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DoRI®

DORIS

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

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

The increase in efficiency is guaranteed by featur of search, electronic processing and business
processes, whilst the increase in security is ensad by email-archiving, converting of Office documeits

in long term archiving formats or generating of documents from content of databases.

For comprehensive product information please ordethe “DoRIS catalog” at vertrieb@haessler.comor
go online www.registratur.com .

Practical, efficient, versatile, and as simple as mail

DoRI€ is a modular system which can be easily integratednto, for example, an existing email system to
offer extended work process management. Flexible wikflow processes adapted to the specific needs of
the organization can relieve the grind of daily pagrwork and make more time available for qualitative
assessment of information.

DoRI& records are available at the click of a button — tverever you happen to be working. DoR&an
adapt to existing work practices, delivering bettersearch results at the same time as maximizing staage
efficiency.

DoRI$ solutions deploy the common Microsoft design, theefore allowing DoRIS features to be easily
acquired and intuitively applied.

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

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

learn how to start and save queries;

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

The DoRI& Team of the federal ministry of transport, building- and municipal development

(Bundesministeriums fir Verkehr, Bau und Stadtentwtklung, BMVBS) and HAESSLER wish you success
using this software - enjoy working with DoRIS!

DoRIS® Webclient7



Before you start Readin

TYPOGRAPHIC CONVENTIONS

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

Fieldname
data entry

Menu item

,OK
<Wildcard>

describes names of fields in entry masks, file nangand directory data

describes the data input in the appropriate field d the entry mask

describes keys

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

describes names of drop-down menus, program namesrad commands

describes - in quotes - buttons, tabs, referencetchapters- or section-headers etc.
describes — in angle brackets —wildcards

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

DoRIS® Webclient8



DoRI® Webclient

DORISWEBCLIENT

DoRIS Webclient — Getting Started

To start DoRIS® Webclient 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 youpassword. The database is opened. You see the main
screen with the tree view of the folders of the daibase on the left side.

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

Administration Modify

Result Deputy

mprmt ‘ l mstandard Query ‘ Extended Query ‘ Deputy ‘ |

¥ Dorisweb I
i E1 Filing Plan £ Filing Plan
I3 Pracess Handiing [ Process Handling

[ Initiated Processes

I Trash [ Initiated Processes
{"E ras
{ Trash
{71 My Resubmission E jM Resubmission all
=71 Resubmission tomorrow JERY b A
71 Resubmission till today EiResubmission tomorrowt
i Resubmission all [ Resubmission till today
% Standard Query [ Resubmission all
ial Extended Query - Standard Query
= Saved Queries < Extended Query

r Saved Queries

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

Main screen

DoRIS® Webclient9



DoRI® Webclient

Exit DoRIS Webclient

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

WI 12 DoRIS Webclient - logout + ol S
€ P || B npilocalhost/webclient/af/jsp/exitjsp =i | Allal B

Logout completed!

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

@ back to start page

Log out screen

DoRIS® Webclient10



DoRI® Webclient

DoRIS Main Screen

Tree View of Database

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

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

[ Firefox =] | 2 pors startup + —

| 220 http://iocalhost/webclient/af/jsp/doristable jsp?View=TreeView32FAktenplan®:2FL 362F1.01%:2FL 01 01 &Act=Aktenplan 2Pl 562FL01%2FL 01 018 -+ - & | | 2]

Standard ec i i fy E DoRIS
Query Q y  Online

T (B =iy i vy ooty |
. DW}‘:EIWEE'PI Search Results 1 - 6
(1 Filing Plan .
' 1 Verfassung Mw -~ @

¥ 2.01Bund; Land, ke Reference Number File Content
7 1.01.01 Allgemein = ™ ~
£ 1.01.02 Bund * 1.01.01-12-1 Projektplanung und Durchfithrung
~111.01.03 Land # 1.01.01-5 Neustrukturierung Ausbau Mummelsee
k : igigg \éandichaftsverband 5 1.01.01-21-1 Ausstellung Osterreich
.01. ezirksregierun 7
1 1.01.06 Kreis (Emgladunggan Kreistag, Bekanntgabel # 1.01.01-12 Genehmigte Bestellungen fur Verwaltung
1 1.01.07 Funktionalreform Kommunale Neugliederu: % 1.01.01-1 Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
| 1.02 Bestimmungen fir die Gemeinde # 1.01.01-123 Bestellungen fiir Verwaltung : Gesamtiibersicht
11.03 Rat
| 1.04 Hauptgemeindebeamte/Hauptverwaltungsbeam -
| 1.05 Gemeindeeinwohner Search Results 1- 6 3
7 1.03.01 Allgemeine Vorschriften Rat N 16 -

| 2 Kassen- und Rechnungsprifung

| 3 Hauptverwaltung

| 4 Einfichtungen fir Verwaltungsangehdrige
| 5 Einrichtungen der Hauptverwaltung

| 6 Besondere Dienststellen der Allg. Verwaltung
| 7 Dienststellen der allg. Kriegsfolge

| 8 Kommunale Interessenverbinde

1 9 Datenschutz

[ Process Handling

[ Initiated Processes

3 Trash

1 My Resubmission all

E

;

E

o
;
t
o
;
o
o
;

| Resubmission tomorrow
| Resubmission till today
1 Resubmission all

% Standard Query
«i* Extended Query

= Saved Queries

HaEssLER [

DoRIS® Document manzg

ntand business p ent  DoRIS Webclizn 7,0.32 A

Main screen with folders in the tree view (left sids) and its results shown in the list view (right sile)

DoRIS® Webclientll



DoRI® Webclient

Folders of the Main Screen

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

folder In this folder you find...

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

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

Initiated Processes ... all process files, that you have initiated by yoself.

Trash ... removed documents, files and process files. Yoancrecover or
finally delete these records, presumed you have thaccording rights.

Resubmission ... all documents, files and process files for whicihresubmission is
appointed. A resubmission is generated in tadOrder”  of

Different resubmission folders documents and files.

are described as follows The resubmission folders differ in date of resubmision and in the
person responsible — for all users or for you (as WResubmission).

My Resubmission — till today ... all documents, files and process files for whichresubmission
until today “s date is appointed for you.

My Resubmission — today ... all documents, files and process files for whici resubmission
with today “s date is appointedfor you.

My Resubmission — till tomorrow ... all documents, files and process files for whiclresubmission
until tomorrow’s date is appointed for you.

My Resubmission — tomorrow ... all documents, files and process files for whici resubmission
with tomorrow’s date is appointedfor you.

My Resubmission - total ... all documents, files and process files for whichresubmission is
appointed for you.

Resubmission — till today ... all documents, files and process files for whici resubmission
until today’s date is appointed.

Resubmission — today ... all documents, files and process files for whiclresubmission
with today’s date is appointed.

Resubmission — till tomorrow ... all documents, files and process files for whici resubmission
until tomorrow’s date is appointed.

Resubmission — tomorrow ... all documents, files and process files for whiclresubmission
with tomorrow’s date is appointed.

Resubmission — total ... all documents, files and process files for whicih resubmission is
appointed.

Standard Query ... the results of your performed standard query.

Extended Query ... the results of your performed extended query.

Saved Query ... queries saved by yourself and queries saved ardeased to you by

another user.

Note to My Resubmission in upper table

NOTE

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

Order of the tab “Order” the appropriate date and the
according user (in this case: you) as registrar.

DoRIS® Webclient12



DoRI® Webclient

Icons and their Functionsof Database ‘creen

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

Icon Function

4 create new file

create new proces: file
perform standard query
perform extended query

edit list of deputies

g b PO

link to webpage of DoRl.
DoRIS help

opensDoRIS Administration

2

!

@ modify result
&

B

change password

log out

Context Menu

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

-] Initiated Processes
-~ Trash
] My Rest
-
-
-

| Resubm
| Resubm

Mew Standard Query
| Resubm MNew Extended Query

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

DoRIS® Webclient13



DoRI® Webclient

List View

The list view (right side) of the main screen disgys either results of any query or the content of dolder
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 meeéyour own
needs: either select an already existing view by ght click on
the table header or create a new viewi: .

(see Managing Views of FoldersManaging Views of [1.42)

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. 97.

DoRIS® Webclient14



DoRI Basics: Filing Plan, File, Document, Process

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

Filing Plan as Electronic Directory Structure

The electronic filing plan corresponds to the alredy available and used filing plan. This filing plarshould
be valid for all organizational units in order to legister and file all records with DoRIS

DoRIS Records
DoRIS records comprise of electronic files, electronic @cuments and electronic processes files.

Electronic File

The electronic file is the logical layout of yourifing-application and it is comparable to a documert
folder. Indeed, an electronic file is like a papdile with documents enclosed. These documents areiled
using the same generic term (e.g. department, refeence number, subject etc.) though may differ in
content or reference. With these metadata it is vey easy to find files.

Electronic Document

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

Electronic Process File

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

DoRIS® Webclientl5



DoRI®-Files

DORIS FILES

On the initial level of the filing plan in the tree view of the database you find DoRISfiles, displayed in the
list view on the right side of the screen. To opemny file, just click in the list view the file of hterest and a
pop up window shows its data, organized in differert tabs.

[ @ File 101,011 Nr. 99359 - Mozilla FrcroX Y . 9 e
Il #  locathost/webclient/cust/ tWiews 83 ecdd B0 o
File 99359 aas K w 49 & @B

meocuments | Order| Release | Status | Archiving | Process File | Message | |

| Reference Number |
Reference Number 1.01.01-1 |
File Number (1.01.01 o
Additional ] '
| Serial No. |1

File

Content Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle

Comment Fur Projekt 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 taletermine a reference number!

The reference number of a file is composed of fixe@nd 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 isw@omatically generated and displayed in tab“File”.

DoRIS® Webclientl6



DoRI&-Files

Icons and their Functions of Fle-Screen

Applying these icons you have direct access to ofteused functions.

Icon

Function

unlock file,

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

remove file into trash

copy file

new document for selected file
print file

Show previousrecord

Show nextrecord

show database screel

PDFExport of file

close file

DoRIS® Webclientl7



DoRI&-Files

Overview of Tabs

Select any file and its detailed information are slown 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 DoRISrecords are locked for (unintended) changes. If
you want to edit any file, you have to unlock & firs

NOTE

Following screenshots are shown in unlocked state.

DoRIS® Webclient18



DoRI®-Files

Tab File

Intab “File”  the reference number and its related figures, likdile number and additional characters,
are displayed. You also receive further informatiorabout the file regarding its Content, Location

or the 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
= P - sl s T
File 99359 Gaa3d ¥ B 8 ¥ 25 B
muocments | Order | Release | Status | Archiving | Process File ‘ Massage | |
Reference Number
Reference Number [1.01.01-1
File Number [1.01.01 |
Additional |
' Serial No. 1
|| Fite
| Content [Akte Rechnungswesen. Rechnungsverwaltung+Kontrolle
| |
Comment FOr Projekt 4711
Location BucHHa'I'i:ung, Schrank-B
MNotes brojéktabiage
Access KL1
Capture Date 07.07.2006 ...

Paper [
|
E Fertig
i . =i
Tab File

DoRIS® Webclient19



DoRI&-Files

Tab Documents

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

Tab Documents

DoRIS® Webclient20



DoRI&-Files

Tab Order

In tab “Order” resubmissions, orders, and location of volume arerganized. Due to the function of the
table, more than one date for resubmission is possile. Depending on your input, the file is automatially
listed in the corresponding folder of resubmissionand therefore easily accessible. Settled listingsan be

deleted

Tab Order

DoRIS® Webclient21



DoRI&-Files

Tab Release

In tab “Release” you will find a list of given access rights regarihg the selected file.

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

Tab Release

DoRIS® Webclient22



DoRI&-Files

You could either type in the user name or select ifrom the user directory

User Directory

Select the user you want to permit access to the k& from the directory list Available Users Jfa
user was previously selected, its username will adrady be displayed in the fieldSelected User

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

DoRIS® Webclient23



DoRI&-Files

Tab Status

Tab“Status”  provides information of changes in state of the séected file:

Last Modification — when was the file changed by wlom?
Deleted — when was the file removed into Trash by Wwom?
Reassignment — the previous reference number is ddayed.

Tab Status

DoRIS® Webclient24



DoRI&-Files

Tab Archiving

In tab “Archiving” you determine the information about selection and archiving.
The default setting of some fields is according ta¢he guidance of your organization, which was alreag
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 andarchiving in the gray-colored fields.

After reassignment of a file it is traceable by theLegacy Reference Number . In sectionLegacy
Data you find information about import of data from oth er systems.

Tab Archiving

DoRIS® Webclient25



DoRI&-Files

Tab Process File

In tab “Process File” you find a list of all corresponding process file®f the selected file. You can
either navigate in this list or create new procesdiles

Tab Process File

DoRIS® Webclient26



DoRI&-Files

Tab Message

It may occur that the assignment of a file in the fling plan has to be changed or data of existing fies
have to be edited (see Editing and Completing FilBata p. 33).
In tab “Message” each step is logged and the protocol is shown untithe file is closed.

Tab Message

DoRIS® Webclient27



DoRI&-Files

Creating Files

There are two ways of creating new files: with or vithout navigation in the filing plan

Blue-framed fields are mandatory fields!

note

For navigation between fields you can either use th keys
and 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. Enter the file number in File Number  or browse within the filing plan  : Navigate in the
structure or search for a specific description withn the filing plan. Either apply the wanted file

number by double click or using the icon

4. Describe theContent of the file.
If applies, enter more data into the available fietls and tabs.
6. The default setting of the field Capture Date s the date you created the file, though could be

changed any time.

o

DoRIS® Webclient28



DoRI®-Files

New File

DoRIS® Webclient29



DoRI&-Files

Creating new Files With Navigation in the Filing Pan

1. Inthe tree-view of the database choose the foldefFiling Plan”. Navigate to the needed
order criteria and therefore to the corresponding fle number.

2. Mark the required level and open a new file

Tree view of database with folder Filing Plan openg

DoRIS® Webclient30



DoRI&-Files

note

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

Enter the information that meet your needs in the gopropriate fields of the different tabs,
considering the field Content  as mandatory.

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

Thus, before you create a new file  you have to st the
required level in the file structure.

DoRIS® Webclient31



DoRI&-Files

Saving New Created File

To prevent loss of data either save~* your data induo a new file or save your changes of an existing
file.

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

DoRIS® Webclient32



DoRI&-Files

Editing and Completing File Data

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

According to your authorization you have or have nbthe right
to edit each field.
If you need any help, please ask you system-admirtiator.

(]
—
@]
c

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

2. Unlock the file & .

3. Choose the according field and make your changes.

4. Save your changes

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  (behind File Number ).
A pop-up window displays the filing structure.

4. Select the file level in order to determine the newfile number and thereby assign the file to the
corresponding file number. Double-click on this leel or
5. Save your changes ™+

If the file includes any documents, each step of th
reassignment is recorded and the protocol is showrin tab
“Message” until the file is closed.

Q
)
o
<
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DoRI&-Files

Deleting Files

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

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

How to remove files into Trash :

1. Open the file.

2. Unlock the file & .

3. Remove the file intoTrash &

4. Once you confirmed the action , this file is removd into Trash

5. If there are still documents assigned to the seleatd file, they will be deleted within the process of
deletion by confirming the following message.

6. Afterwards remove the file into Trash 3.
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Restoring Files

You need to restore files fromTrash ?

1. You need specific rights to restore files fromTrash .

2. Select the files inTrash .

3. Open the files with a single click.

4. Unlock file @ .

5. Change to tab“Status”

6. In section “Deletion”, restore the file fromTrash . The information about deletion is erased.
7. Save your changes”* .

8. Close the file & |

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 ght click on the file in the list view and selectprint

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

Print preview

You have different options for the print out.

Printing settings

Initiate the printing process and you will receivea printout of the file at the selected printer.

Close the application @ .
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DORIS DOCUMENTS

Structure of DoRIS Documents

To open any DoRIS document go to tatbocument”  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 DoRISdocuments is organized in different tabs:

Document
Order
Release
Status
Image
Original
Preview
Process File
Full Text

Saved DoRISrecords 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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note

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

Depending on the kind of records, they are either gached in
tab “Image” or tab“Original”:

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

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

Records that are deposited on talfOriginal” are
automatically converted by the so called ConvEx-Ag# into
the long-term storage format (pdf or tif). Therebythe record is
a permanent part of an electronic file and can be ead without
the original application. In addition, the record 5 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 ComEXx-
Agent can be subsequently supplemented

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

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

DoRIS StartUp is neither provided with the ConvExgent nor
with the OCR-Agent, both can subsequently be supplaented.
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Icons and their Functions ofthe Document Screen

Applying these icons you have direct access to ofteused functions.
Icon Function
unlock document,
before you can edit a document, it needs to be unlcked
savedocument
copydocument

remove document into trash

Ly rint document

A P
show previous record
show next record
image application

open correspondingimage, saved as “long-termstorage” format, e.g. pd!
text application

open coresponding original document
show corresponding file
PDFExport of document

show database screel

closedocument
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Tab Document

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

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

Tab Document
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Tab Order

Tab“Order” displays information about:

Resubmissions information regarding electronic or @per 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 beclassified “resubmission” in the tree view of the
main screen (e.gresubmission till today ).

Tab Order
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Tab Release

In tab “Release” you will find a list of given access rights regarihg the selected document.

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

Tab Release
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You could either type in the user name or select ifrom the user directory

User 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 usernameilvalready be displayed in the fieldSelected
User .

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

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, changedsealed, or removed?

Tab Status
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Tab Image

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

for displaying . Alternatively, look at the recordising tab “Preview”

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

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

If you want to exchange the record on tab‘lmage” , attach the new document e.g. by “Drag & Drop”.
Once you save”+ the changes the records are exchargjeView the history of the formerly attached

records and if applies add comments to the differat versions.

History of attached records in tab Image

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

Please note!
Please save the document and your activities will b 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 apprgoriate application for displaying

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

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

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 argahanged. View the history of the formerly

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

History of attached records in tab Original

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

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

Scanned documents that you can find in tab‘lmage” are shown in Tab*Preview”

Tab Preview
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Tab Process File

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

Tab Process File
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Tab Full Text

The plain text of the attached document you can sedn tab “Full Text” . This feature is only
available in the VersionDoRIS® Professional and DoRIS® Individual

Tab Full Text
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Registering a New Document
o Blue-framed fields are mandatory fields!
o
=

For navigation between fields you can either use th keys
and or directly select a field.

You need to register a new document?

1. Open the file you want to attach the new document to

Select tab“Document” and click or the icon__ . The entry form for new

documents is shown.

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

Entry form “New Document”
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Saving New Documents

To prevent loss of data either save~* your data induo a new document or save your changes of an

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

have to save again.

Editing and Completing Information of Documents

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

Either: starting from the tree view of database, sarch 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 neededdocument in tab “Documents”.

Further proceeding:
1. Unlock the document & .
Make the changes in the various tabs of the documen

2
3. Save your changes™*
4

Close the document & . If you have not saved the doeoent yet, you will be asked if you want to save

it now.

Request to save changes to the document
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Reassigning of Documents

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

1. Select the document to be reassigned.

Unlock the document &
3. Intab“Document” , either enter the number of the file the documentshould 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

n

4. Save your changes”* and close the documerE3

Now, the document is reassigned to the new file.
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Deleting Documents

Would you like to remove documents intoTrash ? Documents which are located infrash can be
restored or permanently removed by authorized usernly (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 accating rights, if needed.

How to remove a document into Trash :

1. Open the document.

2. If necessary, unlock the document®

3. Remove the document intoTrash %,

4. Once you confirmed the removal , the document is nmoved into Trash .

The document will be removed from file
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Restoring Documents

Would you like to restore documents fromTrash ?

You need specific rights to restore documents fromlrash .

Select the document inTrash .

Open the document with a single click.

Unlock document & .

Change to tab“Status”

In section “Deletion”, restore the document fromTrash . The information about deletion is
erased.

Save your changes™* .

S e o

~

8. Close the documentﬁﬂ .

Tab Status
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DORIS PROCESS FILES

Structure of DoRIS Process Files

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

On the next pages following tabs are described:

Process File

Records

Protocol
O  Saved DoRISrecords are locked for (unintended) changes. If
8 you want to edit any process file, you have to unlok  first.

In the following screenshots the process files arshown in
unlocked state.
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Icons and their Functions of Process File-Screen

Applying these icons you have direct access to ofteused functions.

Icon Function
attach DoRIS documents by dropping

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

remove process file into trash
create new document

't:'.“.’_‘\ print process file
show previous record
show next record
show main document
save workflow as template
PDF-Export of process file
Show database screen

close process file
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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 workflav, including the actual status of the process (whit is
also colour-coded). In this tab you can as well edihe workflow as start, forward or file a process.

Tab Process File
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Tab Records

Tab“Records” shows the assigned records at a glance. With rightlick in the list of records you can
choose in the menu if you want to open any recorddefine as main record or remove it.

Once you defined a record as main record it carrigbe letter “H” in the icon . If the main record
contains any “original” or “image”, you have directaccess to them using the icon . In case there is

only one document assigned to the process file, yogan open the “image” or “original” without
prior defining the document as main record.

Tab Records
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Tab Protocol

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

Tab Protocol
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Handling of Process Files

In a paper floating file, documents are combined toone process file. It may also occur that a floatig file
and thereby the process file contains only one doament. 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 othein
general, all instructions for the recipients are maked handwritten on the first document; these
statements may be called order. The recipients qua their actioned stamp handwritten with date and
signature on the document, too.

Electronic process files work similar compared to @aper floating file:

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

Despite these common features, electronic processlés in DoRIS® have some major advantages:

The electronic version encloses both, documents anfiles.

The information of the workflow and actioned stamps are saved in a separate procedure-document.
For documentation purposes, this document may alsde filed away in the corresponding file.
Furthermore, in tab “Process File” each document tga link to all process files it is part of.

Technically, the document of the process file doerot contain copies of the records or even the recals
themselves. It just provides links to the correspoding documents or files in order to prevent numerows
versions of one record.
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Sequence of Handling Process Files

DoRIS Process Files find versatile application:
static business processes
dynamic, open business processes
~Spontaneous” business processes worked on at shomotice 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 approvalof internal documents

At least these steps are necessary to complete a@eess 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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Initiating a New Process File

Before a process file can be initiated it has to bereated 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
Unlock file or document.
In tab “Process File” of a file or document open the entry form for a nev process file

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.

The default setting of the field Access is according to a field ofDoRIS® Structured Storage.

The reference number and the content are also setyodefault if the process file is created from a fi¢
or document.

Fill in your information, considering that the blue-framed fields are mandatory.

Define a workflow (see next chapter).

Creating a new process file
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note

Blue-framed fields are mandatory fields!

For navigation between fields you can either use th keys
and or directly select a field.

The field File Number isnot a mandatory field;
therefore a process file can be initiated without
assignment to a file number. Especially for registars, this
could be an asset during processing of incoming mai

At the latest, a file number has to be assigned one the
process file is put on file.
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Defining a Workflow

With a workflow you define in which sequence whichaction 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 ofthe workflow:
either type in the user name or select it from theuser directory

User Directory

Select the user from the directory listAvailable Users . If a user was previously selected, its
user name is displayed in the fieldSelected User

n

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

4. If more users should take part in this workflow, adl new lines and redo the assignment of
actions. Additional lines will be added at the botbm of the list.
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In case you have just defined a workflow that willbe used

note

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

In order to use a template, select from the list ofworkflow

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). Commadly
used actions are already defined in the applicationCustom-made refinements may be applied — if
desired.

Action Possible Answers Comments

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

processing OK, reject The listed person is in chaggf processing

statement OK, reject The brief statement to the pocess file can be entered in
the comment-field

co-signature co-signature, reject The process filaas to be co-signed, possible brief notes
can be entered in the comment-field

sign-off OK, reject With this action, the procesdile has to be signed-off at

the end the processing; usually, it takes place befe the
action “put on file”. Possible brief notes can be Btered in
the comment-field.

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

put on file.

file away OK Close process file

end of circulation OK Where required, the file withthe reference number of the
process file is attached. Afterwards the processl 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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Starting a Process File

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

workflow and the button will be deactivated. If you have ot defined a workflow yet you will
be asked to do so, before you can start the process

Information message

The process file is located in your foldelnitiated 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 faler 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-mé
notification. As soon as this user completed the alsed for action, the process file is forwarded alonghe
defined workflow.
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Editing a Process File

In the folder Initiated Processes of the tree view of the database you find all ownprocesses
and you may track them. Once a process file is st&d, it is located in the folderProcess Handling
(tree view of the database) of the user being nexto 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 foldeProcess
Handling . Once you edited the process and completed your on, use the lower left button to

forward it along the defined workflow. The button is labeled according to active action, e.g.
or just . You could also add comments or -if neceasy- alter the workflow.

Whenever you need to interrupt the process for a cgain reason, just send it back to the initiator
. In this case it may be very helpful for further pocessing 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 initiata. The
initiator files the process file away or assigns ito a file number and puts it on file.

Example of editing a process file: notice
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Example of editing a process file: rejecting with @ding a comment

The workflow is coded by colours to see the statuat 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 conclugon and then click the buttons!
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Additional Process-Steps

Attaching or Deleting Records to Process Files

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

1. Search for the document or file you want to attachto:
you will easily find them with a standard query oran extended query. Alternatively, you can open the
file, which contains the document, shown in tab“Documents”.

2. Open the process file you want to attach the record to.

Unlock the process file & .

4. 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 ™+

w

6. Close process file

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

you assigned them to the process file by savin¢-+ .ferwards the documents are removed from the
“Drag & Drop”-list and are shown in the upper listof the attached records.

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

1. Unlock process file @ .

In tab “Record”  position the pointer on the record you want to remove.
With right click selectremove .

Save your changes ™+

o prwbd

Close process file

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

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

The process isiot started yet — just defined and saved.

Deleting Process Files

You can remove process files intdrash . Process files which are located in trash can bestored or
permanently removed by authorized users only (in ap case: system administrator).

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

How to remove process files intoTrash :

1.

2.
3.
4

Open the process file.

Unlock the process file & .

Remove the process file intol rash .

Once you confirmed the message with , the processlé is removed intoTrash .

The process file will be removed from the file

DoRIS® Webclient72



DoRI$ Process File

Restoring Process Files

Would you like to restore process files fromlrash ?

You need specific rights to restore process filesdm Trash .

Select the process file in the trash folder

Open the process file with a single click

Unlock process file @

Restore the process file fronTrash . The entry about deletion is erased.
Save your changes~*

N ook wdhE

Close the process fileﬁﬂ

Restoring a process file
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Special Functions within a Workflow

Simultaneous Delivery and Processing

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

For this simultaneous procedure the process file haito be available for different persons at the same
time. Therefore, the same step is entered in the DRIS workflow for the different persons. The otheriélds
are filled in accordingly.

After the workflow is defined and started, the perons with simultaneous delivery receive the proceséile
at the same time in their folder Process Handling . Only afterboth responsible persons have
processed and approved the process file it will béorwarded.

Process file with simultaneous delivery
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Rejecting Process Files

The recipient can reject an action for different rasons, e.g. a process file was misrouted and the
department or the person in charge is not responsike for it:
The management receives a process file regarding d@ifferent business process they are usually
responsible for and rejects it. The initiator — irthis case the employee of the mail office — is notied
about the rejection, changes the workflow and initiates the process file again
The head of department accidentally misroutes the pocess file:
Employees recognize that they are not in charge ahis process file but their colleagues. They can
either reject the process file and send it back tohe initiator or (to accelerate to procedure) theycan
extend the workflow by the colleague’s name and foward it directly. In the

latter case the head of department receives the proess file for notice and the colleague for processg.
In both cases comments should be added.

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

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

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

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

You might install a resubmission in order to monitar 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 eny in the folder My
Resubmission all . Depending on the due date the process file may bshown in Resubmission
until today or Resubmission until tomorrow and My Resubmission until

today orMy Resubmission until tomorrow respectively.

Thus, you receive a list of all processes with dugate of today in your folderMy 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 foldr 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 emy in
tab “Process File” as a status-note. Further information is noted acomments on tab

“Records” . Intab“Protocol” all actions regarding this process are recorded.

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

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

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

Search for documents or files:

STAR

S ——

Selection in filing plan
or any other folder of
the database

Search by Standard
Query’ +

1

1

1

]

]

|

|

A 4

v

optional: save a quer

Search by Extended
Query’ +

1

1

1

]

]

|

|

A 4

v

optional: save a quer

Retrieval of saved query

A 4

v

optional: edit or delete a
query

y
optional: print summary list

Completed
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Icons and their Functions of Querie

Applying these icons you have direct access to ofteused functions.

Icon

Function

start query

save query

logical AND

logical OR

logical NOT

last character of the basic term of a query
show vocabulary

PDF Sync

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

show Previous page

show Next page

scroll to last page of lis
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Standard Query

With this feature you will find very easily all re@rds, which meet the requirements of the query. Quees
are stored and retrieved when required. You will fid them in the folder Saved Queries in the tree
view of the database.

See howDoRIS®Webclient  finds the records you search for:

Q
)
o
o

In the tree view of the database either right clickand choosenew standard query or standard
query in the menu, select the folderStandard Query , or in the right side of the main screen
choose tab“Standard Query”

The entry form of standard queries is displayed. Othe left side you find drop-down menus of the
categories and on the right side fields to enter sarch requirements (of the left chosen category).
Enter your search requirements for the query:

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

Within one category you can combine various critea according to Boolean algebra — us® (logical
AND), (logical OR) an? (logical NOT).

Different categories (selected on the left side) a& combined with a logical “AND”.

You want to combine different categories with the logical “OR
(e.g. content of document or keyword is invitation
Please apply an Extended Query.

Entry mask of Standard query
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4. If you want to save this query, click=+ first, therfill in the data in the appropriate fields:

Nameof Query ,Description , if appliesRelease to user orRelease to OU
(organizational unit).
Once you saved ~* or - the query, it is shown iBaved Queries > My Queries

and can be used until it is deleted.
5. Start the query -Y,O , or

Name and description of saved standard query
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DoRIS Query-Features

DoRIS provides two features, which can significantly eas 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 wilbe filled automatically.

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

note
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Vocabulary

In the vocabulary a variety of words is listed foeach category. Using this feature, you select theesarch
criteria from predefined terms and thereby preventdissimilar spelling or phrasing for the very same
issue.

How to use the function of the vocabulary:

1. After you chose a category in the entry form of thequery, position the curser in the according field
for the search criteria.

2. Open the vocabulary -

3. Inthe top drop-down menu you see the chosen categry and the list displays its related
vocabulary. If necessary, you can select anothertegory.

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

5. The entry is applied and the window of the vocabulay automatically closed.

Vocabulary

The language of the terms in the vocabulary depend®n the language used in DoRIS, here: German. That
means the language with which the user types in thefields, like incontent of files etc.
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Extended Query

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

Would you like to create an Extended Query?

1. Either right click in the tree view of the databaseand choosenew extended query orextended
query in the menu or choose the tab*Extended Query” in the right side of the main screen.
2. The entry form of the extended query is displayed.

Entry form for extended queries

3. Enter your search requirements in the text field (nmiddle of the window):
With the pull-down menu you select the category andadd its term in the text field. To add
search criteria of the selected category, you couldither type them directly into the text field or use
the vocabulary - (see Vocabulary, p. 83).

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

5. If you want to save this query, click=* first, therfill in the data in the appropriate fields:

Nameof Query ,Description , if appliesRelease to user or Release to OU
(organizational unit).
Once you saved ~* or - the query it is shown iBaved Queries > My Queries

and can be used until it is deleted.
6. Startthe query & ,<® or
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Entry form to save an extended query
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Saved Queries

In Saved Queries  you will find queries for reapplication. Divided nto various subfolders, there are
your own saved queries, as well as queries of otharsers, 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 sufolder.
Deploy any saved query — its updated result will béisplayed in the list view.

Result of a saved query
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Editing Saved Queries

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

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 inbold letters.

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

3. Edit the search requirements. With the pull-down menu you select the category and add its
term in the text field. To add search criteria of he selected category, you could either type them
directly in the text field or use the vocabulary - b copy terms in the search criteria (see Vocabulayy
p. 83).

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

(+] (logical AND), (logical OR) ar® (logical NOT).
Brackets are inserted by your keyboard.

5. You may also change the fieldNameof Query ,Description , if appliesRelease to
user orRelease to OU (organizational unit).
Save your changes >
You could directly start the query f & or

Edit query
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Archiving Saved Queries

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

Please Note!
You can just archive your own queries!

Follow these steps to archive your own saved querge

1. GotoSaved Queries and subfolderMy Queries

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

3. With right click you open a menu and selectrchive query

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

Kontext-Menu for editing saved queries

Info-message of archiving queries
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Activating Archived Queries

You can deploy archived queries directly from archie.
Though you need to use an archived query more freqntly again? Just activate an archived query again
and thereby re-locate it in the subfolderMy Queries

Go toArchived Queries

Click on the query you want to activate. Now it ishown in bold letters.

With right click you open a menu - chooseactivate query

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

bl o

Info-message of activating queries
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Deleting Saved Queries

You can delete your own saved queries. If you wamb delete archived queries you have to activate thm
before.

Please Note!
You can only delete your own queries!

Navigate to folder Saved Queries , subfolderMy Queries

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

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

pPwWDDPE

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 setof
results. The total requirements can be composed by set of partial requirements which are connected ly
logical operators.

Each requirement is described by the basic structr

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

with:
<category> Name of category
<term> term to be searched for
terms can be abbreviated with wildcards (see Wildceds, 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 cagory. Between single elements of the query you
could insert a blank character. The basic structurés always closed with a semi-colon. For the elemés in
square brackets, they are optional and the contentould be as often repeated as you like.
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Please Note!
The general hierarchical rules for the analysis oéirithmetic expressions do not apply in DoRIS You
have to manually determine the sequence of the anaysis of arithmetic expressions with brackets.

Example

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

which contain the term “Frankfurt”.

location : Frankfurt + Mainz;
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 wit 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 thebasic structure and multiple basic structures to me
another. For the latter case, you can only apply #hfollowing operator:

+ , #.

Some logical operators may provide different resuls, depending on the database-management-system
deployed. For MS-SQL and ORACLE these listed Idgiperators 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 phrasefahe query. There is a total range of 100
characters -50 to the left and 50 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 thequery. Suitable to find families of words,
conjunctives or plurals
e.g.&to have would give the result: to have/have/has

@ Finds terms with a thematic reference to the phrae of the query.
e.g. ORACLE database management system:
@ (automovive) vehicles = car, truck, motorbike
Example

location : Frankfurt + Mainz;
As a result, you receive all documents, which conta in the category “location” the terms “Frankfurt” and

“Mainz” simultaneously.

location : Frankfurt; + name : Miller;
As a result, you obtain all documents, which contai in the category “location” the term “Frankfurt” and

in the category “name” the term “Miller” simultaneo usly.

location : Frankfurt, Munich;
As a result, you receive all documents, which conta in the category “location” either the term

“Frankfurt” or “Munich” or both simultaneously.

location : Hamburg # Berlin;
As a result, you obtain all documents, which contai 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 tadetermine ranges for your queries.

Comparison Explanation

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

You can link numerical and alphanumerical values odates with comparison operators.

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

Example

Income : < 1200;
The result of the query comprises all records witlhe value in category ,income* less than 1200.

Income : <= 1200;
The result of the query comprises all records witlihe value in category ,income* less than or equal®
1200.

Date : 19.01.1997 <> 26.02.1997,
The result of the query comprises all records witldates in the category “date” later than 19. Januarg997
and earlier than 26. February 1997.

Name : Miller <=> Schulz;
The result of this query comprises all records witldates in the category “name”, that are in alphabeical
order after or same as “Miller”and before or same as “Schulz”

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

For instance: if a category is defined with alphanmerical
sorting the entry “90“ is greater than the entry “2000" since in
an alphanumerical sequence the sign “9” is sorted #er “2”.

note
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Brackets

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

Brackets are solved from the inside to the outsidewhich means phrases of the lowest level are analye
first.

Example:

content : chancellor + (Schroeder , Merkel);

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

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

Searching trough Tables

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

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

Example:

{language : English; + grade: excellent;}

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

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

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

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

You want to search for a term; however you are noguite sure about the whole phrase. In this case
please use a wildcard either in front (e.g. *omput8, in the middle (e.g. co*er) or at the end (e.gom?*).

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

note

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

Example
Comput*

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 carsort 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_[asc | desc] [..]]

with
<category_1> first category to be sorted
<category_n>  next categories to be sorted

asc Sort ascending

desc Sort descending
9 There is a maximum of eight categories to be sortedlIf the
= direction of the order is missing @sc ordesc) , it will

automatically be sorted in ascending order.

Sorting operators can only be applied in extended geries.

Example:

income : <2400; order by Name desc

This query selects all records with a value in cagory ,income* less than 2400.

In addition, these records are sorted in descendingrder by the category “name”.

DoRIS® Webclient97



Queries in DoRI®

Excursion to Boolean Algebra

The logical basis of the queries is the Boolean addpra, which describes the linkage of truth-valuesThe
truth-values could either be TRUE or FALSE and mag linked by logical operators AND, OR or NOT (¢S i
negation).

Here you find some basic rules:

Links with logical AND-links are:

The result of a logical AND-link can only be TRUEeach part is TRUE

Links with logical OR-links are:

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

Links with of negation are:

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

Search for all documents which were sent in by Mib#r and Krause.

Translated into Boolean algebra, this case is desbed as:

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

And the according query reads as follows: URHEBNAMtuller, Krause;

You could also search with the standard query:

Example case
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Query-Overview

Wildcards

For a missing part of a query-term apply a wildcard * “ :

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

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

example

front *mputer
middle Co*er
end Comput*

L

o

=
Logical Operators
linkage Operator icon
logical AND + @
logical OR ,
logical AND NOT #

Comparison Operators

example

Computer + PC
Computer , PC
Computer # PC

Comparison Operator  Explanation

< less than

> greater than

<= less than or equal to

>= greater than or equal to
<> greater than and less than
<=>
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Query by dates

Query by the means of a ...

... certain day

... period which isfter a certain date

... period which isfter or exactly on a

certain date

... period which ibefore a certain date

... period which ibefore or exactly on a

certain date

... limited period

without consideration of stated dates

... limited period
with consideration of stated dates

The format for dates is:dd.mm.yyyy

Query-entry
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 ... towithout limits/
greater than or less than stated
dates

period from ... tojncluding limits/
greater than or equal to and less
than or equal to stated date
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Example Case

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

Please note that results of queries depend on youwsccess
rights. Results of other users may differ accordingo their
access rights.

Q
)
(@)
c

Example Casees: Using Standard Queries

Example 1
Search for all files with the reference number “1.0.** and the file-content ,Mummelsee“.

Example case for a standard query

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

Result of Standard Query

DoRIS® Webclient102



Queries in DoRI®

In the list of results, open any entry for editingor viewing.

View of file, opened in the list of results of thequery
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Example 2
Search for all files with the file-content “Bestelungen” though NOT “Rechnungen”.

Example of NOT-linkage

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

Result of NOT-linkage

The standard query “Bestellungen” is performed wittout NOT-linkage (NOT “Rechnungen”) for
comparison reason. In addition, one file with the erm “Rechnungen” is found (ref. no. 1.01.04-1).

Result of standard query
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Example 3
Search for all documents that were received betweer91.07.2006 and 01.07.2007.

Example of a query by date

Result of a query by date
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Example Case of Extended Queries

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

Example of an Extended Query

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

In general, when you work in your office you are amected to the server and therefore have access tall

files.
Imagine you are on the road — on a business tripjding a train, at a customer’s office or having a
meeting in another government agency. In this casét 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 aelectronic copy with

you, e.g. on your laptop.
Henceforth, you have access to the files anytime, herever you happen to be working.

Synchronizing Files

If you want to create electronic copies of files, alect the files of interest by a standard or an etended

query.
The Example shows a standard query for the referemcnumber 1*.

Standard Query

Please download the data and save the filDFSync.jnlp  at a chosen location on your PC,
e.g. your desktop.
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Whilst downloading the file PDFSync.jnlp  please select
“save file”. If you would have selected “open with*you would
finally receive an error message.

Open the file PDFSync.jnlp  with a double click and a window for proceeding p@s up.
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Before you can start the synchronization of the fiés , you are asked to enter your password again.

Immediately after you entered your access data, theynchronization starts and the following message $
displayed.
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View of Copied Files with its Documents

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

Further queries, settings or changes can be perfored with settings

Anyhow, you could always start a query directly ilDoRIS with
- for description see above.

note

To perform a query by means of settings , please ¢er the according data in the fieldsname
(Name andquery (Abfrage ). In the field PDF-directory (PDF-Verzeichnis ) you can

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

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

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

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

The administrator can edit the PDFSync.jnlp file directly

o
o i
c Via editor.
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EXAMPLE CASES

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

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

Accessibility tools for usernames, e.g. in the colan Whoof a
workflow:
Either you directly type in the username in the appopriate
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

user directory

Select the user from the directory listAvailable Users L f
a user was previously selected, its username is alady
displayed in the field Selected User . Apply your selection
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Incoming Mail — Initiating Processes

Here you are shown how incoming mail is sent by thecentral mail office or in any office that handles
incoming mail to the respective departments. The dstribution of the mail is handled with a process fie.
Regardless of further processing the first step o& process is the registration of the incoming mail.It
does not matter if the incoming malil is registeredas described in this example or due to high volumef
incoming mail by batch scanning.

Initiating processes — mail office / registry

The registrar, Mr. Rot, works in the mail office ad creates a new process file
He fills in the appropriate fields, considering thefield content as mandatory; whereas a reference
number has not to be added yet. Furthermore, Mr. Ralefines a workflow: he adds the secretary of the
department in charge, Mr. Cramer, and assigns theaion “forward” to her. Finally, he attaches a
document:
Either he creates a new document
A window to register the document pops up. Mr. Reenters the dates of the document, considering
the content as mandatory again - if applies, the catent may be the same compared to the process file.

Afterwards he attaches the document by scanning intab “Image” and saves -+ his changes.

new document
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tab image

Or he attaches on tab “Records” of the process filthe electronic document by “Drag & Drop”. Once

Mr. Rot saves the process filiZ+ |, the documents aremoved from the “Drag & Drop™-list to the upper
list of attached records.
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When Mr. Rot is ready defining and entering data, & initiates the process

The registrar initiates a process and sends it foiorwarding to the person responsible
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Mail Distribution and simple Handling of Processes

In this example case you are shown the steps of paessing of the registered mail all the way to the

person responsible:

As described above the incoming mail is registerednd processed in the central mail office. The recdss
are forwarded by a process file to the appropriatelepartment. Here, the secretary informs the head of
department and engages the person responsible to eill the process file.

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

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

Folder Process Handling of the person being next ithe workflow

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

She adds new lines in the workflow , enters Mr. Seharz (head of department) for “Notice” and
assigns “Processing” to the person in charge, Mr. ¥gner. 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. Craner
assigns “put on file” as the last step of the workfow to herself.

The default setting of the field Presentor is the name of the registrar, here: Mr. Rot. A regted or fully
processed process will be sent back to the initiato(as shown in the fieldPresentor ). Now Mrs.

Cramer changes the name of the presentor in orderd receive rejected or fully processed process filey
herself.

Extending and forwarding process files
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Notice — Head of Department

The head of department, Mr. Schwarz, finds the praess file in his folderProcesses Handling ,
furthermore he receives an e-mail message about thencoming process file. After he noticed the proces

, it will be automatically forwarded to the personresponsible, Mr. Wagner.

Notice
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Example Case

Processing —Person Responsible

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

process file along the defined workflow

Processing by the person responsible

Put on File - Secretary

At the end, Mr. Cramer puts the process file on f. At the latest at this point of processing Mrs. @mer
assigns a file and the corresponding reference numér to the process file.
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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 oh process file:
As described above the incoming mail is registerednd processed in the central mail office. The recdss
are forwarded by a process file to the departmentn charge. However, the secretary rejects the proces

file.

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

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

Folder Process Handling of the person being next ithe workflow

Mrs. Cramer rejects the process file since her depanent is not responsible for the industrial area
“Bump- Hill". She adds a comment in order to informMr. Rot about the responsibilities. The Procesddiis

returned to the registrar (and presentor) Mr. Rot.
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Rejecting a process file
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Re-Starting a Process File— Initiator of the Procesile

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

the process file and sends it to the department reponsible.
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note

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

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

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

Forwarding the process file to the person responsile and informing the initiator
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Mail Distribution and Rejecting during Process Hanéing

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

In the central mail office the incoming mail is regstered and processed as described above. The redsr
are forwarded by a process file to the departmentn charge.

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

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

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

Folder Process Handling of the person being next ithe workflow

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

Mrs. Cramer defines the workflow accordingly. Befar she starts the process she enters herself as
presentor.
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Extending and forwarding the workflow
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Example Case

Rejecting — Head of Department

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

and unlocks  the process file first.

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

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

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 shiinds it in her folder Process Handling ;
furthermore, she receives an e-mail note about thencoming process file. (Since she defined herselfsa
presentor, the process file is returned to her. Otarwise if she would have left the entry of the regstry,
the process file would have been returned to the rgistry.)

Because of the colour-code Mrs. Cramer recognizebdt 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 ta now... «

Mrs. Cramer prolongs the workflow and engages MrStein to edit the process file before she
restarts the process file

Extending and restarting the process file
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Mail Distribution and Simultaneous Delivery of a Pocess File

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

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

Extending and Forwarding of Process Files with Sinftaneous Delivery — Secretary
The secretary, Mrs. Cramer, finds the process file her folder Processes Handling ; furthermore,

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

Folder Process Handling of the person being next ithe workflow

Mrs. Cramer has to inform the head of department am its deputy of the process file at the same timeln
addition she engages the person responsible to edithe process.

Therefore, she extends the workflow and adds Mr.cwarz (manager) as well as Mrs. Weiss
(deputy manager) for “notice”. For simultaneous delvery, 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 sentdick to the initiator (as shown in the field Presentor ).
Now Mrs. Cramer changes the name of the presentomi order to receive rejected or fully processed
process files by herself.
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Extending workflow and forwarding with partial simu ltaneous delivery
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Notice with Simultaneous Delivery — Management

The manager, Mr. Schwarz, and his deputy, Mrs. Waeisfind the process file in their folderProcesses
Handling ; furthermore, they receive an e-mail message abouthe incoming process file. For
processing they open and unlock  the process filarét.

After both, the manager and his deputy, noticed the processlé , it will be forwarded along the

workflow to the person responsible.
Further processing is described in the first exam.
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Example Case

Notice by management
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Note

Simultaneous Delivery can also be used e.g. if throcessing is urgent. Here it is shown based on the
above described example:

The registrar, Mr. Rot, initiates the process filand sends it to Mrs. Cramer for forwarding.

» It’s about time! All offers are available now. SoMr. 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. Wgner to edit the process.

Extending workflow and forwarding with simultaneous delivery
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Processing of a process file with simultaneous deliery

Only after both, Mr. Schwarz and Mr. Wagner, confined their action, the process file is returned to Ms.
Cramer.
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Example Case

Batch Scanning with the Scanner Workplace

The ideal solution for companies with high volume d incoming mail is to register by batch scanning wth
the so called DoRIS PDF Scanner-Workplace.

This is a very efficient method: the processing oincoming documents minimizes to the application of
the printed barcode on the according document. Fobatch scanning the documents are forwarded to the
DoRIS PDF Scanner-Workplace.

The DoRIS PDF Scanner-Workplace is designed for #féicient
processing of documents. The processing-steps of thusers are
minimized. Therefore, no dialog boxes pop up.

In case you accidentally deleted any document youdve to
scan it again.

note

Incoming mail

Initially, all incoming paper-based mail is registeed in DoRIS:

1. Start DoRIS®Webclient and log in (see DoRBWNebclient — Getting Started, p.9).

2. Select the file, to which the document should be aded to:

by navigation (see Creating new Files With Navigatin in the Filing Plan, p.30),

by an according query (see Standard Query, p.80), o

if necessary, by creating a new file (see Creatirgles, p.28).

Create a new document (see Registering a New Documeg p.52).

In tab “Order” , mark the checkboxPaper document in the lower section (see Tab Order, p. 41).
Now, the barcode-button is activated. Generate a &rcode and a barcode label is printed.
Save and close the document.

Paste the barcode label at the edge of the first pge of the document.

Repeat step 2 to 7 for all documents.

Send the document for scanning.

©xoNoO T k®
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Example Case

Batch Scanning in the Registry
At the DoRIS PDF Scanner-Workplace, the document®eacanned and added to DoRIS® FileArchive. Now,
the documents are clearly assigned to the DoRIS doments and are released for further use:

1. Start DoRIS PDF Scanner-Workplace.

2. Start scanning
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Example Case

3. Fillin the data for customized scans in the appropate fields. Make sure the resolution-value
(Auflésung) is above 300 dpi. Furthermore, pleaseheck ,PDF/A-1b-kompatibel machen®.
Start scanning of the documents and save your rests.
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4. For separating the documents, choose the file — with was just created by scanning - from the left
list and split it
(If the file is not yet shown on the left list, acualize it first J)

9 The splitting of the file, which was created by scaning, may
g last unusually long. The processing-state is showiat the
bottom of the window.
Data-files of single documents are generated with he label<Barcode>.pdf, whereby <Barcode> is

an eight digit number.
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5. The single documents are now available and can besaigned to the DoRIS documents. Thereby each
document will be removed from DoRIS PDF Scanner-Wqnlace:

Select every single file <Barcode>.pdf and releade
For the first release it might be necessary to logn the system.

All incoming paper-based mail is scanned and now ailable as attachments of DoRIS documents.
Herewith, the processing at the DoRIS PDF Scannereviplace is completed.
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Further options of processing at DoRIS PDF Scanriéferkplace

Opening Documents
If you just want to view any document, just open it

Deleting Documents
If there are documents in the DoRIS PDF Scanner-Wpiace which are no longer used, just remove them

. Thereby, the documents are removed from DoRIS PBEanner-workplace as well as from the
directory, they were initially saved in.
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Valuable Supplements

VALUABLE SUPPLEMENTS

Managing Views of Folders

In the list view, there are different views of a fdder possible:
You can define your individual view to meet your spcific needs. Hence, important information is
provided at a glance. However, you could also selefrom pre-defined views.

Adding and Deleting Views

Define your individual (user specific) list views:
1. Inthe list view (right side of the main screen) on its configuration screen to “define views”
2. Inthe upper section “Views” you have the option toadd or remove views.
Adding views
Type in the name of the new (to be configured) viewand add it to the list of available views
. The view is created as a blank form.
Deleting views

In the list of available views, select the "to-be-emoved-view” and delete it
3. Save “* your changes.

Adding views
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Valuable Supplement:

Defining Views

You have the option to add or remove classes to yowiew. Thereby you create an individual header &
table with the wanted information to an object of a folder of the database.

1. Inthe list view (right side of the main screen) ogn the configuration screen to “define views”
From the upper list, select any existing view to mdify or a newly created view to define.
3. Inthe 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 column and add it to the table.
The modifications are shown in the preview.

n

Configuration screen of list views
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Valuable Supplement:

4. If you want to modify an existing column, mark it in the preview. The selected column is red-
coloured and its values are shown in the appropriag fields.

5. Make your changes and apply them.

6. Save _* your entries.

7. |If applies, you can directly activate the changedr new defined view.
9© Before a modified or new defined view is effectiveyou have to
8 activate the appropriate view.
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Valuable Supplement:

Activating Views

1. Inthe list view right click on the head of table @ beneath the table and select your view.
2. The activated view is marked¥’ and the list of rests is shown according to this selected view.

Activate views
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Valuable Supplement:

Editing the List of Deputies

You want to take a few days off, go on vacation, aare -hopefully not- sick... - so do not forget to stall a
deputy!

The access to DoRIS records is controlled by acceghts. Thus, in case of absence, e.g. vacation or
sickness, it is important to determine a deputy. Foa designated period of time, the deputy has your
access rights.

Please Note!
In case you are not an administrator, you can onlyjollow up and edit your own deputies.

Sudden sickness or other cases may occur when youeanot
able to maintain your deputy-list properly. Therefae,
maintaining of deputies should be the responsibility of the
administrator. Depending on the prevailing needs, he
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 of‘fManage Deputy” B in the
toolbar.

2. Enter your name (or user-ID) in the fieldJser first, the name (or user-1D) of your deputy in thefield
Deputy next.
Alternatively, you can search for your deputies’ nae in the user directory

3. Enter the time-period of substitution in the fields From and To. In case of constant substitution just
check the boxPermanent .

4. If needed, you may add more deputies
5. Save your data”* .
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Install deputies

Do you need to withdraw an ongoing deputy?

1. Choose tab“Deputy” or“Manage Deputy” B in the toolbar.
2. Find the appropriate deputy and delete the data irnthe fields From and To or delete the whole line

. In case of constant deputy, just un-check the boRermanent .
3. Save your data”* .
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Valuable Supplement:

Empty Trash

If records are removed from trash, they are permangtly deleted.

Please Note!
Deleting records from trash is controlled by accessights.

This is how you empty trash:
1. Mark Trash inthe tree view of the database.
2. With right click you chooseEmpty Trash.

3. Now you have the option to delete all records or sea time limit for the date of deletion.
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4. Afterwards you have to confirm the permanent deletion or you can still cancel the deletion.
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