
Drop”. Once you save ~*the changes the records are exchanged. View the history of the formerly

attached records and if applies add comments to the different versions.

|| Select a Version i
File Date Size Uger Comment

00099385, xlsx 15.09.2011 11:57:23 (7913 daris

00099385-2, xlsx 15.09.2011 11:57:15 (/919 doris

00099385-1.xlsx 15.09.2011 11:57:06 (7918 daris

Application Save Comment Cancel

History of attached records in tab Original

The administration of versions provides you a complete and non-manipulable list of all formerly (to this
document) attached records.

Please note!
Please save the document and your activities will be effective.
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Tab Preview

Scanned documents that you can find in tab “Image” are shown in Tab “Preview”

-
@ Document 1.01.01 002

|M http://localhost/webclient/cust/dons/DDVjsp/indexjsp?RowMNumber=99372 .I |

f

Document 99372 aa® KX 3 £ @@= 45 R0

| Document | Order | Release | Status | Image | Original |"' Prev

Process File | Full Text | |

vorhandene Seiten:
1
#ae Elser Druck GmbH - Klingasg 35 - 754° T Minlacker
Tal. O7CALR054 1549 Fax 07041,/80550 - email: info@alzardrice de - veww.elsercruck.de I

ELSER
SPG——— DRUCK

| Hasslar =
[l Informations GmoH
Mihistraie 54

75328 Schomberg

Datum.
d 26.10.2003
W
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DoRIS® Documents

Tab Process File

Tab “Process Files” displays a list with all process files regarding this document.
In this tab you can open a process file by clicking, navigate in this list or issue a new process file

New Process File |

'@ Document 1.01.01 002

) o) s - N |
Document 99372 Gad K & #¥ @@= K& ¢ QA
[ bocument [ order [ Rel | status [ 1mage | original | preview |
Search Results 1 -1
15 - @
Date | Content Process File | state | 1 Reference Number R ber|
l ¥ 21.04.2011 Akte Rechnungswesen. Eingabe doris 1.01.01-1 99408
Rechnungsverwaltung-+Kontrolle
Search Results 1 -1
m o~ @

Téb Process File
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DoRIS® Documents

Tab Full Text

The plain text of the attached document you can see in tab “Full Text”
available in the Version DoRIS® Professional ~ and DoRIS® Individual

. This feature is only

'.' : %
@ Document 101011 Nr. 99372 Mogilia Firciox TR ol L - -

| i1 http://localhost/webclient/ cust/doris/DD/jsp/index.jspIRowNumber=99372

)

Document 99372 O "

X a 49

| Document | Order | Release | Status | Image | Original |Preview | Process File m

Full Text

Karl Eiser Druck GmbH = KiBlingweg 35 » 75417 Mihlacker
Tel. 07041/80541/49 » Fax 07041/805-50 * e-mail: info@elserdruck.de « www.elserdruck.de
l Karl Eiser Druck GmbH # Postfach 1351 « 75415 Mihlacker

Hassler

Informations GmbH
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Inhalt 16 Seiten
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Search: [ Search downward H.Search upward ] [ Highlight ]

| »

m

Tab Full Text
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DoRIS® Documents

Registering a New Document

()}
]
o
[ =

Blue-framed fields are mandatory fields!

For navigation between fields you can either use the keys
Tab and Shift+Tab or directly select a field.

You need to register a new document?

Open the file you want to attach the new document to

Select tab “Document”  and click [_New bocument | ¢ the icon . The entry form for new

documents is shown.
The default setting of some fields is according to the information of the corresponding file.
Enter further information in the various fields, if needed.

@ Document 1.01.01 (new) - Mozilla Fire

| i http://localhost/webclient/cust/doris/DD/jsp/index.jspRowNumber=0 ! |‘

i m&der ‘ Release | Status | Image | ©Original | Preview | Process File | Full Text | |

Document New aasd X 3 £4¥ @@= Ko @8

Reference Number
Reference Number File | 1.01.01-1

File Number [[1.01.01 Lo
Additional - | i
Serial No. 1
Document
Sender/author

Reference Number
Sender

Content

Comment .
Recipient
Access KL1
Date letter 30.05.2011 ...

Entry form “New Document”
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DoRIS® Documents

Saving New Documents

To prevent loss of data either save “* your data input to a new document or save your changes of an

existing document.
If you missed filling in a mandatory field, DoRIS will ask you to enter the missing data. Afterwards you

have to save again.

[ i A mandatory field is empty. Please complete the missing information.

Editing and Completing Information of Documents

There might cases occur, when the data of existing documents have to be edited, e.g. process of
borrowing. Depending on your rights please use the following features:

= Either: starting from the tree view of database, search with an appropriate query for the needed
document. Afterwards pick it from the list of results on the right side of the main screen.

= Or: starting from the related file, open the needed document in tab “Documents”.

Further proceeding:

1. Unlock the document .

2. Make the changes in the various tabs of the document

3. Saveyourchanges “*

4. Close the document E. If you have not saved the document yet, you will be asked if you want to save
it now.

ﬁﬂoﬂlﬂ Webclient

i: Do you want to save the modified
record before closing?

[ Yes ] ’ Mo l ’ Cancel

Request to save changes to the document
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DoRIS® Documents

Reassigning of Documents

It may happen that you have to reassign a document to a different file, e.g. the assignment changed or
was incorrect.

1. Select the document to be reassigned.
Unlock the document
Intab “Document” , either enter the number of the file the document should be assigned to in
section Reference Number  or browse within the filing plan .|} Navigate in the structure or
search for a specific description within the filing plan. Apply the wanted file number by double click

or with the button

.5 localhost/webclient/wicket/? showcabinetB&TatName=AZ

Search W
4 =Filing Plan
431 Verfassung
451,01 Bund, Land, Kreis
451.01.01 Aligemein =
»1J1.01.02 Bund
+(31.01.03 Land
#J1.01.04 Landschaftsverband
#(J1.01.05 Bezirksregierung
»[J1.01.06 Kreis (Einladungen Kreistag, Bekanntgaben)
b [11.01.07 Funktionalreform Kemmunale Neugliederung
11.02 Bestimmungen fiir die Gemeinde i
- £31.03 Rat
= (J1.03.01 Allgemeine Vorschriften Rat
r 201.04 Hauptgemeindebeamte/Hauptverwaltungsbeamte
¥ (2311.05 Gemeindeeinwohner

4. Saveyourchanges “*and close the document .

Now, the document is reassigned to the new file.
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DoRIS® Documents

Deleting Documents

Would you like to remove documents into Trash ? Documents which are located in Trash can be
restored or permanently removed by authorized users only (in any case: system administrator).

In the feature DoRIS® User Management  the individual authorization levels are administrated and
you may ask your system administrator for the according rights, if needed.

How to remove a document into Trash :

1. Open the document.

2. If necessary, unlock the document 3.

3. Remove the document into Trash K.

4. Once you confirmed the removal | 9K | the document is removed into Trash .

Do you really want to delete Document 1.01.02 00200246 7

OK ] [ Abbrechen

The document will be removed from file
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DoRIS® Documents

Restoring Documents

Would you like to restore documents from Trash ?

You need specific rights to restore documents from Trash .
Select the document in Trash .

Open the document with a single click.

Unlock document .

Change to tab “Status”

In section “Deletion”, restore | Restere [the document from Trash . The information about deletion is
erased.

Save your changes “*.

OV W

-~

8. Close the document m

[ @ Document 1.01.01 00200246 - Mozita Firefox . R . EEre)

| i http://localhost/webclient/ cust/doris/DD/jsp/index.jsp?View=ListView8RowMNumber=99372 &Resultsetld=1faeflaf QName= Query f | ‘

)

Document 99372 Gae3 K 3 €4¥ @@= 45 © 183

| Document | Order | Release m Image | ©Original | Preview | Process File | Full Text | |

Scanner Release
Date |
Time |
jin}
Name

Last Modification
Date [03.07.2011
Time [14:11

L 10 doris

Name |Doris

Seal’éd :
“ Date [ seal |
Time |

15}

b Name
N

Deleted
| Date |03.07.2011 Restore |
i Restore
1D doris

Name Doris

TLab Status
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DoRIS® Process Files

DORIS® PROCESS FILES

Structure of DoRIS’ Process Files

In tab “Process File” of the file window select any process file and its detailed information is
shown in a pop-up window with the process file number as header. The content of DoRIS® process files is
organized in different tabs, comparable to DoRIS® files and documents.

On the next pages following tabs are described:
Process File
Records
Protocol

Saved DoRIS® records are locked for (unintended) changes. If
you want to edit any process file, you have to unlock @ first.

note

In the following screenshots the process files are shown in
unlocked state.
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DoRIS® Process Files

Icons and their Functions of Process File-Screen

Applying these icons you have direct access to often used functions.

Icon Function
C= attach DoRIS documents by dropping

a unlock process file
before you can edit a process file, it needs to be unlocked
save process file

L 5
ﬁ remove process file into trash
create new document
'El print process file
;{F show previous record
QV show next record
#i3 show main document
Q"-" save workflow as template
PDF PDF-Export of process file
P Show database screen
R
a close process file
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DoRIS® Process Files

Tab Process File

Tab “Process File” presents you all information regarding the content of a process file, like
reference number of the corresponding file, content, capture date, presentor, and resubmission-data.
You also get an overview of settings of the workflow, including the actual status of the process (which is
also colour-coded). In this tab you can as well edit the workflow as start, forward or file a process.

(3@ Process File 10101-12-1 Nr.

Process File 99393 | i K B &8 €V = < @B [

" Process File Records | Protocol | |

Reference Number
Reference No. of File [1.01.01-12-1
File Number [1.01,01 |
Additional [12 i

Serial No. [1

Process
| Content Prdjektplanung und Durchfﬁhrung
[
[
| Resubmission Date _| =
Resubmission for D

MNotes |null

Capture Date [30.11.2006 | ...

Presentor 'S-ystemfhdnifni-strator 1D sa

Access |53
Workflow J 5tep| Who Action Comment
1 Kaiser Notice
2 Schmid MNotice
3 Baumeister Co-signature
Comment

Notice
~ New line | =

Tab Process File
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DoRIS® Process Files

Tab Records
Tab “Records”

shows the assigned records at a glance. With right click in the list of records you can

choose in the menu if you want to open any record, define as main record or remove it.

Once you defined a record as main record it carries the letter “H” in the icon H. If the main record
contains any “original” or “image”, you have direct access to them using the icon #3: In case there is
only one document assigned to the process file, you can open the “image” or “original” #3: without

prior defining the document as main record.

f = . P R
@ Process File 10101-12-1 Nr. 99393 - Mozila Firsfox R 0 0

| i http://localhost/webclient/ cust/doris/DV/jsp/index jspRowMNumber=99393

Process File 99393 =) 3 = R % ¥ = B @R
Records “WEEEdsluy] | |
Search Results 1 -1
15 - @
Date | File Content Document Content Sender Rownumherl
H Projektplanung und Durchfihrung 99374
Search Results 1 -1
15 - @
Create new documents by Drag & Drop
Name Size l Path Link [ Add
Drag & Drop Remove All
A_pni.catm

| Cancel

Tab Records
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DoRIS® Process Files

Tab Protocol

The workflow of the process file and its corresponding actions are recorded and the details are displayed
in tab “Protocol”.

@ Process File 1.01.01-123 Nr. 99425 - Mozilla Firefo:

x
1 =

| 1\_‘[ http://localhost/webclient/ cust/doris/DV/jsp/index.jspRowlMumber=99425 1 ; |

Process File 99425 i K B 3 49 = < @R

| Process File | Records |'" Protocol

Protocol
| who | Action | pate | Time | M |
El Kaiser Submission 26.08.2011 13:29  Step 0 User Kaiser (Notice) was added
El Kaiser Submission 26.08.2011 13:29  Step 1 User Schmid {Statement) was added
El Kaiser Submission 26.08.2011 13:29  Step 2 User Gross (Processing) was added
El Kaiser Submission 26.08.2011 13:29 Process has been started
El Kaiser Notice 26.08.2011 13:31  Notice is carried out
il Schmid Statement 26.08.2011 13:36  Rejected
El Schmid Rejected 26.08.2011 13:36  Step 3 User Doris (Rejected) was added
El

-

Tab Protocol
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DoRIS® Process Files

Handling of Process Files

In a paper floating file, documents are combined to one process file. It may also occur that a floating file
and thereby the process file contains only one document. On the cover of the floating file the sender
notes the workflow: he writes the recipients who have to receive the process file one after the other. In
general, all instructions for the recipients are marked handwritten on the first document; these
statements may be called order. The recipients quote their actioned stamp handwritten with date and
signature on the document, too.

Electronic process files work similar compared to a paper floating file:

The workflow with its action is entered in a separate table. The recipients choose the answers from pull-
down menus. If necessary they can also add a comment. All steps are automatically recorded with date,
time and initiator.

Despite these common features, electronic process files in DORIS® have some major advantages:

= The electronic version encloses both, documents and files.

= The information of the workflow and actioned stamps are saved in a separate procedure-document.
For documentation purposes, this document may also be filed away in the corresponding file.

= Furthermore, in tab “Process File” each document has a link to all process files it is part of.

Technically, the document of the process file does not contain copies of the records or even the records
themselves. It just provides links to the corresponding documents or files in order to prevent numerous
versions of one record.
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DoRIS® Process Files

Sequence of Handling Process Files

DoRIS Process Files find versatile application:

= static business processes

= dynamic, open business processes

= ,spontaneous” business processes worked on at short notice by one recipient only

= distribution of scanned incoming mail to the person responsible — if necessary by management, too
= approval of drafts of written replies, or approval of internal documents

At least these steps are necessary to complete a process file:

= creating a new process file
= defining a workflow

= initiating a process file

= editing a process file

= completing a process file
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DoRIS® Process Files

Initiating a New Process File

Before a process file can be initiated it has to be created first.

1. Open the file or document you want to initiate a new process file for or create a process file without

assignment to a file or document
2. Unlock file or document.
In tab “Process File” of a file or document open the entry form for a new process file

[ New Process File ]

4. The default setting of the field Capture Date is the date you created the process file (current
date) and of the field Presentor is your user name.

5. The default setting of the field Access is according to a field of DoRIS® Structured Storage.
The reference number and the content are also set by default if the process file is created from a file
or document.
Fill in your information, considering that the blue-framed fields are mandatory.

7. Define a workflow (see next chapter).

r
@ Process File 1.01.01 (new) - Mozilla Firefox

|M http://localhost/webclient/ cust/doris/DV/jsp/indexjsp’RowNumber=0 i |

Process File New Cod) 388 m» ¥ 3 4§ <o @1

[ Process File ¥ _ Records | Protocol | |

Reference Number
Reference No. of File 1.01.01-
File Number 1.01,01
Additional
Serial No.

0 Y

Process

Content

Resubmission Date _!
Resubmission for __| 1D __J

Motes

Capture Date 03.07.2011 .|
Presentor Dorié _I 1D dﬁrié . _I
Access doris
Waorkflow | Step | Who ‘ Action ‘ Comment

I .| Motice =

Comment

Submission
I New line H Start I

—————

Creating a new process file
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DoRIS® Process Files

note

Blue-framed fields are mandatory fields!

For navigation between fields you can either use the keys
Tab and Shift+Tab or directly select a field.

The field File Number is not a mandatory field;
therefore a process file can be initiated without
assignment to a file number. Especially for registrars, this
could be an asset during processing of incoming mail.

At the latest, a file number has to be assigned once the
process file is put on file.
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DoRIS® Process Files

Defining a Workflow
With a workflow you define in which sequence which action has to be performed by whom. In tab
“Process File” the workflow is depicted with different columns: Step , Who, Action , and
Comment

Please not

To define a workflow does not mean to start a workflow!

Follow these steps to define a workflow.

1. In column Whoenter the name of the person who should be part of the workflow:
either type in the user name or select it from the user directory -l.

@ User Directory - Mozilla Firefox l —uliE) ﬂ

| Ll http://localhost/webclient/af/jsp/dorisloader,jsp?showPage=addressbook,jsp?VbsFunction=ReturnValueCa ‘

|
Search for User

Available Users Selected User
Administrator - |
alt 3
Baumeister | 3 OK
Cramer
Dinkel
: << Cancel
Doris - |— _—

User Directory

Select the user from the directory list Available Users .If a user was previously selected, its
user name is displayed in the field Selected User

2. Now, the selected user is the first or next step in the workflow.
Assign an action from the pull-down menu to any user.

Workflow | Step | Who ‘ Action | Comment
ﬂ 1 Baumeister _I Notice -
| 2 Lang .| co-signature ~
ﬂ 3 Kaminsky _I End of Circulati «
Comment
Submission
[ New line ] [ Start ]

4. If more users should take part in this workflow, add new lines [ newline Jand redo the assignment of
actions. Additional lines will be added at the bottom of the list.
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DoRIS® Process Files

In case you have just defined a workflow that will be used

note

o
more often, you can save it as a template o,
Enter a name for this workflow and the template is saved for
your user ID.

£ ¢ <55 @R
+ ¥ BT

—Save as new template: [

I Save |

2 r @ B

o

Save as new template:

ED

In order to use a template, select from the list of workflow
o

&
templates " and the different steps of the workflow are
filled in automatically.

Actions of a Workflow

During the set up of the workflow you determine the actions for the recipients (called orders). Commonly
used actions are already defined in the application. Custom-made refinements may be applied — if
desired.

Action Possible Answers Comments

notice OK, reject This is more an informal action — just to notice the
process file

processing OK, reject The listed person is in charge of processing

statement OK, reject The brief statement to the process file can be entered in

the comment-field

co-signature

co-signature, reject

The process file has to be co-signed, possible brief notes
can be entered in the comment-field

sign-off

OK, reject

With this action, the process file has to be signed-off at
the end the processing; usually, it takes place before the
action “put on file”. Possible brief notes can be entered in
the comment-field.

put on file

OK

If the process file contains only one single document, the
according file is added. Then verifies the minimum
existence of one file as well as if all records are assigned
to a reference number — if positive, the process file will be
put on file.

file away

OK

Close process file

end of circulation

OK

Where required, the file with the reference number of the
process file is attached. Afterwards the process file is
completed.

After the last action of the workflow is performed and confirmed, the process file is automatically
forwarded to the initiator, if it is not yet filed away. At the end of the workflow, the initiator puts the
process file on file or restarts it.
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DoRIS® Process Files

Starting a Process File

In tab “Process File” start the process file. Once you started a process the table

workflow and the button will be deactivated. If you have not defined a workflow yet you will
be asked to do so, before you can start the process.

Mo user was entered in line 1

Information message

The process file is located in your folder Initiated Processes in the tree view of the database
and you can track or just open it any time.

At the same time the process file is located in folder Process Handling (tree view of the database)
of the user being next to take action in the defined workflow. In addition, this user receives an e-mail
notification. As soon as this user completed the asked for action, the process file is forwarded along the
defined workflow.
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DoRIS® Process Files

Editing a Process File

In the folder Initiated Processes of the tree view of the database you find all own processes
and you may track them. Once a process file is started, it is located in the folder Process Handling
(tree view of the database) of the user being next to take action in the defined workflow. In addition, this
user receives an e-mail notification.

If you are next to take action in the workflow, the process file is located in your folder Process
Handling .Once you edited the process and completed your action, use the lower left button to

forward it along the defined workflow. The button is labeled according to active action, e.g.
or just [ o ] vou could also add comments or -if necessary- alter the workflow.

Whenever you need to interrupt the process for a certain reason, just send it back to the initiator

. In this case it may be very helpful for further processing to add a comment. Afterwards, the
initiator may proceed without further enquiries: he can restart the process file once he extended the
workflow.

After the last action of the workflow was performed the process file will be sent back to the initiator. The
initiator files the process file away or assigns it to a file number and puts it on file.

-
@ Process File Nr. 99474 - Mozilla Firefox

| M localhost/webclient/ cus Vispdind

| Process File 99474 |

Ere =M. Records | Pratocol |

Reference Number
Reference No. of File
File Number
Additional
Serial No. |0

() B

Process

Content Project Industrial Area "'Bump—HiI'Ii‘
offer Company Master-Builder

Resubmission Date _I
Resubmission for | ID =

Notes

Capture Date [31.01.2012 | .|
Presentor (Cramer ID cramer
Access cramer
Workflow | Step| Who | Action Comment
1 Cramer

Forward

2 Schwarz Notice

Processing

3 Wagner

4 Cramer To put on file

Comment

Processing
New line

| - _.

Example of editing a process file: notice
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DoRIS® Process Files

@ Process File Nr. 99476 - Mozilla Firefox

| M localhost/y

&

= ‘t} {} s« IDF

1 Process File 99476 |

" Process File ¥ . Records | Protocol |

Reference Number
Reference No. of File
File Number
Additional
Serial No. |0

EE

Process

Content Project Industrial Area "Bump-H'iiI"
offer Company Master-Builder

Resubmission Date _‘
Resubmission for D

Notes

Capture Date [13.02.2012 ||

Presentor (Cramer ID cramer
Access
Workflow | step| who | Action | Comment
1 Cramer Forward
2 Schwarz Notice Sorry, yesterday we forgot to tell you
that from now on Mr. Stein will be
responsible for the offers of the project
3 Wagner Processing
4 Cramer Rejected
Comment

Rejected
New line

Example of editing a process file: rejecting with adding a comment

The workflow is coded by colours to see the status at a glance:

yellow next step in workflow, not yet performed

green  action completed

red action was skipped (due to rejection of an action),
the process file is sent back to the initiator.

Please note!
You cannot revoke your actions!
Therefore, first finish the process file in conclusion and then click the buttons!
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DoRIS® Process Files

Additional Process-Steps

Attaching or Deleting Records to Process Files

You want to attach a document or file to a process file?

1.

B ow

Search for the document or file you want to attach to:

you will easily find them with a standard query or an extended query. Alternatively, you can open the
file, which contains the document, shown in tab “Documents”.

Open the process file you want to attach the records to.

Unlock the process file .

Attach the according document or file with “Drag & Drop” to the process file by dropping it on the
button == in the toolbar of the process file.

You find the document or file listed in tab “Records”  of the process file.

Save your changes “*.
Close process file %}

To add new documents to a process file you can also use the “Drag & Drop”-Function. After you added
the relevant documents by “Drag & Drop”, the buttons of the “Drag & Drop”-field are as long active until

you assigned them to the process file by saving “*. Afterwards the documents are removed from the
“Drag & Drop”-list and are shown in the upper list of the attached records.

This time you want to remove a document or file from a process file.

VAN NERVVIN S

Unlock process file @ .
Intab “Record”  position the pointer on the record you want to remove.
With right click select remove .

Save your changes “*.
Close process file %}

If you wanted to close the process file & before you saved your changes, you will be asked if the
modifications should be saved or discarded.

# DoRIS Webclient

i: Do you want to save the modified
record before closing?

[ Yes ] l Mo ] [ Cancel
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DoRIS® Process Files

Saving Process Files

After you initiated a process file or edited an existing one, you have to save “* the data.
If you missed filling in a mandatory field, DoRIS will ask you to enter the missing data. Afterwards you
have to save again.

iJ A mandatory field is empty. Please complete the missing information.

The process is not started yet — just defined and saved.

note

Deleting Process Files

You can remove process files into Trash . Process files which are located in trash can be restored or
permanently removed by authorized users only (in any case: system administrator).

In the feature DoRIS® User Management  the individual authorization levels are administrated and
you may ask your system administrator for the according rights, if needed.

How to remove process files into Trash :

1. Open the process file.

2. Unlock the process file 3.

3. Remove the process file into Trash .

4. Once you confirmed the message with Lok |the process file is removed into Trash .

Do you really want to delete Process File 1.01.01 00099407 7

oK ] [ Abbrechen

The process file will be removed from the file
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Restoring Process Files

Would you like to restore process files from Trash ?

1. You need specific rights to restore process files from Trash .

2. Select the process file in the trash folder

3. Open the process file with a single click

4. Unlock process file )

5. Restore | Restore [the process file from Trash . The entry about deletion is erased.
6. Saveyourchanges “*

7. Close the process file Iﬂ

r — e B
@ Process File 1.01.01 00099409 (changed) - Mozilla Firefox R "N T e

|M http://localhost/webclient/cust/doris/DV/jsp/indexjspRowNumber=99409 i |

o

Process File 99409 Comd) 38 = X & 9#4$ 25 &0

B _ Records | Protocol | |

Reference Number
Reference No. of File [1.01.01-12-1
File Number 1.01.01 |
Additional 12 |
Serial No. 1 I

Process
Content |Projektplanung und Durchfiihrung
Resubmission Date _!
Resubmission for __| jis} __J

Notes

Capture Date 22.04.2011 .|
Presentor ;|ID doris . _|
Access KL1
Waorkflow

Comment

|| Eingabe
Restore |

k-

Restoﬁg; process file
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Special Functions within a Workflow

Simultaneous Delivery and Processing

The management asked you to always send the process files for notice to himself and his deputy at the
same time. Or you know the schedule of your management and do not want to waste time: while the
management is still in the meeting and did not have time to notice or approve the process file, the
person in charge can already start working on the process file.

For this simultaneous procedure the process file has to be available for different persons at the same
time. Therefore, the same step is entered in the DoRIS workflow for the different persons. The other fields
are filled in accordingly.

After the workflow is defined and started, the persons with simultaneous delivery receive the process file
at the same time in their folder Process Handling .Only after both responsible persons have
processed and approved the process file it will be forwarded.

-
@ Process File Nr. 99477 - Mogzilla Firefox

J' ¥ | localhost/webclient/cust/doris/DV fsp/index.jsp’RewNumber=09477 |

Process File 99477 Ce=d) 3 = R % 29 = <& ©R

W process File Wt | Protocol | |

Reference Number
Reference No. of File
File Number
Additional
Serial No. O

G

Process

Content |Project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date __!
Resubmission for __l jin} ____I 7

MNotes

Capture Date 13.02.2012 .|

Presentor Cramer _, ID cramer _l
Access
Workflow ‘ Step| Who | Action Comment

1 Cramer Forward

2 Schwarz Notice

Weiss MNotice

3 Wagner Processing

Comment

Notice

New line

Process file with simultaneous delivery
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Rejecting Process Files

The recipient can reject an action for different reasons, e.g. a process file was misrouted and the

department or the person in charge is not responsible for it:

= The management receives a process file regarding a different business process they are usually
responsible for and rejects it. The initiator — in this case the employee of the mail office — is noticed

about the rejection, changes the workflow and initiates the process file again [ Restart |

= The head of department accidentally misroutes the process file:
Employees recognize that they are not in charge of this process file but their colleagues. They can
either reject the process file and send it back to the initiator or (to accelerate to procedure) they can

extend the workflow by the colleague’s name and forward Lok Jit directly. In the
latter case the head of department receives the process file for notice and the colleague for processing.
In both cases comments should be added.

@ Process File Nr. 99476 - Mozilla Firefox

| M localhost/ el s/DV/jsp/indexjsp?RewNurmt
1 Process File 99476 . | @ = %K % ¥ = £ @
Process File ¥ . Records | Protocol |

Reference Number
Reference No. of File
File Number
Additional
Serial No. |0

EE

Process

Content Project Industrial Area "Bump—H'iiI"
offer Company Master-Builder

Resubmission Date _I
Resubmission for 1D

Notes

Capture Date [12.02.2012 ||

Presentor (Cramer ID .cramer
Access
Workflow | Step| Who | Action | Comment
1 Cramer Forward
2 Schwarz Notice Saorry, yesterday we forgot to tell you
that from now on Mr. Stein will be
responsible for the offers of the project
3 Wagner Processing
4 Cramer Rejected
Comment

Rejected
New line

Example of process handling: rejecting with adding a comment
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Extending and Restarting the Workflow

If a process file was rejected, it is sent back to the initiator. The initiator has the option to extend the

workflow at the end of the table. Thereby the initiator can change the workflow and restart
it

@) Process File - Nr. 99487 (changed) - Mozilla
. o . o

|'K'I localhostiwebclient/ cust/doris/DV/jsp/index. jspiRowNumber=09437 |

Process File 99487

|"" Process File T . Records | Protocol | |

Reference Number

Reference No. of File -

. i
Zusatz _|
Lfd.Nr. O
Process
Content renovation of public buildings
Resubmission Date _J
Resubmission for _! o _J

m

Notes

Capture Date 27.02.2012 .|
| Presentor Schuster ;IID schuster _I
Access schuster

Workflow | Step | Who | Adction | Comment
1 Dinkel Processing
2 Gross Notice
3 Schuster Rejected &
Returned
# 4 Fischer .| Processing  ~

Comment Dear Mr. Fischer, I heard you are in charge of processing the

Schuster Rejected & renovation of public buildings.
Returned

. Rejected & Returned
_ [ New line H Restart H File away I

Process file after rejection and prolongation in order to restart
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Monitoring Results

You might install a resubmission in order to monitor the process results. There are different types of
resubmission available:

Resubmission all , My Resubmission all ,
Resubmission until today, My Resubmission until today,
Resubmission until tomorrow, My Resubmission until tomorrow,
Resubmission today, My Resubmission today,
Resubmission tomorrow My Resubmission tomorrow

If you install a resubmission for monitoring purposes, the process file is shown in the folder
Resubmission all . The recipient of the resubmission receives an entry in the folder My
Resubmission all . Depending on the due date the process file may be shown in Resubmission
until today or Resubmission until tomorrow and My Resubmission until

today or My Resubmission until tomorrow respectively.

Thus, you receive a list of all processes with due date of today in your folder My Resubmission
until today . With this information, you are able to complete the process files on time.
In addition, the process files are also in the folder Process Handling of the according person.

If you want to get information about the state of progress, open the process file and you find the entry in
tab “Process File” as a status-note. Further information is noted as comments on tab
“Records” .Intab “Protocol” all actions regarding this process are recorded.

If you want to add an additional date or the process is not completed yet, you have to add a new
resubmission date. The monitoring procedure starts all over again.

r = —_——= = - - = I B
(@) Process File 1.01,01-123 Nr. 99425 - Mozilla Firefox. _— e

e ee e

‘_ M http://localhost/webclient/ cust/doris/DV/jsp/index.jspTRowNumber=99425

‘ Process File 99425 | | & = %K 3 49¥ = <Sir @ B

| -
|| Process File | Records | Protocol ™

Protocol

| who | Action | Date | Time | Message |
#| Kaiser Submission 26.08.2011 13:29  Step 0 User Kaiser (Notice) was added
E{ Kaiser Submission 26.08.2011 13:29  Step 1 User Schmid (Statement) was added
E(J Kaiser Submission 26.08.2011 13:29  Step 2 User Gross (Processing) was added
ﬁi Kaiser Submission 26.08.2011 13:29  Process has been started
#| Kaiser Notice 26.08.2011 13:31  Notice is carried out
E} Schmid Statement 26.08.2011 13:36  Rejected
'3’(] Schmid Rejected 26.08.2011 13:36  Step 3 User Doris (Rejected) was added

)

Tab Protocol with all actions regarding this process file after completion of processing
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QUERIES IN DORIS®

DoRIS queries are a fast and comfortable feature to find a selection of objects. If you want to visualize the
sequence of a query, please follow this flow diagram.

Search for documents or files:

START

S ——

Selection in filing plan
or any other folder of
the database

Search by “ Standard
Query” +
]
]
)
1
I
I
!

A 4

v

optional: save a query

Search by “ Extended
Query” +
1
1
1
1
I
I
!

A 4

v

optional: save a query

Retrieval of saved query

v

optional: edit or delete a
query

A 4
et <

y

optional: print summary list

Completed
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Icons and their Functions of Queries

Applying these icons you have direct access to often used functions.

last character of the basic term of a query

Icon Function
J start query

- save query
@ logical AND
@ logical OR
@ logical NOT
@

1
IL-II-"/

show vocabulary

PDF Sync

download of files for offline-view
scroll to first page of list

show Previous page

show Next page

zZ v a =@} ¢

scroll to last page of list
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Standard Query

With this feature you will find very easily all records, which meet the requirements of the query. Queries

are stored and retrieved when required. You will find them in the folder Saved Queries  inthe tree
view of the database.

See how DORIS® Webclient  finds the records you search for:

1. Inthe tree view of the database either right click and choose new standard query or standard
query inthe menu, select the folder Standard Query , orin the right side of the main screen
choose tab “Standard Query”

2. Theentry form of standard queries is displayed. On the left side you find drop-down menus of the
categories and on the right side fields to enter search requirements (of the left chosen category).

3. Enteryoursearch requirements for the query:

Select in the pull-down menu the needed category and enter on the right side the appropriate term —
you could also select it from the vocabulary .

Within one category you can combine various criteria according to Boolean algebra — use (+] (logical
AND), @ (logical OR) and € (logical NOT).
Different categories (selected on the left side) are combined with a logical “AND”.

8 Youwant to combine different categories with the logical “OR
g (e.g. content of document or keyword is invitation)?
Please apply an Extended Query.
IS 2 porss senup + (C=Tial X
&7 | B hitp://localhost/webclient/af/jsp/doristable.jsp?View=TreeViewSe2FEasyQuery BiAct=&PT=1 AllallB

-t ) =
e Q@ Tt & 2B © %
New New Standard Extended Administration Modify Manage DoRIS Help Change
File Process Query Query Result Deputy Online Password
File

[ Filing plan "R [Lst view [ETEFEFEENES. Extended Query | Deputy | |
¥ DoriswWeb . -
{1 Filing Plan ¥ ‘ @ '3 @ |

£ Process Handling Start Save And Or Not  Vocabulary PDFSync
#[7] Initiated Processes
bof

| Trash Query Template
| My Resubmission all Akte = Clear fields
1] Resubmission tomorrow
[ Resubmission till today GZAKTE - Reference Number: Reference Number f +
{21 Resubmission all

GZ3 - Reference Number: Additional -

O AKTEINH - Content File -
1+ Saved Queries R o F T — -
STICHWOA - Notes File ®
AENDAM - Last Modification: Date hd
Start |

DoRIS® Document management and business proce ement  DoRIS Webclient 7.0.32 Revision 1,300

Entry mask of Standard QUer)’

HAESSLER
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4. Ifyou want to save this query, click = first, then fill in the data in the appropriate fields:
Nameof Query ,Description , if applies Release to user or Release to OU
(organizational unit).

Once you saved - “* or [ save query | the query, it is shown in Saved Queries > My Queries

and can be used until it is deleted.

5. Startthe query o Q or [ start |

| B2 localhost e

fient/af/jsp/doris

Administration Modify
esult

¥ DorisWeb
B Filing Plan @ '?) ‘
| Process Handling 2 Or Not

} Ipr\::hted Processes Query Template

B
B
= 2
i1 My Resubmission all All Records  ~ Clear fields
b
E
E

| Resubmission tomorrow
| Resubmission till today GZAKTE - Reference Number: Reference Number f ~ 1.01*

! Resubmission all ERFAM - Capture Date -
0 Standard Query
o Extended Query @ TEMPLATE - Template -
B aved Quencs - AENDAM - Last Modification: Dats -
AKTEINH - Content File - 1
BARCODE - Barcode -

Saved query

Name of query

Description

Global query [}
Release to user

Release to OU

=

W 15) DoRIS Startlp

1= hitp:/flocalhost/webclient/af jsp/doristable jsp?View=TreeView%:2FGlobalQuery%:2F doris&PT=0

andard Extended Administration Modify Manage DoRIS
Query Result Deputy Online

BTN A <o iy ared oy gy |
¥ Dorisweb [vame  Jpesciption |

(1 Filing Plan B ..

i Process Handling 1 inveice
[£1 Initiated Processes
{3 Trash

i1 My Resubmission all

B
£
£

| Resubmission tomorrow
| Resubmission till today
1] Resubmission all
% Standard Query
ol Extended Query
1 Saved Queries
L7 My Query
= invoice
=1 Global Query
~11 Archive

DaRIST Document management 2nd b r it DoRIS Webcliant 7.0.32 Revision 1,300

Name and description of saved standard query
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DoRIS® Query-Features

DoRIS® provides two features, which can significantly ease the handling of queries:
Queries-Templates and Vocabulary.

Query-Templates

In the top drop-down menu Query Templates  you select from the following configured templates:
File
All Records
Trash
Document
Process File
Resubmission

After you choose any template, various fields will be filled automatically.

List View ‘ Standard Query ¥ _ Extended Query |Deputy|

Ve 208 =

Start Save And Or Not  Vocabulary

Query Template

Document - Clear fie

All Records

ence Mumber: Reference Number f ~
File

Process File
Resubmission

Trash

re Date -
plate
Modification: Date
AKTEINH - Content File

[EEERRE RN

RARCONE - Rarrada

The query templates can be altered by your administrator for
different users or groups of users. It may happen that you find
different or additional templates in your list.

note
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Vocabulary

In the vocabulary a variety of words is listed for each category. Using this feature, you select the search

criteria from predefined terms and thereby prevent dissimilar spelling or phrasing for the very same
issue.

How to use the function of the vocabulary:

1. Afteryou chose a category in the entry form of the query, position the curser in the according field
for the search criteria.
Open the vocabulary .
In the top drop-down menu you see the chosen category and the list displays its related
vocabulary. If necessary, you can select another category.

4. Select the appropriate entry from the list and click on it.

5. Theentryis applied and the window of the vocabulary automatically closed.

I || https//localhost/webclient/wicket/Tmodul=vocabulary&Voc=GZAKTE

ocabula

AKTEINH - Content File -

word

Abgelehnte Bestellungen fir Verwaltung

Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
Ausstellung Osterreich

Bestellungen fir Verwaltung : Gesamtibersicht
Bestellungen fir Verwaltung: offene Rechnungen
Dokumentenmanagment System

Entscheiden...

Formblatter zur Bestellungen fir Verwaltung.
Genehmigte Bestellungen for Verwaltung

Moers, Stefan Zurruhesetzung

muss entschieden werden

Neustrukturierung Ausbau Mummelsee
Projektakte Mummelsee

Projektplanung und Durchfihrung

Prifverfahren IIb

Richtlinien bei Bestellungen fur Verwaltung.

test

Umbauarbeiten Gebdude 46 A

zum entscheiden

record 1 to 19 of 19 < 1

\L/ocabulary

The language of the terms in the vocabulary depends on the language used in DoRIS, here: German. That
means the language with which the user types in the fields, like in content of files etc.
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Extended Query

For a much narrower search result, you can phrase more complex requirements. Both, within and
between the partial requirements the logical operators “AND”, “OR”, and “AND NOT" are applicable. For a
better structure, brackets have to be introduced.

Would you like to create an Extended Query?
1. Eitherright click in the tree view of the database and choose new extended query or extended

query inthe menu or choose the tab “Extended Query” in the right side of the main screen.
2. Theentry form of the extended query is displayed.

-1e| |28~ Googte Pla

I3 Lesezeichen

> T 4 n © 9
New New Standard Extended Administration Modify Manage DoRIS Help
55 Query Query Result Deputy Online
T [t i oo oy (TN ooy |
¥ Dorisweb Y y e
| Filing Plan b ‘ @ '3 @ @ =

Start Save And Or Not Endmark  Vocabulary PDFSync

E
i1 My Resubmission all
#+[] Initiated Processes
B3 Trash AKTEINH - Content File -
i1 Process Handling
=71 Resubmission all
1] Resubmission till now
i~[] Resubmission tomorrow

! Standard Query
i« Extended Query
bt Saved Queries

AZ:1.01.%;+AKTEINH: Verwaltung;

_start |

Entry form for extended queries

3. Enteryoursearch requirements in the text field (middle of the window):
With the pull-down menu you select the category and add [>> Jits term in the text field. To add
search criteria of the selected category, you could either type them directly into the text field or use
the vocabulary = (see Vocabulary, p. 83).

4. According to Boolean algebra, apply logical operators to link multiple terms within one basic form or
to link basics forms to one another:
(+] (logical AND), @ (logical OR) and 3 (logical NOT).
Brackets are inserted by your keyboard.

5. Ifyou wantto save this query, click =+ first, then fill in the data in the appropriate fields:
Nameof Query , Description ,if applies Release to user or Release to OU
(organizational unit).
Once you saved - “* or [ save query | the query it is shown in Saved Queries > My Queries

and can be used until it is deleted.

6. Startthe query o <& or .
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Deputy |

P 2000 = $

| List View | Standard Query |"'.E:=<ter|ded Quer‘ym

art Save And Or Not Endmark  Vocabulary PDFSyNC

AKTEINH - Content File -
AZ:1.01%,+AKTEINH: Verwaltung;

Saved query

Name of query

Description

Owner

Global query &
Release to user

Release to OU

Entry form to save an extended query
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Saved Queries

In Saved Queries

you will find queries for reapplication. Divided into various subfolders, there are

your own saved queries, as well as queries of other users, which are released to you.

Displaying and Updating Results of Saved Queries

Navigate in the folder Saved Queries  of the tree view of the database to the needed subfolder.
Deploy any saved query — its updated result will be displayed in the list view.

[ Firefox ~ ) 12 DoRIS StartUp El—u fal
&= |5 || B nttpifiocalhost/webclient/af/jsp/doristable jsp?View= TreeView%2FGlobal Query%2F dorisZ2Finvoice&PT=1 Tr-ie| 28 PR

Standard

Query

Administration Modify

2 O %
Manage DoRIS Help
Deputy Onlina

T (D <o cumy it vy [y |
¥, DorisWeb Search Results 1 - 1

71 Filing Plan
171 Process Handling
[£1 Initiated Processes
{3 Trash
i1 My Resubmission all
-1 Resubmission tomorrow
7 Resubmission till today
{1 Resubmission all
| Standard Query
el Extended Query
F-Gw Saved Queries
k5 My Query
= invoice
1 Global Query
~11 Archive

DoRISZ Document manzgement and business

Result of a saved query.

FE s ~ @&
Reference Number File Content
* 1.01.04-1 Bestellungen fur Verwaltung: offene Rechnungen
Search Results 1 -1
R ~
1t DoRIS Webcliznt 7,0,32 Rewvision 1,300
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Editing Saved Queries

Do you need to edit saved queries?
No problem: Whenever you want to edit a query, its search requirements are displayed as an extended
query - regardless of its kind: standard or extended.

Please Note!
You can only edit your own queries!

This is how you edit your own saved query:

1. Navigate in Saved Queries  to subfolder My Queries

2. Mark the query you want to edit. Now it is shown in bold letters.

With right click you open a menu and select edit query . The query is displayed in tab
“Extended Query” on the right side of the main screen, the mode to edit queries.

3. Editthe search requirements. With the pull-down menu you select the category and add [>>]its
term in the text field. To add search criteria of the selected category, you could either type them
directly in the text field or use the vocabulary = to copy terms in the search criteria (see Vocabulary,
p. 83).

4. According to Boolean algebra, apply logical operators to link multiple terms within one basic form or
to link basics forms to one another:

(+] (logical AND), @ (logical OR) and 3 (logical NOT).
Brackets are inserted by your keyboard.

5. You may also change the fields Nameof Query , Description |, if applies Release to

user or Release to OU (organizational unit).

6. Saveyour changes “*.

7. You could directly start the query f Sor .

[ Firefox ~ ) 1) DoRIS Startlp + E‘—m
t/ | B nttp/ocalhost/webclient/af/jsp/doristable jspTView=TreeView%2FExpertQuery &iAct=BPT=1 -2 || 48~ Google Pl B

& - » =

e f < Tl 4 2 0 3

New New Standard Extended Administration Modify Manage DoRIS Help Change  Logout

File Process Query Query Result Deputy Online Password doris
File

1] Resubmission till today
(-] Resubmission all

mprint ‘ | List View ‘ Standard Query ‘ Extended Query % ‘
¥ DorisWeb .
71 Filing Plan ¥ “ @ @ @ @' =
{1 Process Handling Start Save And Or MNot Endmark  Vocabulary PDFSync
[ Initiated Processes
£ Trash ACCESS - Access g E
8 M reynisshn -k TYP:Akte; #GELIN; #AUSBLEND: J; +AKTEINH: Mummelsee; ORDER BY
[ | Resubmission tomorrow AZ,GZLFDNR
E

% Standard Query

iei Extended Query
b4 Saved Queries

Start

DoRIS® Document management and business process management  DoRIS Webclient 7.0.32 Rewision 1,300

Edit query

DoRIS® Webclient 87



Queries in DoRIS®

Archiving Saved Queries

Do you have to manage a huge variety of saved queries? Though you use only a few of them frequently?
Just archive rarely used queries! Nevertheless, you can still use them directly from the archive.

Please Note!
You can just archive your own queries!

Follow these steps to archive your own saved queries:

1. Goto Saved Queries  and subfolder My Queries

2. Mark the query you want to archive. Now it is shown in bold letters.

3. With right click you open a menu and select archive query

4. Apop-up window provides the information, that the query is archived now. Therefore, you find it in
the folder Archive

3 Standard Query
ralr Extended Query
 Saved Queries

in
[ Glob:  MNew Standard Query
e 7 arch New Extended Query

Edit Query

Delete Query

Kontext-Menu for editing saved queries

~

@ DoRIS StartUp - Moxzilla Firefox | = B 2

|I_| http://localhost/webclient/af/jsp/querysave - |

The query "invoice" has been archived.

L
Info-message of archiving queries
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Activating Archived Queries

You can deploy archived queries directly from archive.

Though you need to use an archived query more frequently again? Just activate an archived query again
and thereby re-locate it in the subfolder My Queries

1. Goto Archived Queries

2. Click on the query you want to activate. Now it is shown in bold letters.

3. With right click you open a menu - choose activate query

4. Apop-up window provides the information, that the query is activated again. Now it is located in the
subfolder My Queries

@ DoRIS StartUp - Mozilla Firefox | = | B &

L | http://localhost/webclient/af/jsp/querysave

The guery "invoice" was activated

Info-message of activating queries
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Deleting Saved Queries

You can delete your own saved queries. If you want to delete archived queries you have to activate them
before.

Please Note!
You can only delete your own queries!

Navigate to folder Saved Queries |, subfolder My Queries

Mark the query you want to delete. Now it is shown in bold letters.
With right click you open a menu and select delete query

A pop-up window provides the information, that the query is deleted.

1.
2.
3.
4.

< Extended Query
=i Saved Queries

71 fir Verwaltung
1 invoice
...... £ Mumme New Standard Query

1 Global Que New Extended Query
= Archive

Edit Query
Archive Query

Delete Query

@ DoRIS StartUp - Moxzilla Firefox | = | B | 28

| | || httpe/flocalhost/webclient/af/jsp/querysave |

The query "invoice" was deleted.

Info-message of deleting queries
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Syntax of Queries

In this chapter you find information about the DoRIS® query-syntax, which is required to perform
extended queries.
Please find information of the following topics on the next pages:

= basic term (structure of queries)
= logical operators

= comparison operators

= brackets

= search trough tables

= truncation signs

= sorting

Basic Term of Queries

With a query you determine the requirements which have to be fulfilled in order to be part of the set of
results. The total requirements can be composed by a set of partial requirements which are connected by
logical operators.

Each requirement is described by the basic structure:

<category> : [<comparison operator>] <term> [<logical operator> <term> [..]];

with:
<category> Name of category
<term> term to be searched for
terms can be abbreviated with wildcards (see Wildcards, p.96)
<comparison comparison operators are:
operator> < > <= >= <> <=>

(see Comparison Operators, p.94)

<logical operator>  logical operators are:
+ , # ? & @
(see Logical Operators, p.93)

You have to place a colon after the name of the category. Between single elements of the query you
could insert a blank character. The basic structure is always closed with a semi-colon. For the elements in
square brackets, they are optional and the content could be as often repeated as you like.
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Please Note!
The general hierarchical rules for the analysis of arithmetic expressions do not apply in DoRIS’. You
have to manually determine the sequence of the analysis of arithmetic expressions with brackets.

Example

| ocation : Frankfurt;
In the category “location” you search for the term “Frankfurt”. As a result you receive all documents
which contain the term “Frankfurt”.

| ocation : Frankfurt + Minz;
In the category “location” you search for the terms “Frankfurt” and “Mainz”. As a result you obtain all
documents which contain the terms “Frankfurt” and “Mainz” contemporaneously.

date : 01/09/1986 <=> 30/ 06/ 1996;
The result of this query contains all documents with dates (in the field Date ) from 1. September 1986 to
30.June 1996.
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Logical Operators

In a query, logical operators link terms within the basic structure and multiple basic structures to one
another. For the latter case, you can only apply the following operator:

+ , #.

Some logical operators may provide different results, depending on the database-management-system
deployed. For MS-SOL and ORACLE these listed logical operators are available:

Logical operator, that link terms within the basic term and multiple basic terms to one another
+ Logical AND

, Logical OR

# Logical AND NOT
Other logical operators

? Approximation sign

finds terms which are located close by the phrase of the query. There is a total range of 100
characters -50 to the left and 5o to the right- ; with an ORACLE database management system
even 100 characters to each side.
e.g. HAESSLER? COMPUTER

& Finds similar terms compared to the phrase of the query. Suitable to find families of words,
conjunctives or plurals
e.g. & 0 have would give the result: to have/have/has

@ Finds terms with a thematic reference to the phrase of the query.
e.g. ORACLE database management system:
@ aut onovi ve) vehi cl es = car, truck, motorbike

Example

|l ocation : Frankfurt + Minz,
As a result, you receive all documents, which contain in the category “location” the terms “Frankfurt” and
“Mainz” simultaneously.

| ocation : Frankfurt; + nane : Ml er;
As a result, you obtain all documents, which contain in the category “location” the term “Frankfurt” and
in the category “name” the term “Miller” simultaneously.

|l ocation : Frankfurt, Minich;
As a result, you receive all documents, which contain in the category “location” either the term
“Frankfurt” or “Munich” or both simultaneously.

| ocation : Hanmburg # Berlin;
As a result, you obtain all documents, which contain in the category “location” the term “Hamburg” and,
at the same time, do not include “Berlin”.
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Comparison Operators

The following comparison operators are available to determine ranges for your queries.

Comparison Explanation

Operator
< Less than
> Greater than
<= Less than orequal to
>= Greater than or equal to
<O greater than and less than (as a range, excluding limit)
<=> Greater than or equal to and less than or equal to (as a range, including limit)

You can link numerical and alphanumerical values or dates with comparison operators.

Y The format for dates is: dd. mm yyyy.
o
<

Example

I ncome : < 1200;
The result of the query comprises all records with the value in category ,income” less than 1200.

I nconme : <= 1200;
The result of the query comprises all records with the value in category ,income” less than or equal to
1200.

Date : 19.01.1997 <> 26.02. 1997,
The result of the query comprises all records with dates in the category “date” later than 19. January 1997
and earlier than 26. February 1997.

Name : M Iler <=> Schul z;
The result of this query comprises all records with dates in the category “name”, that are in alphabetical

order after or same as “Miller” andbefore or same as “Schulz”

The data type of the categories rules about the sorting of its
content.

For instance: if a category is defined with alphanumerical
sorting the entry “9o“ is greater than the entry “2000“ since in

“w_n» “w_n»

an alphanumerical sequence the sign “9” is sorted after “2”.

note
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Brackets

By means of brackets — “(“ and “)” — you could change the sequence of the analyzes of the phrases and
terms of a query.

Brackets are solved from the inside to the outside, which means phrases of the lowest level are analyzed
first.

Example:

cont ent chancel l or + (Schroeder , Merkel);

The result of the query comprises all records with “chancellor” and “Schroeder” or“chancellor” and
“Merkel” in the category “content”.

Please Note!
The general hierarchical rules for the analysis of arithmetic expressions do not apply in DoRIS°.
You have to manually determine the sequence of the analysis of arithmetic expressions with brackets.

Searching trough Tables

Within a DoRIS® record, you can search trough tables provided that the categories are accordingly
parameterized. In this special query you search in various categories for terms with the same index;
which means they have the same position in the table.

Queries related to tables are set in curly brackets — “{“ and “}". In these queries, terms are not linked with
one another; only categories are linked with the logical operators + (logical AND) and # (logical AND
NOT).

Example:

{l anguage : English; + grade: excellent;}

With this query you select those records, in which the terms “English” and “excellent” in categories
“language” and “grade” have the same index.

| anguage | grade name
French good Smith
English excellent Miller
German excellent Adams
English satisfactory Baker

note

You can apply “Search trough tables” in extended queries only.
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Wildcards

With wildcards “*” you can shorten any character string. Thereby, the wildcard is placeholder for any
number of characters.

You want to search for a term; however you are not quite sure about the whole phrase. In this case
please use a wildcard either in front (e.g. *omputer), in the middle (e.g. co*er) or at the end (e.g. com®).

In case wildcards are used, the query might last unusually
long — may be even minutes.

note

Since the truncation depends on the field and the database,
it is not generally applicable

Example
Conput *

searches for terms starting with “comput”, the result may —for example- comprise words that have to do
with computer.

Si *ing
searches for terms starting with “si” and ending with “ing”, for example “sightseeing” or “sitting”.
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Sorting

By means of the sorting operator “order by” you can sort the selected documents of the query results.

Attach this phrase of the sorting operator at the end of the query, after the last semi-colon:

order by <category 1> [asc | desc] [, <category n> [asc | desc] [..]]

with
<category 1> first category to be sorted
<category n>  next categories to be sorted

asc Sort ascending

desc Sort descending

2 There is a maximum of eight categories to be sorted. If the
2 direction of the order is missing (asc or desc) , it will

automatically be sorted in ascending order.

Sorting operators can only be applied in extended queries.

Example:

i ncone : <2400; order by Nane desc

This query selects all records with a value in category ,income® less than 2400.

In addition, these records are sorted in descending order by the category “name”.
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Excursion to Boolean Algebra

The logical basis of the queries is the Boolean algebra, which describes the linkage of truth-values. The
truth-values could either be TRUE or FALSE and may be linked by logical operators AND, OR or NOT (as its
negation).

Here you find some basic rules:

Links with logical AND-links are:
TRUE AND TRUE -> TRUE
TRUE AND FALSE -> FALSE
FALSE AND FALSE -> FALSE
The result of a logical AND-link can only be TRUE if each part is TRUE

Links with logical OR-links are:
TRUE OR TRUE -> TRUE
TRUE OR FALSE -> TRUE
FALSE OR FALSE -> FALSE

The result of a logical OR-link is TRUE if just one part is TRUE

Links with of negation are:
NOT TRUE > FALSE
NOT FALSE > TRUE
NOT (A AND B) > NOT A OR NOT B

For a correct defined query you have to strictly apply these rules.
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Example

Search for all documents which were sent in by Miller and Krause.

Translated into Boolean algebra, this case is described as:

Search for all records that have the entry “Miller” or the entry “Krause” in field “URHEBNAM?”. This
results in the formula: URHEBNAM = Miller OR URHEBNAM = Krause.

And the according query reads as follows: URHEBNAM: Mdiller, Krause;

You could also search with the standard query:

List View ‘ E{ENLENNOIELI,  Extended Query ‘ Deputy | |

208 = 3

And Or Not Vocabulary PDFSync

Query Template

Schriftstick - Clear fields
URHEBNAM - Creator of Letter - Muller, Krausa|

DOKINH - Content Document -

O BARCODE - Barcode -
% VOLLTEXT - Full Text -
SCANAM - Scanner Release: Date -

STANDORT - Location File -

Example case
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Query-Overview

Wildcards

For a missing part of a query-term apply a wildcard

example
front *mputer
middle Co*er
end Comput®

" ok

3 In case wildcards are used, the query might last unusually long.

)

c

Since the truncation depends on the field and the database, it is not generally applicable

Logical Operators
linkage Operator  icon example The result comprises:
logical AND + @ Computer+PC  all computers that are PCs
logical OR , @ Computer, PC all computers und all PCs
logical AND NOT # %) Computer # PC  all computers that are no PC
Comparison Operators
Comparison Operator  Explanation
< less than
> greater than
<= less than or equal to
>= greater than or equal to
<> greater than and less than
<=> greater than or equal to and less than or equal to
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Query by dates

Query by the means of a ...

Query-entry

Example of entry

... certain day

.. period which is after a certain date

.. period which is after or exactly on a

certain date

... period which is before a certain date

... period which is before or exactly on a

certain date

... limited period

without consideration of stated dates

... limited period
with consideration of stated dates

exact date

later / greater than stated date

later / greater than or equal to
stated date

earlier / less than stated date

earlier / less than or equal to
stated date

period from ... to, without limits/
greater than or less than stated
dates

period from ... to, including limits/
greater than or equal to and less
than or equal to stated date

01.01.2012

> 01.01.2012

>= 01.01.2012

< 01.01.2012

<= 01.01.2012

01.01.2012 <> 31.01.2012

01.01.2012 <=> 31.01.2012

The format for dates is: dd.mm.yyyy
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Example Case

Please Note!
In a record, you can only search for terms, which are used; e.g. VSTATUS is not used in documents - the
query gives a “no result”.

Please note that results of queries depend on your access
rights. Results of other users may differ according to their
access rights.

(]
ey
o
f =

Example Casees: Using Standard Queries

Example 1
Search for all files with the reference number “1.01.

*0C

and the file-content ,Mummelsee®.

[ Fircfox ] FEpe—

&-) | ] hitp://localhost/webclient/af/jsp/doristable.jsp?View=EasyQuery&Command= SetActive -4~

-t £ B

Tl & 2 0 %

Administration Modify Manage DoRIS Help Change  Logout
Result Deputy Online password  doris

mprint ‘ ‘ List View " Standard Query
¥ DorisWeb v
=1 Filing Plan ¥ ‘ @ '@ @ =

-1 Process Handling Start Save And Or Not  Vocabulary PDFSyrc
++£] Initiated Processes
=1 Trash

b Extended Query ‘ Deputy | |

Query Template

My Resubmission all Akte - Clear fields

Resubmission tomorrow

11 Resubmission till today GZAKTE - Reference Number: Reference Number f 1.01.*
r[_] Resubmission all GZ3 - Reference Number: Additional -
Standard Query
Extended Query O AKTEINH - Content File - Mummelsee
bl Saved \ =
avediaans "% BEMERK - Comment -
STICHWOA - Notes File -
AENDAM - Last Modification: Date =
Start

Example case for a standard query

In the folder Standard Query , you will find the results of the query.

Tl zZ n @ % e

New New Standa ed Administration Modify Manage DoRIS Help Change Logout

Query Query Result Deputy Online Password  doris

Lo M <o cumry e Qury s \
' Du\r::s\wabm Search Results 1- 1
i1 Filing Plan
=7 Process Handling B - @
E : E;'::;Ed Processes Reference Number File Content
: 1 My Resubmission all ¥ 1.01.01-5 Neustrukturierung Ausbau Mummelsee
i1 Resubmission tomorrow
171 Resubmission till today Search Results 1 -1
=1 Resubmission all &
Standard Query B - ©
Extended Query
# Saved Queries

Result of Standard Query
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In the list of results, open any entry for editing or viewing.

‘[ E http://localhost/webclient/ cust/doris/DA/jsp/index.jspView=ListView8RowNumber=99379&Resultsetld=1eal D cFBQName=Query

File 99379 a8 ¥ B & 4% @ &

[ T [ [ pr e ey e |

Reference Number
Reference Number 371.011.917—757

File Number |1.01.01
Additional |

(N

Serial No. |

File
Content ENeuStmgtur;émng Ausbau '

Comment |

Location '_

Notes

Access
Capture Dat
Paper File | |

View of file, openeTi?the list of results of the query
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Example 2
Search for all files with the file-content “Bestellungen” though NOT “Rechnungen”.

Wi ) DoRIS StartUp

& | || nttp//localhost/webclient/af/jsp/doristable.jsp?View=EasyQuery&.Command=SetActive

- P
@ = Tl o 2 @ %
Standard E> e Administration Modify Manage DoRIS Help
Query Qi / Result Deputy Online

T
¥ DorisWeb
++£1 Filing Plan
7 Process Handling
[ Initiated Processes
LB Trash Query Template
;
£
E

I ‘ List View

Extended Query ‘ Deputy |

Vocabul

1 My Resubmission all Akte - Clear fields

| Resubmission tomorrow

~1 Resubmission till today GZAKTE
Hesubgissionsal GZ3 - Reference Number: Additional ®
Standard Query

< Extended Query O AKTEINH - Content File -
= Saved Queries

- Reference Number: Reference Number f ~

Bestellungen#Rechnungen|
J BEMERK - Comment

STICHWOA - Notes File

AENDAM - Last Modification: Date hd

Start |

Example of NOT-linkage

Please Note!
You must not use NOT (#) at the beginning of a field.

Tl 2 n

Administration Modify Ma D

g AS  Help
Result Deputy Online

I MR ot ey | xtendd oy ety | |
" DorisWsb Search Results 1- 5
1 Filing Plan -
“1 Process Handling R
. } E:r':;tad Processes Reference Number File Content
| My Resubmission all % 1.01.01-12 Genehmigte Bestellungen fur Verwaltung
| Resubmission tomorrow # 1.01.01-123 Bestellungen fir Verwaltung : Gesamtiibersicht
“1 Resubmission till today % 1.01.03-1 Formblitter zur Bestellungen fir Verwaltung.
| Resubmission 2l $ 1.02.01-1 Abgelehnts Bestell fur Verwalt
Y Standard Query .02 gelehnte Bestellungen fiir Verwaltung
< Extended Query % 1.02.05-1 Richtlinien bei Bestellungen fir Verwaltung.
© Saved Queries
Search Results 1- 5
e

Result of NOT-linkage

The standard query “Bestellungen” is performed without NOT-linkage (NOT “Rechnungen”) for
comparison reason. In addition, one file with the term “Rechnungen” is found (ref. no.1.01.04-1).

Tl 2 n

Administration Modify
ult

Manage DoRIS Help
Deputy Online

O R <t oy | Excended Query Dapuy| |
¥ Dorisweb Search Results 1 - 6
~1Filing Plan -
| Process Handling R
. } E;':;;Ed Processes Reference Number File Content
| My Resubmission all % 1.01.01-12 Genehmigte Bestellungen fir Verwaltung
1 Resubmission tomorrow # 1.01.01-123 Bestellungen fir Verwaltung : Gesamtibersicht
} REEUEW!SE!“” t'l‘: today * 1.01.03-1 Formblstter zur Bestellungen fir Verwaltung.
Resubmission a 34 = .
|+ standard Query 1.01.04-1 Bestellungen fir Verwaltung: offene Rechnungen
< Extended Query # 1.02.01-1 Abgelehnte Bestellungen fiir Verwaltung
* Saved Queries # 1.02.05-1 Richtlinien bei Bestellungen fur Verwaltung.
Search Results 1- 6
-

Result of standard query
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Example 3
Search for all documents that were received between 01.07.2006 and 01.07.2007.

L Frciox ) =y —"m

& » || ) hitpi/localhost/webclient/af/jsp/deristablejsp? yQuery&Command=SetActive Pl Al B
& “a

[ | @ 2 @ %

New New Standard Extended stration Modify Manage DoRIS Help

File : Query  Query Result Deputy Online

I

¥ DorisWeb
7 Filing Plan
| Process Handling

: E;lsf'_lted Processes Query Template

| My Resubmission all Akte - Clear fields

| Resubmission tomorrow
| Resubmission till today ERFAM - Capture Date - 01.07.2006<=:01.07.2007
~1 Resubmission all

) Standard 0 GZ3 - Reference Number: Additional -

< andard Query C

i Extended Query AKTEINH - Content File -

Pirmved Guenes BEMERK - Comment -
STICHWOA - Notes File -
AENDAM - Last Modification: Date -

start |

BoRISE Document ent and business pr

Example of a query by date 7

IS Webclien

HAESSLER

€& | | 2 ntip//localhost/webclient/af/jsp/derisswitch.jsp Pl B
Tl Z » ) °
Administration Modify Manage DoRIS Help
Result Deputy Online
GO - R st ury | Extended Quary [ospury | |
L. Dnjr\s_‘w'ab . Search Results 1 - 11
Filing Plan
1 Process Handling 6 - @
| Initited Processes
ras
“| My Resubmission al % 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
| Resubmission tomorrow % 1.01.01-12-1 Projektplanung und Durchfihrung
j Sesu:mission ti” today ¥ 1.01.01-21-1 Ausstellung Osterreich
; esubmission a ¢ ~
* standard Query 1.01.01-5 Neustrukturierung Ausbau Mummelsee
o Extended Query % 1.01.01-12 Genehmigte Bestellungen fur Verwaltung
 Saved Queries % 1.01.01-123 Bestellungen fir Verwaltung : Gesamtibersicht
% 1.01.03-1 Formblatter zur Bestellungen fir Verwaltung.
% 1.01.04-1 Bestellungen fir Verwaltung: offene Rechnungen
% 1.02.01-1 Abgelehnte Bestellungen fur Verwaltung
% 1.02.05-1 Richtlinien bei Bestellungen fur Verwaltung.
% 3.11-1 Projektakte Mummelsee

Search Results 1 - 11

DoRIS® Document management and business process management  DoRIS Webclient 7.0.32 Revision 1.200

Result of a query by date
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Example Case of Extended Queries

Search for files with the file number “1.01.*” and the file-content “Verwaltung”.

[T o pr——. T T O
& » || B hitp/fiocalhost/webclient/af/jsp/doristable jsp?View=ExpertQueryBCommands=SetActive Pl B

- g B © %

Standard Extended stration  Modify Manage DoRIS Help
Query Query Result Deputy Onlina
[ Filing pion "R [List view [ standard query R |
¥ Dorisweb
(-7 Filing Plan
[ Process Handling
7 Initiated Processes 2
1 Trash AKTEINH - Content File v | =
M My oebmission:af AZ:1.01%;+AKTEINH: Verwaltung;]
7 Resubmission tomorrow
[ Resubmission till today

~1 Resubmission all
“ Standard Query

Extended Query
Saved Queries

Start

Example of an Extended Query

& )2 | [ httpiflocalhost/webdlient/af/jsp/deristable jsp - 1) 28~ Google Al B

&+ T

Standard E de Administration Modify
Result

Query

T e M st uery Extended uery Dspusy | |
L. Dujnsi‘Wab . Search Results 1 - 7
i~ Filing Plan
] Process Handling 16 - @
[ Initiated Processes
b+ My Resubmission all % 1.01.01-123 Bestellungen fir Verwaltung : Gesamtibersicht
=71 Resubmission tomorrow M 1.01.01-123 Bestellungen fir Verwaltung : Gesamtibersicht
= seEU:WEEIUn tl” today ¥ 1.01.01-12 Genehmigte Bestellungen fir Verwaltung
esubmission a .
Standard Query % 14-1.01.01-12 Genehmigte Bestellungen fir Verwaltung
«}* Extended Query % 1.01.01-12 Genehmigte Bestellungen fir Verwaltung
 Saved Queries % 1.01.03-1 Formblatter zur Bestellungen fir Verwaltung.
% 1.01.04-1 Bestellungen fur Verwaltung: offene Rechnungen
Search Results 1 - 7
6 - @
DoRIS® Document management and business process management  DoRIS Webclient 7.0.32 Revision 1,300

Result of an Extended Query
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DORIS®° PDFSYNC — FILE-VIEW OFFLINE

In general, when you work in your office you are connected to the server and therefore have access to all
files.

Imagine you are on the road —on a business trip, riding a train, at a customer’s office or having a
meeting in another government agency. In this case it happens that you are not connected to the server
and have no access to your files.

With the feature DoRIS® PDFSYNCyou have the possibility to take your files as an electronic copy with
you, e.g. on your laptop.

Henceforth, you have access to the files anytime, wherever you happen to be working.

Synchronizing Files
If you want to create electronic copies of files, select the files of interest by a standard s or an extended

query.

The Example shows a standard query for the reference number 1*.

e T TR
& 2 || B http:#flocalhost/webclient/af/jsp/doristable jsp?View=TreeView%2FEasyQueryBilct=Aktenplan&PT=1 Pli#|B
e — W

- -
o I & n © @
Standard E ec Administration Modify Manage DoRIS Help
Query e Result Deputy Online
mprint ‘ |LiEt IVE standard Query _ Extended Query ‘Deputy‘ |
¥ DorisWeb p
(1 Filing Plan ‘ @ '@ @ ‘
[ 1 Verfassung Start Save And Or Not  Vocabulary PDFSync
~11 2 Kassen- und Rechnungsprifung
=1 3 Hauptverwaltung QL.JEF\/ Template
=1 4 Einrichtungen fur Verwaltungsangehdrige File - Clear fields
~{1 5 Einrichtungen der Hauptverwaltung - ~
11 6 Besondere Dienststellen der Allg. Verwaltun GZAKTE - Reference Number: Reference Number F ~ 1%
~11 7 Dienststellen der allg. Krleg;fo\ge Gz3 R es Manher Aohona =
=71 8 Kommunale Interessenverbande
=1 9 Datenschutz O AKTEINH - Content File -
[ Process Handling R
[ Initiated Processes - BEMERK - Comment i
3 "Trash STICHWOA - Notes File B
1 My Resubmission all
1 Resubmission tomorrow AENDAM - Last Modification: Date -
{1 Resubmission till today
=71 Resubmission all
FY Start
! standard Query
« Extended Query

= Saved Queries

Standard Query

&

Please download the data K&l and save the file PDFSync.jnlp  ata chosen location on your PC,
e.g. your desktop.
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r@ﬁnen von PDESyncnip g
?a—._

Sie machten folgende Datei herunterladen:

Wie soll Firefox mit dieser Datei verfahren?

|«] PDFSync.jnlp

Vom Typ: JNLP File
Von: http://dokul

1 Offnen mit Java(ThM) Web Start Launcher (Standard) -

@ : Datei speichern

[7] For Dateien dieses Typs immer diese Altion ausfdhren

ok | [ Abbrechen

Open the file PDFSync.jnip

Whilst downloading the file PDFSync.jnlp  please select
“save file”. If you would have selected “open with“ you would
finally receive an error message.

£ DoRIS PDF Sync - Akte

= |.E
Mame Akbe
% ‘ Ecﬁ Beschreibung |
Abfrage  |GZAKTE:1S

Meldung
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Before you can start the synchronization of the files @,you are asked to enter your password again.

15 DoRIS PDF Sync - Akte = 8] ® |
Name
q Besd'lrebung
Meldung Anmeldung

Benutzername |doris |

Passwort il.... |

Immediately after you entered your access data, the synchronization starts and the following message is
displayed.

Ls p—
£} DoRIS PDF § Akt'é —————— e
B yne -

~| i |

Abfrage GZAKTE: 1%

Meldung

Die Datei "Schriftstiick — Brief an Herrn Bauer — 99375.pdf" wurde ange. *

Die Datei "Vorgang — 99%377.pdf"™ wurde angelegt.
Die Datei "Vorgang — 99378.pdf" wurde angelegt.
Die Datei "Vorgang — 99383.pdi™ wurde angelegt. |

Die Datei "Vorgang — 99388.pdf" wurde angelegt.
Die Datei "Vorgang — 993809.pdf"™ wurde angelegt.
Die Datei "Vorgang — 99393.pdf"™ wurde angelegt.
Die Datei "Vorgang — 99394 .pdf"™ wurde angelegt.
Die Datei "Vorgang — 99408.pdf" wurde angelegt.

4| IH | ¥
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View of Copied Files with its Documents

In the new directory docs , you find the selected data in the familiar structure of the filing plan. You can
display the records as preview, open or print them.

.S

&)/ veiaop »
Datei Bearbeiten Ansicht Bdras 7
Organisieren » [ Offnen  In Bibliothekaufnchmen ~  Freigebenfar v E-Mail  Brennen  Meuer Ordner @
S— Neme Grafe Elementyp Anderungsdatum
= 4 Bibliotheken
& Downloads Bas
‘& Zuletzt besucht 1M Computer
€ Netzwerk
1 [ Biblictheken (58 Systemsteuerung
& Papierkerb
» 18 Computer [} docs Datciordner
4, PDFSyncjnlp 2KB INLPFile
€ Netzwerk [ pefsyncpar 1KB PAR-Datei 23102010 07:30

« | 63§ 01 durchsuchen o

L v docs ¥ 1 » 0L » 01y

Datei  Bearbeiten Ansicht Exras 7

4 Offnen In Bibliothek aufnehmen

Organisieren Freigebenfar v Brennen  MNeuer Ordner

Anderungsdatum  Typ

i Favoriten Name
[ 10001- - test 23.10.2010 07:17 Dateiordner
4 Bibliotheken |/ 10101-1 - Akte Rechnungswesen Rechn...  23.10.2010 07:17 Dateiordner
10 07:47 Dateiordner

. 101 01-5 - Neustrukturierung Ausbau M...

1. 10101-12 - Genehmigte Bestellungen fu.. 23102010 07:17 Datejordner

1% Computer
| l1oto1-12-1- Projektplanung und Durch...  23,10.2010 07:17 Dateiordner
2310.2010 07:17 Dateiordner

€ Netzwerk 1. 10101-21-1 - Ausstellung Osterreich

1. 10101-123 - Bestellungen far Verwaltun... 23102010 07:17 Datejordner
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» docs » 1 v OL » 01 » 10101-12-1- Projektplanung und Durchfihrung - |4 1 - Brojektplonung und Du... ©

Datei  Bearbeiten Ansicht Bdras 7

Organisieren B8 Mit Adobe Reader@ 6ffnen Drucken  Brennen  Neuer Ordner

e Name Anderungsdatum  Typ =
| T Akte - 99374 pdf 08.05.2007 14:45 Aduobe Acrobat
4 Bibliotheken T Schriftstiick - Brief an Hern Bauer -9937...  31.05.2010 1106 Adobe Acrobat D...
7 Vorgang - 99377, pdf Adobe Acrobat D... Akte 09374
% Computer T Vorgang - 99378, pdf 08.05.2007 14:41 Adobe Acrobat ...
T Vorgang - 99383.pdf 08.05.2007 14:41 Adobe Acrobat D... e P
€ Netzwerk T Vorgang - 99388, pdf 08.05.2007 14:41 Adobe Acrobat ... Il Akds Srojsktpianung und Durchfanrurg
T Vorgang - 99389, pdf 08.05.2007 1441 Adobe Acrobat D, Somarkung A
T Vorgang - 99393.pdf 08.05.2007 1441 Adobe Acrobat D... stendort i
= Vorgang - 99394 pdf 08.05.2007 14:41 Adobe Acrobat D... Skimorls Prapet
= Vorgang - 99408 pdf 20052010 11:29 Adobe Acrobat D... g
zugn
Datum Anlage 98.09.2008
Datum Reglatrator Enbiainer TellWV  Hrag.am  Bemerkung
s s "
e undenmsa N uncemsa  ungsnmea
Abgabecstum Emplingsr e
Elnzalvertigung Datum Bemarkung
Frosgacs aursn piems) Frugans duren peorzan
Laufzsit Baginn
Laufzalt Ende.
suowanrungsdover (Janrs) S
Bananummarin)
Lo we o
< i ] )
Akte - 99374.pdf Anderungsdatum: 08.05.2007 14:45 Erstelldatum: 20102010 10:06
Adobe Acrobiat Document GroBe: 6,74 KB

# docs » 1 » O » 01 » 10101-12-1- Projektplanung und Durchfithrung w | 43 W 101 01-1%1 - Projektplonung und Du... ©

Datei  Bearbeiten Ansicht Bdras 7

Mit Adobe Reader 3 affnen ~ Drucken Brennen Neuer Ordner

Name Anderungsdatum  Typ

Organisieren =

4 Favoriten

T Akte - 99374.pdf Adobe Acrobat 0.,

- Bibliotheken | Schriftstiick - Brief an Herrn Bauer - 9937... Adobe Acrobat
= Vorgang - 99377 pdf 1441 Adobe Acrobat D... Schriftstiick 99375
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DoRIS® PDFSync — File-View Offline

Using Settings
Further queries, settings or changes can be performed with settings @/

af

3
Anyhow, you could always start a query directly in DoRIS with Kt
- for description see above.

note

) DoRIS PDF Sync - Akte l= B 2

]
Mame Akt I

~

Besd‘lrabung
Abfrage GEAKTE 1‘ i
Meldun " =
= Elnstellungen @J
-
——— Start um 3§ |MName | Akt

M|

Vergleiche DoX Beschreibung

Da Verzeichni$ r

Da Verzeichnig Abirage ZGZAKTE:l‘"

Da Verzeichnig |URLzuDoRIS | http:/fdokulfwebdient/
Da Verzeichnig .

Benutzername  |doris
Die Datei "Voi r

Passwort senee

Da Verzeichnis __ mo+Eor
Die Datei "Akd |PDF-Verzeichniz |./docs

D:_.e Datez_. "S53 [ Automatische Synchronisation beim Start wu:de- I
Die Datei "Sch \F ange:
Die Datei "Sch [ Debug Meldungen im Infobereich lBlegt
Die Datei "Sck | 2 i
4] F b

Speichern | | Abbruch | —

To perform a query by means of settings ‘E please enter the according data in the fields name
(Namg and query (Abfrage ). In the field PDF-directory (PDF-Verzeichnis  )youcan

determine the location where to save PDFSync.jnlp . Sart the query and download the
data.

Would you always like to be up-to-date? Then just check “Automatische Synchronisation beim Start”.
Whenever you start DoRIS, data are automatically synchronized.

If you may need an error analysis you could display the debug-messages in the window "DoRIS PFD Sync
— Akte” in the area of the text message (screen see above). In this case please check “Debug Meldungen
im Infobereich”.

[] Automatische Synchronisation beim Start

["] Debug Meldungen im Infobereich

Whenever you perform changes in the settings, they are recorded in a parameter-file .par

The administrator can edit the PDFSync.jnlp  file directly

]
°
c Vviaeditor.
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Example Cases

EXAMPLE CASES

The following examples show the basics of process handling. Therefore, simple situation are described;
in your environment even more complex processes may occur. Please note that the persons and
situations described are entirely fictitious.

Here you find a general note for the entry of usernames since these fields are often used during process
handling and defining workflows.

Accessibility tools for usernames, e.g. in the column Whoof a
workflow:
Either you directly type in the username in the appropriate
field; after typing the first letter of the name you could also
select the name from the list of proposed names,

or you select the name from the user directory E

()
]
o
=

r T 5
@ User Directory - Mozilla Firefox l = | [

| || http://localhost/webclient/af/jsp/dorisloader.jsp?showPage=addressbook jsp?VbsFunction=ReturnValueCo |

Search for User

Available Users Selected User
Administrator - |
Alt ol
Baumeister mhT oK
Cramer
g'{;’::l | << Cancel
user directory
Select the user from the directory list Available Users f

a user was previously selected, its username is already
displayed in the field Selected User . Apply your selection

[
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Example Cases

Incoming Mail - Initiating Processes

Here you are shown how incoming mail is sent by the central mail office or in any office that handles
incoming mail to the respective departments. The distribution of the mail is handled with a process file.
Regardless of further processing the first step of a process is the registration of the incoming mail. It
does not matter if the incoming mail is registered as described in this example or due to high volume of
incoming mail by batch scanning.

Initiating processes — mail office / registry

The registrar, Mr. Rot, works in the mail office and creates a new process file
He fills in the appropriate fields, considering the field content  as mandatory; whereas a reference
number has not to be added yet. Furthermore, Mr. Rot defines a workflow: he adds the secretary of the
department in charge, Mr. Cramer, and assigns the action “forward” to her. Finally, he attaches a
document:
= Either he creates a new document
Awindow to register the document pops up. Mr. Red enters the dates of the document, considering
the content as mandatory again - if applies, the content may be the same compared to the process file.
Afterwards he attaches the document by scanning intab “Image” and saves “* his changes.

| B  locathost/webclient/cust/dons/DD/jsp/indexjsp?RewMumber=0

Document New G B & B2 4¥ @B K5 2R

mcﬂier ‘ Release | Status | Image | Original | Preview | Process File | Full Text |

Reference Number

Reference Number File |
File Number _I
Additional =)
Serial No.

Document
Sender/author i

Reference Number

Sender

Content |Project Industrial Area "Bump-Hill"
offer Company Master-Builder

Comment
Recipient
Access |rot
Date letter 31.01.2012 ...
Capture Date 31.01.2012 .|

new document
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Example Cases

Document New 288 Ky 49 B # 5

¢ B

[ Document [ Order [ Release [ status [, Original | Preview | Process File | Full Text |

Mame | Size | Path | Link [ add ]
| Remave i
I Application -_
Drag & Drop
tabimage

= Orhe attaches on tab “Records” of the process file the electronic document by “Drag & Drop”. Once
Mr. Rot saves the process file =+, the documents are removed from the “Drag & Drop”-list to the upper

list of attached records.

e K B 38 #¥ =

o2 B

® B[

Mo records found.
&

F:

Create new documents by Drag & Drop

Mame
Project Industrial Area Bump-Hillpdf 173549 C:\Users\AG'\Desktop

Drag & Drop

Upload performed

. N T 1 = oo
Process File 99474 Caed) 3 ¢ K B & € & = 28 &
Protocol | I

Search Results 0- 1

o 15 =

Datun & | Akte Inhalt | Inhalt Schriftstiick | Einsender nowuuunuq

1 31.01.2012 project Industrial Area "Bump-Hill' Project Industrial Area Bump-Hill 99475

offer Company Master-Builder
Search Results 0- 1
by FER
Create new doc ts by Drag & Drop
Mame Size I Path I Link [ Add
[ Removeal |
Drag & Drop e

! Application 1l

I 0% -I; Cancel |
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When Mr. Rot is ready defining and entering data, he initiates the process [ start |

|:MI locathost/webclient/cust/doris/DV/jsp/indexjspiRewNumber=33474

Process File 99474 €

o

Records | Protocol |

Reference Number

Reference No. of File |
File Number
Additional

Serial No.

Year

Content

Resubmission Date
Resubmission for

Notes

Capture Date
Presentor

Workflow

Comment

Forward

| New line

The registrar initiates a process and sends it for forwarding to the person responsible

Project Industrial Area "Bump-Hill"
offer Company Master-Builder

T
.|

31.01.2012 | _
Rot .| rot

| Step| ‘Who | Action
1 Cramer Forward
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Example Cases

Mail Distribution and simple Handling of Processes

In this example case you are shown the steps of processing of the registered mail all the way to the
person responsible:

As described above the incoming mail is registered and processed in the central mail office. The records
are forwarded by a process file to the appropriate department. Here, the secretary informs the head of
department and engages the person responsible to edit the process file.

Extending and Forwarding of Process Files — Secretary
The secretary, Mrs. Cramer, finds the process file in her folder Processes Handling , furthermore
she receives an e-mail message about the incoming process file. For editing she opens and unlocks a

the process file first.

—t

I
Administration

CITEER | M s ey v e oy | |
L Dﬂ‘r\s_‘\fNeb . Search Results 1 -1

1 Filing Plan

£ Initiated Processes @ E1. -

| Resubmizsion tomorrow fic content

| Resubmission till today n " p— =
| Resubmission all Project Industrial Area "Bump-Hill" offer Company Master-Builder

" Process Handling
1 My Resubmission till tomorrow Search Results 1 -1

Folder Process'H'andIing of the person being next in the workflow

Reference Number

Reference No. of File

File Number

Additional
Serial No. 0

Process

Content |project Industrial Area "Bump-Hill"

offer Company Master-Builder

Resubmission Date _]

Resubmission for __| jin} __J

MNotes

Capture Date 31.01.2012 .|

Presentor Ro.i.: ;|ID rot _|
Access rot
Waorkflow | Step| Whe | Action Comment
1 Cramer Forward
Comment

Cramer Forward

Forward
[ New line H oK H Reject l

Process opened from the folder Process Handling -
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Mrs. Cramer has to inform the management about the process file and engages the person responsible
to process:

She adds new lines in the workflow enters Mr. Schwarz (head of department) for “Notice” and
assigns “Processing” to the person in charge, Mr. Wagner. For detailed description of the task or for
further information she could add comments. In order to finally put the process file on file, Mrs. Cramer
assigns “put on file” as the last step of the workflow to herself.

The default setting of the field Presentor  is the name of the registrar, here: Mr. Rot. A rejected or fully
processed process will be sent back to the initiator (as shown in the field Presentor ). Now Mrs.
Cramer changes the name of the presentor in order to receive rejected or fully processed process file by
herself.

-
@ Process File Nr. 99474 - Mozilla Firefox

[

ETEEET. Records | Protocol |

Reference Number
Reference No. of File
File Number
Additional
Serial No. 0

EE

Process

Content |project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date __J

Resubmission for _I s} _I

Notes

m

Capture Date 31.01.2012 _I

Presentor Cramer _I ID cramer _I
Access Ccramer
Workflow ‘ 5tep| Who | Action Comment

1 Cramer Forward

2 Schwarz MNotice

3 Wagner Processing
4 Cramer To put on file

Comment

To put on file
New line —

xtending and forwarding process files
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Notice — Head of Department

The head of department, Mr. Schwarz, finds the process file in his folder Processes Handling ,
furthermore he receives an e-mail message about the incoming process file. After he noticed the process

, it will be automatically forwarded to the person responsible, Mr. Wagner.

-
(@) Process File Nr. 99474 - Mozilla Firefox

|j§l[7 localhost/webclient/cust, s/DV/isp/indexjspIRewNumber |
| Process File 99474 | 8 e K B &8 €498 = <% © B8 [
BT, Recoids | Protocol | |

Reference Number
Reference No. of File |
File Number
Additional |
Serial No. |0

EE

Process

Content Project Industrial Area "'Bump-Hi'I'I;‘
offer Company Master-Builder

Resubmission Date _I

Resubmission for | | ID

m

Notes

Capture Date [31.01.2012 |..|
Presentor (Cramer ID cramer
Access |cramer

Workflow ‘ Stepl Who | Action Comment

Forward
MNotice

1 Cramer

2 Schwarz

3 Wagner Processing
4 Cramer To put on file

Comment |

Processing
New line

Notice
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Processing —Person Responsible

Mr. Wagner also receives the process file in his folder Processes Handling , furthermore he
receives an e-mail message about the incoming process file, too. He fulfills his task and forwards the

process file along the defined workflow Lo .

-
@ Process File Nr. 99474 - Mozilla Firefox

/DY

I M localhost/w

il Process File

99474 | wa KX B 8 ¢ ¥ =

[ Process File ¥ _ Records | Protocol |

Process

To put on file
New line

Reference Number

File Number
Additional |
Serial No. |0

Comment |

Reference No. of File |

54

Content Proj'ect Industrial Area "'Burnp-HiI'I;‘

offer Company Master-Builder

Resubmission Date _I
Resubmission for | | ID

Notes

Capture Date [31.01.2012 ||
Presentor Cramer 1D cramer
Access |cramer

Workflow | Step| Who | Action Comment

Forward
Notice

1 Cramer

2 Schwarz
3 Wagner Processing

4 Cramer To put on file

Processing by the person responsible

Put on File - Secretary

«< @ @3

At the end, Mr. Cramer puts the process file on file. At the latest at this point of processing Mrs. Cramer
assigns a file and the corresponding reference number to the process file.

webclient/af/jsp/doristable jspView=TreeView 2F Aktenplan® e | |29~ coogie Pl BBy Number—89474
-t > 3 - o e
s Tt 2 e s 474 | Fa.K.D & ¥
andard Extended Administration Manage DoRIS Help e Logout It inurtg und Burchtd rung-
ery Query Deputy Online ord cramer ‘
k Protocol

m Standard Query ‘ Extended Query | Deputy | |

Search Results 1- 6 i R

@ FERRT 4
3 d - i dustrial Area "Bump-Hill" Project Industrial Area Bump-Hill
. Land, Kre.\E Geschiftszeichen Akte Inhalt any Master-Builder
1 Allgemein e = =
2 Bund ¥ 1.01.01-12-1 Projektplanung und Durchfthrung
3 Land # 1.01.01-5 Neustrukturierung Ausbau Mummelsee
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aa X 0 3 €9$ = <5 @83

Search Results 1- 2

& 15
Datum & | Akte Inhalt Inhalt Schriftstiick Einsender nowuunmzlq
B Projektplanung und Durchfiihrung 99374

I 31.01.2012 Project Industrial Area "Bump-Hill" Project Industrial Area Bump-Hill 99475

offer Company Master-Builder

Search Results 1 -2
& 5 -

Create new doc ts by Drag & Drop
Mame Size I Path I Link [ Add
Remove All
Drag & Drop £
I D% |

@ Process File Nr. 99474 - Mozilla Firefox

findexjspiRewNumbe

J| j_il-l. localhost/webclient/cust/ dors/Dh

Process File 99474 € o)

_ Records | Protocol | |

o]
A
5
%
D
&
%
&
&
£l
®
[X¥]
|

Reference Number
Reference No. of File |
File Number
Additional
Serial No. 0

Bl

Process

Content |Project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date _!
Resubmission for _I 1D __|

MNotes

n

Capture Date 310 12012 _I

Presentor -C}amer . ;IID cramer . _I
Access cramer
Waorkflow | Step| who | Action Comment
1 Cramer Forward

2 Schwarz Notice

3 Wagner Processing

4 Cramer To put on file

Comment

Filed away

New line Restart

Put process file on file
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Mail Distribution and Rejecting of a Process File

In the example case you are shown the rejection of a process file:

As described above the incoming mail is registered and processed in the central mail office. The records
are forwarded by a process file to the department in charge. However, the secretary rejects the process
file.

Rejecting a Process File - Secretary
The secretary, Mrs. Cramer, finds the process file in her folder Processes Handling ; furthermore

she receives an e-mail message about the incoming process file. For processing she opens and unlocks &
the process file first.

-t
I

Administration

TN oo SO <t uery | Etended uary ooty | |
. Dﬂr\s_‘\:Neb . Search Results 1 -1
=1 Filing Plan .
£ Initiated Processes @ E1. -
| Resubmission tomorrow fic content
| Resubmission till today vy . - = .
| Resubmission all = Project Industrial Area "Bump-Hill" offer Company Master-Builder
" Process Handling
1 My Resubmission till tomorrow Search Results 1 -1

Folder Process HaJhdling of the person being next in the workflow

Mrs. Cramer rejects the process file since her department is not responsible for the industrial area
“Bump- Hill”. She adds a comment in order to inform Mr. Rot about the responsibilities. The Process file is
returned to the registrar (and presentor) Mr. Rot.

Capture Date 12.02.2012 .|

Presentor Rot _l ID rot J
Access rot
Worlflow | step| who | Action | comment
1 Cramer Forward
Comment The department MA-Ind is responsible for the industrial area -
Cramer Forward “Bump Hill". =

Please forward to Mrs. Fischer|

Forward
New line ] [ oK ] [ Reject
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-
@ Process File Nr. 99479 - Mozilla Firefox

J| M  localthost/webclient/cust/doris/D findexjspiRewNumber=83479 |

Process File 99479 Cond) 2 ¥ B 838 €49 = <5 & @A

_ Records | Protocol | |

e

| Reference Number
Reference No. of File |
File Number
Additional
L Serial No. 0

B

Process

Content |Project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date _!
Resubmission for _I jis} __I

MNotes

m

Capture Date 1302 2012 _I

Presentor Rot . _I jin] FUEI . _I
Access rot
Waorkflow | 5tep| Who | Action | Comment |
1 Cramer Forward The department MA-Ind is responsible for

the industrial area "Bump Hill". Please
forward to Mrs. Fischer

Rejected

Comment

Rejected
New line

Rejecting a process file
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Re-Starting a Process File— Initiator of the Process File

The initiator of the process finds the rejected process file in the folder Processes Handling
Furthermore, he receives an e-mail message about the incoming process file. Mr. Rot restarts

the process file and sends it to the department responsible.

Capture Date 13.02.2012 ...

Presentor Rot

.| rot

|

Workflow | Step| who | Action | Comment |
1 Cramer Forward The department MA-Ind is responsible for
the industrial area "Bump Hill". Please
forward to Mrs. Fischer
2 Rot Rejected
Comment
Rot Rejected
Rejected
[ New line ] [ Restart ] [ File away

r.
@ Process File Nr. 99479 - Mozilla Firefox

| B locathost/ v

Process File 99479 €

| Process File

& Records | Protocol |

Reference Number

Reference No. of File

Additional
Serial No.

Year

Process

Content

Resubmission Date
Resubmission for

Notes

Capture Date
Presentor

Workflow

Comment

Forward
New line

File Number

ko

oo

Project Industrial Area "Bump-Hill"
offer Company Master-Builder

.|

13.02.2012 |

Rot .| rot

| Stepl Who | Action

|

| Comment |

1 Cramer Forward

2 Rot
3 Fischer

Rejected
Forward

The department MA-Ind is responsible for
the industrial area "Bump Hill", Please
forward to Mrs. Fischer
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note

Mrs. Cramer knows that her department is not handling the project of this
industrial area. Since she is familiar with the responsibilities in the company, she
directly sends the process file to the department in charge.

She also informs Mr. Rot about the responsibilities regarding this project. Now
Mr. Rot is also well informed and for future processes concerning the industrial
area “Bump-Hill” he will send it directly to Mrs. Fischer.

The process file is now in Mrs. Fischer’s and Mr. Rot s folder Process Handling.

"
@ Process File Nr. 99478 - Mozilla Firefox

J\M locathost/webclient/cust/

Process File 99478 Cw s 4 = £ R

[ process File @ _ Records ‘ Protocol | |

Reference Number
Reference No. of File |
File Number
Additional
Serial No. 0

ol

Process

Content |project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date _!
Resubmission for _I D _J
Notes

m.

Capture Date 13.02.2012 ..

Presentor Rot .| D rot |
Access rot
Workflow | Stap‘ ‘Who | Action ‘ Comment |
1 Cramer Forward The department MA-Ind is responsible for

the industrial area "Bump Hill",
2 Fischer Forward

Rot

Motice

Comment

Forward
New line

orwarding the process file to the person responsible and informing the initiator '.
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Mail Distribution and Rejecting during Process Handling

Here the rejection of a process file during further processing of the workflow is described.

In the central mail office the incoming mail is registered and processed as described above. The records
are forwarded by a process file to the department in charge.

The secretary informs the head of department and engages the person in charge to edit the process.
However, the management rejects the process file since the responsibilities have changed on short
notice.

Extending and Forwarding of Process Files — Secretary
The secretary, Mrs. Cramer, finds the process file in her folder Processes Handling . Furthermore,

she receives an e-mail message about the incoming process file. For editing she opens and unlocks @
the process file first.

&> L
Standard Extende Administration E DoR]
Query Query Deputy Online
1 mstandard Query ‘ Extended Query ‘ Deputy | ‘
. DWILS\WE':PI Search Results 1- 1
| Filing Plan .
£ Initiated Processes @ e -
- fesubmicson tomerow e contant &
“~£-1 Resubmission all L Project Industrial Area "Bump-Hill" offer Company Master-Builder
L7 Process Handling
11 My Resubmission till tomorrow Search Results 1 -1

Folder PFoEéééLHéhdling of the person being next in the workflow

» The project of this industrial area seems to make good progress. | go ahead and inform our boss and
ask Mr. Wagner to work on this matter. «

Mrs. Cramer defines the workflow accordingly. Before she starts the process she enters herself as
presentor.
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-
@ Process File Nr. 99476 - Mozilla Firefox

findexjsptRewNumber=

J| ij[, localhost/webclient/cust/doris/D

Process File 99476 € =)

e

a 3@ ‘ = ‘i}‘i} 7 A «gp;[')'f @B

Records | Protocol |

Reference Number
Reference No, of File |
File Number
Additional
Serial No. 0

Bl

Process

Content |Project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date _!
Resubmission for _I jis} __I
Notes

Capture Date 1302 2012 _I

Presentor Cramer _| ID cramer _|
Access
Waorkflow | Step| who | Action Comment

1 Cramer Forward

2 Schwarz Notice

Processing

3 Wagner

Comment

Notice
New line

xtending and forwarding the workflow
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Rejecting — Head of Department

The head of department, Mr. Schwarz, finds the process file in his folder Processes Handling
Furthermore, he receives an e-mail message about the incoming process file. For processing he opens

and unlocks (¥ the process file first.

» Well, the offer of Master-Builder is finally available, too. Mr. Stein can directly start working on this. Oh,
we totally forgot to let our beloved Mr. Cramer know about the change in responsibilities... «

Unfortunately, Mr. Schwarz has no time to adjust the workflow. This is why he just rejects the process
file and informs Mrs. Cramer (with a note in comments) that since yesterday’s meeting the
responsibilities have changed.

@ Process File Nr. 99476 - Mogzilla Firefox

| M localhost/webclient/cust s/DV/jsp/indexjsp?RewNun
w Process File 99476 ;. | @ & x 32 ¥ = <5 @A
| IR, Records | Protocol | |

Reference Number
Reference No. of File
File Number
Additional
Serial No. |0

EE

Process

Content |Project Industrial Area "Bump—H'iiI"
offer Company Master-Builder

Resubmission Date _I
Resubmission for D

m

Notes

Capture Date [13.02.2012 |..|

Presentor Cramer 1D cramer
Access
Workflow ‘ Step| Whao | Action | Comment
1 Cramer Forward
2 Schwarz Notice Sarry, yesterday we forgot to tell you
that from now on Mr. Stein will be
responsible for the offers of the project
3 Wagner Processing
4 Cramer Rejected
Comment

Rejected
New line e

Rejecting a process file —with comment
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Extending and Restarting a Process File — Secretary

The process file is returned to Mrs. Cramer and she finds it in her folder Process Handling
furthermore, she receives an e-mail note about the incoming process file. (Since she defined herself as
presentor, the process file is returned to her. Otherwise if she would have left the entry of the registry,
the process file would have been returned to the registry.)

Because of the colour-code Mrs. Cramer recognizes that Mr. Schwarz noticed the process file (green)
though Mr. Wager did not receive it (rot).

» Well, how should | know. OK; it is Mr. Stein’s turn now... «

Mrs. Cramer prolongs the workflow [ new line |and engages Mr. Stein to edit the process file before she
restarts the process file | Restart |

@ Process File Nr. 99476 - Mozilla Firefox

| ¥  localhost/webclient/cust/doris

DV/jsp/indexyspf

28 X B 3 08 = <5 ©Q

[ process File % _ Records | Protocol | |

Process File 99476 €

Reference Number
Reference No. of File
File Number
Additional
Serial No. O

50

Process

Content |Project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date ___!
Resubmission for __| 1D ____!

MNotes

Capture Date 13.02.2012 .|

Presentor Cramer .| 1D cramer |
Access
Workflow ‘ Step| Who | Action | Comment

1 Cramer Forward

2 Schwarz Notice

Sarry, yesterday we forgot to tell you
that from now on Mr. Stein will be
responsible for the offers of the project

3 Wagner Processing
4 Cramer Rejected
S Stein Processing

Comment

Processing
New line

xtending and restarting the process file
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Mail Distribution and Simultaneous Delivery of a Process File

In the example case you are shown the processing-steps with simultaneous delivery of the registered
mail all the way to the person responsible.

As described above the incoming mail is registered and processed in the central mail office. The records
are forwarded by a process file to the department in charge. Here, the secretary informs the head of
department and its deputy at the same time and engages the person responsible to edit the process file.

Extending and Forwarding of Process Files with Simultaneous Deljvery — Secretary
The secretary, Mrs. Cramer, finds the process file in her folder Processes Handling ;fu rthermore,_

=

she receives an e-mail message about the incoming process file. For processing she opens and unlocks &
the process file first.

-t P
[ ® = Ti & n € 3 «* L
New New Standard Extended Administration Manage DoRIS Help Change  Logout
Fila Process Query  Query Deputy Online Password cramer
File

o XD v cuery | Btenced Qury oomun ]| |
. Dﬂr\s_‘\:Neb . Search Results 1 -1

1 Filing Plan p

£ Initiated Processes @ Eis -

| Resubmission till today ey By " L "
] Resubmission all - Project Industrial Area "Bump-Hill" offer Company Master-Builder

" Process Handling
1 My Resubmission till tomorrow Search Results 1 -1

Folder PFoEéééLHéhdling of the person being next in the workflow

Mrs. Cramer has to inform the head of department and its deputy of the process file at the same time. In
addition she engages the person responsible to edit the process.

Therefore, she extends the workflow and adds Mr. Schwarz (manager) as well as Mrs. Weiss
(deputy manager) for “notice”. For simultaneous delivery, Mrs. Cramer assigns the same number in field
“step” of the workflow to both of them. Mr. Wager is assigned to “Processing”. For further information
Mrs. Cramer could add comments.

The default setting of the field Presentor  is the name of the registrar, here: Mr. Rot.

A rejected or completed process file will be sent back to the initiator (as shown in the field Presentor ).
Now Mrs. Cramer changes the name of the presentor in order to receive rejected or fully processed
process files by herself.
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-
@ Process File Nr. 99477 - Mozilla Firefox

sp/indexjsp?RewNumber=

J| jj][, locathost/webclient/cust/doris/DV

| ProcessFile 99477 Ca) 5 & K B &5 € & =

L 8

o
L=

o7

_ Records | Protocol |

Reference Number
Reference No. of File |
File Number
Additional

Serial No. 0

EE

Process

Content |project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date _!
Resubmission for _| jin} __J
Notes

Capture Date 13[]22012 _I

Presentor Cramer _I ID cramer _I
Access
Waorkflow | Step| Who | Action Comment

1 Cramer Forward

2 Schwarz Notice

Weiss Notice

3 Wagner Processing

Comment

Notice

New line

xtending workflow and forwarding with partial simultaneous delivery
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Notice with Simultaneous Delivery — Management

The manager, Mr. Schwarz, and his deputy, Mrs. Weiss, find the process file in their folder Processes
Handling ;furthermore, they receive an e-mail message about the incoming process file. For

Farl

processing they open and unlock & the process file first.

After both, the manager and his deputy, noticed the process file , it will be forwarded along the
workflow to the person responsible.

Further processing is described in the first example.

-
@ Process File Nr. 99477 - Mozilla Firefox

w )

s/DVfjsp/indexjsp?RewNumb

J| ¥ locathost/webclient/cu

4 Records | Protocol |

Reference Number
Reference No, of File |

File Number

=

Additional |
Serial No. 0

Process

Content Proj'ect Industrial Area "'Elump—Hi'I'I;‘
offer Company Master-Builder

Resubmission Date _I
Resubmission for | | ID

MNotes

Capture Date [13.02.2012 |..|

Presentor (Cramer ID cramer
Access
Workflow ‘ Stepl Who | Action Comment

1 Cramer Forward

2 Schwarz Notice

Weiss Notice

3 Wagner Processing

Comment |

Notice

New line
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(@) Process File Nr. 99477 - Moxzilla Firefox

oris/D\

findexjspiRowNumber=

J| j_V-I, locathost/webclient/cust/d

i3
A\ \;
.
b &
B
é&
%.
o
49
ig=}
2
®
[X¥]
|

Reference Number
Reference No. of File |
File Number
Additional |
Serial No. [0

EE

Process
Content Prdject Industrial Area "'E!'ump—Hi'I'Ii‘
offer Company Master-Builder

Resubmission Date _|
Resubmission for | | 1D |

m

Notes

Capture Date [13,02.2012 | .|

Presentor (Cramer 1D cramer
Access
Waorkflow | step| Who Action Comment

Forward
Notice

1 Cramer
2 Weiss

Schwarz MNotice

3 Wagner Processing

Comment |

Processing
New line
L = )

Notice by management
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Note

Simultaneous Delivery can also be used e.g. if the processing is urgent. Here it is shown based on the
above described example:

The registrar, Mr. Rot, initiates the process file and sends it to Mrs. Cramer for forwarding.

» It’s about time! All offers are available now. So, Mr. Wagner can start working. «

Though, the manager is in an important meeting today. In order not to waste time, Mrs. Cramer informs
the manager and at the same time she engages Mr. Wagner to edit the process.

-
@ Process File Nr. 99484 - Mozilla Firefox

|| Reference Number
Reference No. of File |
File Number
Additional
Serial No. O

0 Y

Process

Content |Project Industrial Area "Bump-Hill"
offer Company Master-Builder

Resubmission Date _!
Resubmission for __| 1D __J
Notes

m

Capture Date 13.02.2012 .|

Praesentor Cramer _I ID cramer _I
Access
Waorkflow ‘ Step| Who | Action Comment

1 Cramer Forward

2 Schwarz Notice

Processing

Wagner

Comment

Notice

MNew ling |
¢ — .
Extending workflow and forwarding with simultaneous delivery
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r
@ Process File Nr. 99484 - Mozilla Firefox

J| ijl-I, locathost/webclient/cust/dons/DV/jsp/indexjsp’RewNumber=89484 |

_ Records | Protocol |

Reference Number
Reference No. of File |
File Number
Additional |
Serial No. [0

5

Process

Content Prdject Industrial Area "'B'ump—Hi'I'I;‘
offer Company Master-Builder

Resubmission Date _I
Resubmission for | | 1D |

m

Notes

Capture Date [13.02.2012 | .|

Presentor (Cramer ID cramer
Access
Workflow ‘ Step| Who | Action Comment

1 Cramer Forward

2 Schwarz Notice

Processing

Wagner

Comment

Notice
~ New line

Processing of a process file with simultaneous delivery

Only after both, Mr. Schwarz and Mr. Wagner, confirmed their action, the process file is returned to Mrs.
Cramer.
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Batch Scanning with the Scanner Workplace

The ideal solution for companies with high volume of incoming mail is to register by batch scanning with
the so called DoRIS PDF Scanner-Workplace.

This is a very efficient method: the processing of incoming documents minimizes to the application of
the printed barcode on the according document. For batch scanning the documents are forwarded to the
DoRIS PDF Scanner-Workplace.

The DoRIS PDF Scanner-Workplace is designed for the efficient
processing of documents. The processing-steps of the users are
minimized. Therefore, no dialog boxes pop up.

In case you accidentally deleted any document you have to
scan it again.

note

Incoming mail

Initially, all incoming paper-based mail is registered in DoRIS®

1. Start DoRIS® Webclient  and log in (see DoRIS® Webclient — Getting Started, p.9).

2. Select the file, to which the document should be added to:

by navigation (see Creating new Files With Navigation in the Filing Plan, p.30),

by an according query (see Standard Query, p.80), or

if necessary, by creating a new file (see Creating Files, p.28).

Create a new document (see Registering a New Document, p.52).

Intab “Order” , mark the checkbox Paper document in the lower section (see Tab Order, p. 41).
Now, the barcode-button nfis activated. Generate a barcode M| and a barcode label is printed.
Save and close the document.

Paste the barcode label at the edge of the first page of the document.

Repeat step 2 to 7 for all documents.

Send the document for scanning.

© N OV p W
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Batch Scanning in the Registry

At the DoRIS PDF Scanner-Workplace, the documents are scanned and added to DoRIS® FileArchive. Now,
the documents are clearly assigned to the DoRIS documents and are released for further use:

1. Start DoRIS PDF Scanner-Workplace.

W oi-dp

| configuration 05,03.201212:13 Dateiordner
W Adobe i p2 050320121243 Dateiordner
B Arnazon J phigins 050320121213 Dt Soidae
= Apol.ntZF.( =) artifactsxml 28.02.201211:50 AML-Dokument KB
. Appacsti ey = eclipse.exe 21,032,201 16:05 Anwendung 52 KB
i Atheros B cenpsai 28.02.2012 11:50 RSB BRER, 1KB
W Gisther i E’; logdjxml 231220101414 AML-Dokument 2KB
! g:;;;r;;::ner scan.js 05,01.201212:00 J5cript-Skriptdatei G KB
1 1 =

2. Startscanning

Dater  Extras  Hife

Scanmen - D Seltenminiaturen ] . = l_s_“m"'"_
I~ HypoVermraters Orescree Postant Zanturgabedingurgen. -

s Monks E3003 810 Monto ABS S35 000 Maws 8239 833 Bankmngig T% Heonto, Ttk
[scanzesiorazsouaum gl | | ) | B | spiiten |
| 2can2793951455687534306 pf iy FE
| 5can29096681483883194093 pdf - - I—

scand 711 pdf PR
! =card038761 105224664480 o é [ oo
scan6107391 228078233946 pdf [ Otfnen |
|seansor020s620287938005.004 | | RECHNUNG = el
| scang995999999, peif i)
= Talafon 0781 7 807-130
Printus Geb TM68 O fanburg Telafas w..' 807.295
Haessler Information GebH e
IT-Dienstleistungen o w—y
Frau Susanne Haessler LI She S0 09) w00 000
Mihistr 58 —
75328 Schombarg
+ Roctmungn N Kundden - Nr g /Lisfer-Batun Er&wé‘“t;:l-l Paot- W
| Altuaksieren —— 1361149 252928/7 13.12.06 10368644 .
2
Wl & e | W tiaibminiaty TEinanie [Ty "E“u“ L e
{624 21)-58 1 | BOHNEN- KAFFEE CELLINI CAEMA 1K | 14,59 43,77 2
r| 217-58 3 | JACOBS CAFE CREMA NG BOHNEN | n.99 kLR 2 E
{91 975-58 12 | 12 HOLZMALSTIFTE IN RUNDODOSE | %9 43,08 1
637 892-57 3 | PR SICHTHILLE 110MY GLASKLAR | 4.9 4.9 1
313 031.57 1 | STABILOPOINT 88 ROT | 270 70 1
£533 Fabols
4,28 [JobuS B
PAUSCHALE F(R VERSICHERUNG, 135
BEARBEITUNG UND VEAPALNUNG
FRACHTNDSTEN 0.00 WIR LIEFERN ALLE AUFTRAGE
OMNE FRACHTKOSTEN AUS.
= [y ——y—— [ ———y L R pee— R TR T 3

Die Datei 00200204, pdf wurde erfolgreich freigeben!
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3. Fillin the data for customized scans in the appropriate fields. Make sure the resolution-value
(Auflosung) is above 300 dpi. Furthermore, please check ,,PDF/A-1b-kompatibel machen®.

Start scanning of the documents and save your results.

Benutzerdefiniertes Scannen m
Eingabe
Scanner: | e-STUDIO TWAIN-Treiber ~| [ Ghanrne ‘
Seiten: | Vorderseiten . |
Farbmodus: lAutomatische Erkennung v—]
Auflasung: |4UU dpi vJ
Papierformat: l A4 - |

Breite:  |210 mm  Hahe !?_Q? mm
[ Zum Scannen weiterer Seiten auffordern
Ausgabe
@ MNeues PDF-Dokument
[7] Mehrere Dateien Weitere Optionen...
(" An existierende(s) Datei oder Portfolio anhdngen
Auswihlen: i Durchsuchen

Dokumenteinstellungen

|¥] Gescannte PDF-Datei optimieren

e e ) Hohe Qualitat

7] Durchsuchbar machen (OCR ausfihren) | Optionen..,

[7] PDF/A-1b-kompatibel machen [T Metadaten hinzufigen

Hilfe ] | Standardeinstellungen ‘ [ Scannen l l Abbrechen
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4. Forseparating the documents, choose the file — which was just created by scanning - from the left

list and split it [ Spiten |

(If the file is not yet shown on the left list, actualize it first ’

Altualisieren ] )

Datei Extras Hilfe

Scannen =

scanl8L5.pdf

scandiSIST2SUT e | | [T -
5can2703051455687534306. pdlf

5can2909668148388319493. pdf - d—
scand711.pdf f:"fr" -

scand938761105224664489,pdf
scan6107391228078233946, pdlf
scanb6I0203620267938905.plf | | (B8

scanB707435008867187982. pdf

5cand399399999.pdf

Aktualisieren

0200201

2020020

Variag CH.Beck oHG - Postfach 40 03 40 - 80703 Monchen

VERLAG C.H.BECK
MUNCHEN
Anzeigenabteilung
\Wilhelmatralla 9, 80801 Manchen
Telsfon: (089) 3 81 88-0

Fax: (089) 381 89-589

Intarmet. wiww.back.da

E-Mail: de
unsars USi-Idhr.. DE 129734754
Stousmummar 08/148/843115429

Herm Joachim Hassler Rechrungs-hr.. 6708557
. 58 Rachrungscatum: 05.12.2005
75328 Schomberg Autrags-Nr 38817
Bestolidatum Bastalizeichan
13.10.2008

Objekt Intarnationales Stausrrscht (IStR), Zaitschrift fir suropdlsche und intermationale Stouer- und

Wirtschaftsberatung
Erscheintermin  Jahrgang 2005, Heft 23
Farmat Anzeige, | x 1116 Seite (90 x 32mm), sw
Preis/Schaltung 38.75EUR

10.00% Rabatt 988 EUR

10.00% Kombirsbact 489 EUR
Rechnunganetio 79,98 EUR
nuigich MwSL_ 18.00% 1280EUR
Gesamtbatrag 52,78 EUR
Saite 5
Matlv § 84 ESIG Pensionsrickstellungen
Bomerkung

Erschelntermin: 30.11.05
Zahiungaweg Rechnung
Zalungazel safort fallg

/
al/
|\

Scannen
Splitten
Freigeben

Léschen

EERA

Gffnen

Die Datei 00200204.pdf wurde erfolgreich freigeben!

note

bottom of the window.

Start des Barcode QCR's

Es wurde auf Seite 1 Barcode 00200201 gefunden

Splitten der Datei scan0815.pdf erfolgreich

Data-files of single documents are generated with the label <Barcode>.pdf,
an eight digit number.

Datei Extras Hilfe

Scannen -

00200201 pdf
00200204, pdf

scan2d51974252903447300. pdf
scan 7930514 55687534306, pdf
scan?909668148388319493. pdf
scand711.pdf
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5. The single documents are now available and can be assigned to the DoRIS documents. Thereby each
document will be removed from DoRIS PDF Scanner-Workplace:
Select every single file <Barcode>.pdf and release it [Freigeben).
For the first release it might be necessary to log in the system.

Datei Extras Hilfe

Scannen -~ [C]  seitenminiaturen m + [ scannen

F = lllll"ll"' ¥ veriac crsEck
x 00200201 (&, MUNCHEN
5can2451974252903447300. polf B aNeuT

scan2793951455687534306. pdf
5can2000668143388319493 pdlf
scand711.pdf

scand938761105224664489. pdf

Wiihalmatrala 9, 80801 Manchen
Telefon: (089) 3 8188-0

Fax: (089) 3 81 89-589

Intemat:

QD

scan6l07391228078233046.pdf | | B8 rlemafris-viy =
5can6630209629287938905.pelf Stovemumimer 051148641 15429
5can8707435008867187982. pof Vertag C.H.Beck 0443 - Postach 40 G340 - 00709 Morchan Rechnung

= — —
Anmelden @M

Kennwort | Abbrechen

Datei Extras Hilfe

Scannen - L] seitenminiaturen & | i
v °0209204

5can2451974252903447300. pdf
£can2793951455687534306. pdf

1‘ Scannen
I
3

e
S

5can2909668148388319493, polf p— R ECHNUNG
scandT11.pdf Y e - 2 -
scand038761105224664488.pf | | F == —— 77658 0ftenbura
scan6107391 228078233046 polf g . Telsfon 0781 / 607130 pre
Scan66020062028792805.p0f | | (35 ) Frafirsa ey M-I Telefax 0781/ 607.295 .
scan8707435008367187982.polf Heessler Information Gabi Posttan sttgre
5can9999999999. pdf IT-Dienstleistungen T

Frau Susanne Haessler 1BLL 844 500 09) $80 000

Mihlstr. 58 Bat-10 | DEMINNN

76328 Schomberg

m

Rechnungs-Nr Kundn - Nr- Rg. /Liefer -Batum %ﬂﬁf]&;i‘! tall-Nr Paket-Nr
1363149 252928/7 13.12.05 rou Hassster 103686447
Teawll W (=1 T & o ] —_—
634 213.58 | 3 | BONNEN-XAFFEE CELUINE CREWA 1k | 14,59 | 43,77 | 3
(| 2768 | 3| coss oare cous kG somen | 1189 | 3881 | 2
1975-58 | 12 | 12 HOLZWALSTIFTE IN AUNODOSE | 3,59 | 43,08 | 1
637 89257 | 3 | P SICHTHOLLE TIONY GLASKLAR | 4.99 | 1497 | 1
313 03157 | 1 | STABILOPOINT 88 ROT | 270 270 |1
€553 Prbods B
4,23 |2068S
PAUSCHALE FUR VERSICHERUNG, 3.26
BEARBEITUNG UND VERPACKUNG.
FRACHTXOSTEN 0.00 WIR LIEFERN ALLE AUFTRAGE
OHNE FRACHTKOSTEN AUS
B | e | e | WV R Setrag OR| | S i |
1L 60,75 84,00 10.2¢ | 18 159,56 | 1 | 271208

GF: Hans R Schmid, Or. Pater Kirchberg. Michsel Xelsch. Sieafried Sorg. AG Offenburg. HRB 1271 >

Die Datei 00200201 pdf wurde erfolgreich freigeben!

All incoming paper-based mail is scanned and now available as attachments of DoRIS documents.
Herewith, the processing at the DoRIS PDF Scanner-Workplace is completed.
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Further options of processing at DoRIS PDF Scanner-Workplace

Opening Documents
If you just want to view any document, just open it [ Gffnen |

Dt
31 00200201.pdf - Adobe Acrobat Pro b =) =
—— —
Datei Bearbeiten Anzeige Fenster Hilfe ® | Scannen
A e [ WE B @0RLDE &
E —~ = 5
s /1 ‘ @ ‘ (mm) (o) ‘ @ E@ Werkzeuge . Kommentar = Freigeben
E -
: =
] Wlulﬂ | (]ﬂnen
e !
; ¥ VERLAG C.H.BECK
00200201 { MUNCHEN
1 Q“.! Anzeigenabreilung
Wilheimatralle 9, 80801 MOnchen
Telefon: (088) 3 81 89-0
Fax: (089) 3 81 89-589 = 2
Internet: www.beck.da
E-Mail: anzeigan@beck.de
unsare USt-IdNr.;: DE126734754
Steuemummer 08/148/643/15429
- Verlag C.H.Beck oHG - Postfach 40 03 40 - 80703 Manchen Rechnung
D | Hassler Information GmbH Kunden-Nr.: 1995714 =
Herrn Joachim Hassler Rechnungs-Nr. 6708557
Mdhistr. 58 Rechnungsdatum: 05.12.2005
75328 Schémberg Auftrags-Nr.: 36917 '™
fom -
!&
Bestelidatum Bestellzeichen |
13.10.2005
i Objekt (IStR), far und il Steuer- und
Wirtschaftsberatung
Erscheintarmin Jahrgang 2005, Heft 23
Format Anzeige, 1 x 1/16 Seite (90 x 32mm), siw
PreisiSchaitung 98,7SEUR
10,00% Rabatt 9,83 EUR - -

Splitten der Datei scan0815.pdf erfolgreich

Deleting Documents
If there are documents in the DoRIS PDF Scanner-Workplace which are no longer used, just remove them

[ Loschen | Thereby, the documents are removed from DoRIS PDF Scanner-workplace as well as from the
directory, they were initially saved in.
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VALUABLE SUPPLEMENTS

Managing Views of Folders

In the list view, there are different views of a folder possible:

You can define your individual view to meet your specific needs. Hence, important information is
provided at a glance. However, you could also select from pre-defined views.

Adding and Deleting Views

Define your individual (user specific) list views:
1. Inthe list view (right side of the main screen) open its configuration screen to “define views” EE.

2. Inthe upper section “Views” you have the option to add or remove views.
Adding views
Type in the name of the new (to be configured) view and add it to the list of available views
[ add | The view is created as a blank form.
Deleting views
In the list of available views, select the “to-be-removed-view” and delete it Remove
3. Save “*yourchanges.

| [ DoRs Startp

€

> |fj localhost/ web

—
o - Gooale
s Google

New New
File Proces
File

Query Qu

Administration Modify

Manage DoRIS Help

Result Deputy Online

¥ DornisWeb
i1 Filing Plan

.7 1 Verfassung

1.01.02 Bund
1.01.03 Land
1.01.04 Landschaftsverband
1.01.05 Bezirksregierung
1.01.06 Kreis (Einladungen Kreistag
1 1.01.07 Funktionalreform Kommunal
| 1.02 Bestimmungen fir die Gemeinde
11.03 Rat
| 1.04 Hauptgemeindebeamte/Hauptver
| 1.05 Gemeindeeinwohner
11.03.01 Allgemeine Vforschriften Rat
1 2 Kassen- und Rechnungsprifung
1 3 Hauptverwaltung

=1 4 Einrichtungen fiir Verwaltungsangehdarig
-] 5 Einrichtungen der Hauptverwaltung

1 6 Besondere Dienststellen der Allg. Verwa
=1 7 Dienststellen der allg. Kriegsfolge
-] 8 Kommunale Interessenverbande
~-£1 9 Datenschutz

1 Process Handling
-] Initiated Processes
-] Trash
;
E

| My Resubmission all
-] Resubmission tomorrow
1 Resubmission till today
1 Resubmission all
* Standard Query
5 Extended Query
< Saved Queries

DoRISS O

Adding view

nt

Define views

Views borrowing process

Entleinvorgang ‘ Add ‘

‘ Remove ‘

- Reference Number: Reference ~
Add

Modify

Remove

Header GZAKTE
Caption

Width

Preview

Reference Number Content File

GZAKTE AKTEINH
151 392
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Defining Views

You have the option to add or remove classes to your view. Thereby you create an individual header of a
table with the wanted information to an object of a folder of the database.

1. Inthelist view (right side of the main screen) open the configuration screen to “define views” EE.
2. From the upper list, select any existing view to modify or a newly created view to define.
In the bottom section you define the columns:
select the content of a column (Header ) from the pull down menu, type in column heading
(Caption ), determine the Width of the columnandaddit [ add  Jtothe table.
The modifications are shown in the preview.

Wi 5] DoRIS Startlp

€ | || [ hitp://localhost/webclient/af/jsp/dorisswitch.jsp

-lel5

e
e Q@ = T o

New New Standard Extended

I
Administration Modify

n © 3

Manage DORIS Help

Change
Password  doris

Logout

File Process Query Query Result Deputy Online
File
mpn'nt ‘ | List View ‘ Standard Query. |Extended Query | Deputy ‘ ‘
¥ DorisWeb -
£ Filing Plan b ‘

.7 1 Verfassung

7 1.01 Bund, Land, Kreis
. 1.01.01 Allgemein
01.02 Bund

1.03 Land
1.04 Landschaftsverband
1.05 Bezirksregierung

1]
a
0
01.06 Kreis (Einladungen Kreistag, Bekanntgabe

d 1.

1.

] 1.

I 1

1.

| 1.01.07 Funktionalreform Kommunale Neugliederu
.02 Bestimmungen fir die Gemeinde

.03 Rat

.04 Hauptgemeindebeamte/Hauptverwaltungsbeam
.05 Gemeindeeinwohner

1.03.01 Allgemeine Vorschriften Rat

%
1
1
1

=]
=]
=3
|
==
2

Kassen- und Rechnungsprifung

| 3 Hauptverwaltung

| 4 Einrichtungen fur Verwaltungsangehorige
| 5 Einrichtungen der Hauptverwaltung

| 6 Besondere Dienststellen der Allg. Verwaltung
| 7 Dienststellen der allg. Kriegsfolge

| 8 Kommunale Interessenverbande

1 9 Datenschutz

| Process Handling

| Initiated Processes

| Trash

| My Resubmission all

| Resubmission tomorrow

| Resubmission till today

~1 Resubmission all

™ Standard Query

«} Extended Query

FO RO BT EO B0 BE R

Apply Save

Define views

Views Standard .

tax Add

i Remove

Ll

Header ERFAM - Capture Date
Caption Add
Width Modify

Remove

Preview

GZAKTE AKTEINH
| 122 365

File Content [erram |

ERFAM
87

= Saved Queries
DoRIST Document manzgement and business process

Configuration screen of list views
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4. Ifyou want to modify an existing column, mark it in the preview. The selected column is red-
coloured and its values are shown in the appropriate fields.

Modify

5. Make your changes and apply them.

@ : : 3

New New Standard Extended Administration Maodify : DoRIS Help

File _ E Query Query Result Deputy Online

i ‘ List View |Standard Query ‘ Extended Query | Deputy | |

¥ DorisWeb g
- Filing Plan
|0 1 Verfassung Apply

1.01 Bund, Land, Kreis
1.01.01 Allgemein Define views
1.01.02 Bund

1.01.03 Land Views
1.01.04 Landschaftsverband
1.01.05 Bezirksregierung

1.01.06 Kreis (Einladungen Kreistag
71 1.01.07 Funktionalreform Kommunal
| 1.02 Bestimmungen fir die Gemeinde

Standard

| L +| berrowing process
Entleihvorgang

1
=l
=]

1 Remove

4 IE

""" 1=11.03 Rat
1.04 Hauptgemeindebeamte/Hauptverv | |- 4o AKTEINH - Content File
1.05 Gemeindesinwohner i
1 1.03.01 Allgemeine Vorschriften Rat Caption Content File Add
-7 2 Kassen- und Rechnungspriifung Width 392
71 3 Hauptverwaltung
~| 4 Einrichtungen fir Verwaltungsangehdorig

1 5 Einrichtungen der Hauptverwaltung
~| 6 Besondere Dienststellen der Allg. Verwa .
1 7 Dienststellen der allg. Kriegsfolge Preview

8 Kommunale Interessenverbande Reference Number Content File

=19 Datensch_utz GZAKTE AKTEINH
| Process Handling

-] Initiated Processes i LEL
1 Trash
-1 My Resubmission all
=7 Rasithmission tomorrow
6. Save "*yourentries.
o

7. Ifapplies, you can directly activate &l the changed or new defined view.

Before a modified or new defined view is effective you have to
activate the appropriate view.
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Activating Views

1. Inthe list view right click on the head of table or beneath the table and select your view.
2. The activated view is marked & and the list of results is shown according to this selected view.

mstandard Query | Extended Query | Deputy | |

Search Results 1 - 6

i -~ @
Reference Number File Content :
& - m Select view :
1.01.01-12-1 Projektplanung und Durchfiihrung
4 i + Standard
1.01.01-5 Neustrukturierung Ausbau Mummelsee
% 1.01.01-21-1 Ausstellung Osterreich
#¢ 1.01.01-12 Genehmigte Bestellungen fiir Verwaltung
% 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
$ 1.01.01-123 Bestellungen fiir Verwaltung : Gesamtibersicht
Search Results 1 - 6
M ~ @

Activate views
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Editing the List of Deputies

You want to take a few days off, go on vacation, or are -hopefully not- sick... - so do not forget to install a
deputy!
The access to DoRIS records is controlled by access rights. Thus, in case of absence, e.g. vacation or

sickness, it is important to determine a deputy. For a designated period of time, the deputy has your
access rights.

Please Note!
In case you are not an administrator, you can only follow up and edit your own deputies.

Sudden sickness or other cases may occur when you are not
able to maintain your deputy-list properly. Therefore,
maintaining of deputies should be the responsibility of the
administrator. Depending on the prevailing needs, the
administrator should have at least one permanent deputy by
himself.

note

How to install deputies:

1. Choose tab “Deputy” in the right side of the main screen or “Manage Deputy” Binthe
toolbar.

2. Enteryour name (or user-ID) in the field User first, the name (or user-ID) of your deputy in the field
Deputy next.

Alternatively, you can search for your deputies’ name in the user directory B

@ User Directory - Mozilla Firefox l =UASE X

‘ | http://localhost/webclient/af/jsp/dorisloader,jsp?showPage=addressbook.jsp?VbsFunction=ReturnValueCa

Search for User

Available Users Selected User
Administrator - |
Alt |
Baumeister |i oK
Cramer
Dinkel
: << Cancel
Doris - |—

L

3. Enterthe time-period of substitution in the fields From and To. In case of constant substitution just
check the box Permanent .

If needed, you may add more deputies

5. Saveyourdata “+.
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Wi 12 DoRIS Startlp +

12} hitp:/flocalhost/webclient/af/jsp/doristable jsp?View=Deputy&Command=Sethctive

2 @ 9
Standard Extended Administration Modify Manage DoRIS Help
Query Query Result Deputy Online

mpn'nt ‘ 1 | List View ‘ Standard Query. |Extended Query m ||

¥ Dorisweb
7 Filing Plan
7 1 Verfassung
L7 1.01 Bund, Land, Kreis Deputy arrangement

"L/ 1.01.01 Allgemein
L 0L [ Mo Juser _[Deputy ______[JFom __ [7o ____[Permaneny
1.02 Land @ #|432 | doris 2o eramer ..|oLos2011 31052011 [

]|

.0
.01.04 Landschaftsverband _‘
.0 =] = s}
.0

1.05 Bezirksregierung
1.06 Kreis (Einladungen Kreistag, Bekanntgabe
.01.07 Funktionalreform Kommunale Neugliederu M

Bestimmungen fur die Gemeinde

w
@
i}
=

il

-]
|
!
1
|
|
.0
.0
.0

4 Hauptgemeindebeamte/Hauptverwaltungsbeam
.05 Gemeindeeinwohner

1.03.01 Allgemeine Vorschriften Rat

| 2 Kassen- und Rechnungsprifung

1 2 Hauptverwaltung

1 4 Einrichtungen fir Verwaltungsangehdrige

1 5 Einrichtungen der Hauptverwaltung

| 6 Besondere Dienststellen der Allg. Verwaltung
| 7 Dienststellen der allg. Kriegsfolge

1 8 Kommunale Interessenverbande

19 Datenschutz

[ Process Handling

[ Initiated Processes

1 Trash

£ My Resubmission all

E

£

E

k
t
-f
|
-f
-f
i 1
11
e
i 1
1

K

=
E
E
-
8
&

| Resubmission tomorrow
| Resubmission till today
~ 1 Resubmission all
) Standard Query
«i* Extended Query
1 Saved Queries

! il ] v

Install deputies

Do you need to withdraw an ongoing deputy?

1. Choose tab “Deputy” or “Manage Deputy” “Bin the toolbar.
2. Find the appropriate deputy and delete the data in the fields From and To or delete the whole line

*|In case of constant deputy, just un-check the box Permanent .
3. Saveyourdata "+
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Empty Trash

If records are removed from trash, they are permanently deleted.

Please Note!

Deleting records from trash is controlled by access rights.

This is how you empty trash:
1. Mark Trash  inthe tree view of the database.
2. With right click you choose Empty Trash.

2]

1= DoRIS StartUp

@‘ = i B localhost/webclient/af/jsp/darist

@

File

New

New
Process

Q

Standard Extended

Query

ol

Query

Administration Modify

Result

Manage DoRIS

Deputy

Online

3

Help

File

¥ Dorisweb

7 Filing Plan

-] Process Handling
Initiated Processes
Trash

m Standard Query | Extended Query ‘ Deputy |

Search Results 1 -9
]

E
E
E
B
i
E
E

2l Standard Query
= Extended Query

W 1.01.01-12-1
¥ 1.01.01-12-1

~1 My Res L= Genehmigung der Bestellungen
- S‘EEUE” Mew Standard Query :t tests

| Teesiti i Prizfverfahren IIb
9 Resubn.__eW Extended Query

Projektplanung und Durchfihrung
Projektplanung und Durchfuhrung

- Saved Queries ¥ 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
¥ 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
% 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
¥ 1.01.01-1 Akte Rechnungswesen, Rechnungsverwaltung+Kontrolle

™ 16

-

Reference Number File Content

1

Search Results 1-9

@ i -
DorISE Dacumen ement and Businz DoRIS Wabcliznt 1332 =

3. Now you have the option to delete all records or set a time limit for the date of deletion.
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W_ 12 DoRIS StartUp

0 . N
New New ands

St Manage DoRIS Help C Logout

File  Pr It Deputy Online word  doris
File

mprint ‘ |1jst View |Standard Query | Extended Query ‘ Deputy | |

¥ Dorisweb

£ Filing Plan Empty Trash
(] Process Handling
[ Initiated Processes

< 1 Delete all records from Trash

| Trash

eome] My RE!SL_HJITIIES\{)H i @ Only delete records that are deleted for at least
171 Resubmission tomorrow o th
[ Resubmission till today months

=71 Resubmission all
% Standard Query
«} Extended Query

= Saved Queries

4. Afterwards you have to confirm the permanent deletion or you can still cancel the deletion.

IEEES B pors Startup

( > | B http:/Aocalhost/webclient/af/jsp/doristable.js -\ || 28~ Google Pl B
[ B hep isp) isp | {29~ coog |

ndard E . inistration Modify E DoRIS
Query Qu Result Deputy Online

mpﬁnt ‘ | List View | Standard Query | Extended Query ‘ Deputy |
¥ Dorisweb
41 Filing Plan Empty Trash
7 Process Handling
1 Initiated Processes =
| Trash i All records with the date of deletion from 01.01.1900 to 26.08.2008 will be permanently deleted from trash.
[ My Resubmission all
[ Resubmission tomorrow
7 Resubmission till today
~1 Resubmission all
% Standard Query .
< Extended Query Preview:
1+ Saved Queries

Search Results 1 - 4

6 - @
Prifverfahren IIb
Projektplanung und Durchfihrung
W 1.01.01-21-1 Ausstellung Osterreich
¥ 14-1.01.01-12

Reference Number

¥ 1.01.01-12-1

Genehmigte Bestellungen fiir Verwaltung

Search Results 1 - 4

Py

16 -
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