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Overview

The content of this user manual is directed specifically at users who archive, search, retrieve and
manage documents using HABEL. The manual provides detailed instructions regarding the use of the
system and its user interfaces. The necessary background information and definitions are also
provided for better comprehension. In addition, we offer further support via a wide range of training
courses at HABEL or on your own premises.

Syntax conventions used in this manual

Representation Meaning

HABEL NOTE plus, Indication that the function described here constitutes an
additional module that may possibly not be included in the scope
of the system.

A symbol is used to denote (warning) instructions and/or
information to be observed.

w A symbol is used to denote background information and tips.
E

Discrepancies

The screenshots may differ in detail from your HABEL® document management program, as functions
may be included that have not been purchased and/or activated for your system. Generally it is easy
to add to your system. Please contact your consultant for details.

Note:

All rights reserved. No part of this manual may be reproduced or electronically processed, copied or disseminated in any way (by printing,
photocopying, microfilming or other process) without the prior written authorization of HABEL. The contents of the manual are subject to revision
without notice on the part of HABEL.

Liability and warranty
This manual has been compiled and checked with the greatest possible care. However, the possibility of errors cannot be completely excluded.
HABEL does not accept any legal responsibility, liability or warranty for incorrect information and the consequences thereof.

HABEL Dokumentenmanagement GmbH

HABEL GmbH & Co. KG Swiss branch

Untere Hauptstral3e 1 -5 Rheinstrasse 36

D-78604 Rietheim-Weilheim CH-8212 Neuhausen am Rheinfall
Telephone: +49 (0) 7461/9353-0 Telephone: +41(0)52/6 748151
Fax: +49 (0) 74 61 /93 53 — 99 Fax: +41 (0) 52/6 74 81 - 50
www.habel.de www.habel.ch
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General

Archiving

A large number of capturing programs are available for the archiving of documents. These allow hard
copy and electronic documents (e.g. from MS Office or ERP programs) and emails, to be archived
quickly and securely. In addition, the archiving program offers functions to replace the manual input of
criteria and above all enable uniform structures.

Menu/tool bar or multi-function bar (ribbon)

Depending on user the File menu can be used to define whether access to commands will be via
menu and toolbars or using a multifunction bar (ribbon).

®&. HABEL capture program - archive system [Generall

File  Action Display - - Configuration Info (
" H 2@ P |HX (]
'.Ju - r“,.”— ‘&“\1 vg_ﬁ_u»-n...ﬁ,’ - j R ',/

Menu/toolbar

@ = HABEL capture program - archive system [*
' Acquisition Check. Edit /
| I X = % ¥ Change j L @
! S Configuration ~ Delete D
Save Delete [ [=EAS Mare, ., Sawve Presiew 3 Mu:ure*
documents  document  document w item # Delete al E: |
Archiving Configuration Items Shiow
e e v"“,, D—— e }'_" o ’

Multifunction bar (ribbon)

In the user manual employs the ribbon as standard for representing functions. An overview table is
provided in the appendix for the placement of menus and commands in the menu/toolbar version.

The advantage of the ribbon is that it is context-sensitive (i.e. the active commands are
those that can currently be used). In addition, the important commands are immediately
accessible by clicking on them.
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General

To switch from menu/toolbar display to ribbon display, select the Ribbon function in the menu bar.

&. HABEL capture program - ar;
-| File | Action Display

@' Colour for next receipt

| Hide when minimized

! I Ribbon N

-~ Print receipts " Ctrl+P

Save file as....

Layout
-+ L#‘.‘, e .lu\,‘ ;"

Click on the Ribbon option and close the capturing program. The next time you start the capture
program the ribbon version will be displayed.

The ribbon interface contains the command for switching to the menu/toolbar display within all tabs -
Action — Extras.

Use of shortcut keys

Within the ribbon user interface commands can also be accessed via shortcut keys:

Pressing the ALT key displays letters in the tabs via which the respective tab and then command can
be activated.

- \ = HABEL capture p'
‘ Ac;lﬁtinn ck p ¢
H L L

e Assugge  Deletef Agd -

Some functions also have shortcut keys CTRL + key or function key (F1, F2 etc.) and can be
accessed in this way.
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General

Structure

The mask structure is identical for all capture programs, the only difference being the tabs, which are
configured specifically to meet the requirements of the type of archiving (1).

The input mask is divided into two halves:
- Onthe left you see the document that has currently been transferred for archiving (2).
- The search criteria can be added on the right (3).

The footer contains various buttons for saving, deleting, saving the next document and exiting (4).

‘l s HABEL capture program - archive system [General] - = X
1 J —
| Acquisiton | Check  Edit @
L T # Change Q
H X e @ & el % v NG @ i}
Configuration = Delete D
Save Delete Mext Mare. .. Save Presviets 3 | More.. Transfer Archive Document  Extras  Close
documents  document  document = item % Delete 5l E: = [HPTOL1SX] = check i
Archiving Configuration Items Shiow Archive Action

Company:
Document type:
Docurnent Mo.:

Last document: 00115166.001

Docurnent date:
]
Order Mo

Extemnal Document Mo.:
Service repart Mo
Cortract Mou:

Order Mo.[intemal]:
Delivery Note Mo
Invoice Mo.:
Customer/S upplier Mo.:
Mame:

E-mail
PLZ:
Locatior:
LKZ:
Aiticle No.:

R

el

L
IArIikel-Nr Artkelbez ISendungs-Nl ITUur Mo

@ﬂata to displays

Change Delete Delete all

Copyright © by HABEL GmbH & Co. KG | PN:007 | HDSCNODLINT | 0/0/0 @Bytes |QUEUE 142 ‘Manuell |1DT?8/1 OFFEME | Idie.. CADOKUME ~1'%kbeck \LOKALE ~14Temp ARCHMADT 0011 BMP
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General

1. Database fields

Database fields are the fields available for input of search terms (also known as search criteria or
index criteria). The database field display changes depending on selected document type, as not all
document types require all criteria for capture (and subsequent search function).

Generally, as many criteria as possible should be entered in order to simplify the subsequent search.

In the standard version the fields have a yellow, light yellow, blue and light blue background. The color
settings can be customized using the functions in all tabs — Action — Extras — Change colors and

styles.
& & <Eig
bErSE} =5earch mask and info mask
| EXtvras | Close / Colour chwindowmT ext
4 Mame M5 Sansz Serf
@q Colour For next document: ‘ Size 10
] =l Style [l
v | Ribban 1 Bald False
Save ribbon settings lete ol
Underlited Falze 1
Reset ribbon settings StriksOut False
Ilj Field colours
todifiable fisldz $00R00CDE
todifiable position fields $007DERES
j tdandatory fields $00FFFFYF
tdandatory position fields $O0FFABAE
Fields with a default yellow background are
optional fields, i.e. they can be completed but
do not have to be completed in order to save .
Preview
the record.
Il Caption Yalue
Modifiable fields Yalue
Modifiable position fields Yalue
Mandetary felds vae |
handatony position fields “alue
Festare Defaults
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General

Fields with a light yellow background as default are optional, multiple-entry fields. Multiple-entry field
input means that the fields can contain several values. For example a dossier or file will often include
several item or project numbers or client references (cf. Chapter: General — Multiple-Entry Fields).

Fields with a blue background as default are mandatory. If this field is left blank the document cannot
be saved and archived.

Fields with a light blue background as default are mandatory fields for multiple-entry input.

To clear all fields use the function in Capture — Acquisition — More — Clear fields or function key F6.

‘x = HABEL capture pro

' J Acquisition | Check  Edit
WX G J6
- Configuration - De

Save Delete Mexk | More... Save
documents  document  documenk e item @‘ De
Archiving | [T

,_|

CI @ Clear Figlds . F& I

Last document: 001151
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2. Multiple-entry input

General

Multiple-entry input is used if fields are to contain several values, e.g. because there are several items,

order numbers, customer names etc. associated with a record.

First of all enter all required search criteria (the so-called header data) such as type of document, date
of document, existing document numbers etc. Add the first value in the field for the multiple-entry (1).
Click on the button Save item (2). The input data (3) appear in the multiple-entry field, if selected for

display in this box (configured by system). Even if not all data are displayed in
the box they will nevertheless have been background saved and are available
in the search function as search criteria. Of course within the scope of
multiple-entry input saved master records can also be accessed, the
corresponding database fields are completed.

Company:

Document type:

Document No.:

Document date:

| Extemal Document No.:
Order No.(intemal):

| Delivery Note No.:

=

Save

¥ Change

Delete

- @ Delete all
Items

Tab Capture - Iltems

Aticle No.:
tticle name:

Invoice No.:
Customer/Supplier No.: 84300

Name:
E-mail:

enal No..
Subject:

MEGA-TEC.COM

| Pz 56564 Info:

| Location: Neuwied PK recipient 1: v
Lkz: D -

: Article No.: 44444

| Aticle name: Vetbatim Disketien, 525" DS/D 1 Artkelbez. Sendungs-Nr [TourNo |

| Serial No.: | —— Verbatim Disketten, 5,25" DS/D |
Subject: -

| Info
PK recipient 1: v

| ER [ntkelbez Sendungs Ni Tour No

Change Delsts Delete all

The multiple-entry field is cleared by pressing the Save item button and is then free for input of the
next value. The other search criteria already entered are still visible in the fields (i.e. are available).

This multiple-entry input process can be repeated as often as required.
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General
Akl Artkelbez. Sendungs-Mr |Tour No.| @ Cancel
44444 Yerbatim Disketten, 5,25" DS/D
E 10099 UDO-Platte Plazmon 30 GB % Delete
Save
- Delete all
Ikems

Tab Capture - Items

[ Save item “ Change |
[ Save ” Delete ]

If incorrect values have been entered they can be changed. Click the Change item button and select

the entry that you would like to change. You can then make the change directly in the database fields
for this entry.

If it is a field with master access, all database fields associated with the master access
have to be cleared, otherwise it will not be possible to initiate a new master access.

In “Change” mode the buttons that are available change too. The change §# cancel
process can be cancelled by pressing Cancel. The entry can be deleted using
the Delete button. &5 Delete
Sawe
T Delete all
Ikems
To interrupt the entire multiple-entry process and delete all items recorded B ch
L ange
and other search criteria entered, press the Delete all button. ng
Delete
5
itae\;: @ Delete al
Ikems
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General

3. Master access

For some fields "master access" can be defined. The icon “ at the end of the database field shows
you whether the field has master access.

M ame IMFORMATICA AG y

HABEL allows you to configure such access for all master data that can be made available, e.g.
customer/supplier master, article master, drawing master, delivery master, etc. For each master it is

If you enter a search term into a field with master access, the associated master data provided by an
external program are retrieved. To do this either exit the field using the TAB key, or press ENTER or
click on the icon - (all master data will be shown if you click on the icon without entering values in the
field). For example the customer / supplier master can be used to add customer or supplier master
data. To do so enter in the field the name of the customer or supplier. A checkbox appears with the
hits from the external customer or supplier master data. Select the correct entry and the correct data is
automatically entered into a series of other database fields.

' Name MULLER

B Select record...

Company | Customer/Supplier No. | Name Location

o1 33333 Feinmechanik Miller Musterlingen
o1 66666 Karl Maller CNC Hustertowm
o1 65251 Spedition Maller Leonbery

<

The benefit for you: existing master data are used and the records are archived with uniform
syntax conventions and complete data.
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4. Adopting values from previous documents

Another feature facilitating the archiving process is the adoption of values input for the document that
has just been captured. Content can be transferred from the immediately preceding record. If the
record has been archived since the last capture there is no longer any data available for transfer.

If individual values are to be transferred, the cursor has to be in the corresponding field and the
content has to be duplicated either in the tab Capture — Acquisition — More — Predecessor values or
using the shortcut key CTRL + D. To transfer all field contents use the same menu with the function All
predecessor values or shortcut key Shift + CTRL + D.

= HABEL capture program - archive system [General] (c:\

Acquisition Check Edit

W X * G %7
! ‘ Configuration = el

Save Celete Mexk | Mare, Save
docurments  document  documnent & itern @D‘ﬂ
Archiving q Predecessar value Skrg+D
"ﬂ all predecessor values  Umnsch+Strg+D

¥ Clear fields 53]

Page | 11 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

N \WE CONVERT DOCUMENTS INTO ENERGY

User Manual
|. Document capture programs
General
5. Document display — Document preview
‘l‘) = HABEL capture program - archive system [General] (c mles.-.ae\haw
. Acquisition Check Edit:

| I X ?5— % ¥ Change ?
i G Configuration - Celete

Save Delete Mexk Mare. .. Save

docurments  document  document = iterm % Delete &l
Archiving Configuration Items
Diocument date:
Cffer Mo.:
: Order Mo.:

Test document Esternal Docurment Ma.:

Service report Mo,
Contract Mo.:

Order Mo [internall:
Deliven Mate Ma.:
lFeoice Mo
Custormer/Supplier Mo
M ame:

E -mail:

PL=:
Location:
LKZ:

Article Mo
Article narme:

NN SN AN A

Serial Ma.:

| ] S

——— . —,

Document display (1) is the display of the document in the display window in which various processing
options are available. If you would also like an overview of all documents from this dossier, activate
"Preview" (2). An overview of all pages is provided on the left-hand side (3). Clicking on the respective
page in the preview causes this page to be shown in the document display.

\

‘h \ = HABEL capture program - archive system [General] In Tab Capture - ACC]UiSitiOﬂ - Configuration the
_) pp— docum(_ent preview can generally be
(de)activated.

H X Ii S Configuration - BES ®&. Preview settings
Save Delete Mt Mare, .. - -
documents  document  document v (— Preview settings [%‘
archiving View
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General

To make the document currently being archived readily
visible in document display mode too, adjustments can
be made to width, height or page fit. You can also
revert to the original size. The document can be rotated
(CTRL + R — by 90° clockwise), and also saved in
rotated form. This means that it is not necessary to
rescan or print to archive, if the document has been
captured incorrectly.

e $

Preview Transfer Archive R
[HPTDL15%] - C
Fit to page
Original size
Settings
¢ Print receipts Ctrl+P

These functions are accessible via the tab Acquisition — Display — More (in sub-menu Settings they
are pre-definable) (1) or alternatively, they can be accessed via the pop-up menu (right click on

"display”).

For example:

The document should generally be fitted to the height or
width in the document display. When scanning documents
in landscape view it would be worth setting a general

rotation of the document display.

Viewer settings

Fit Rotate:
O Fit to width () 0 degree
() Fit to height O 90 degrees
Ofitto page (180 degrees
Scale to giey O 270 degrees

I 0K ] [ Cancel l

Scale to gray means to display the document in grayscale, which allows a better quality image on the
screen (if this box is not ticked the display will be in black and white).

Displayed with Scale to Gray

| P

This is a test document foi
document for HABEL-ARCHIVE E
HAEEL-ARCHIVE PRINTING — T

FRINTING — This is a test dg
is a test deocument for HA

document for HABEL-ARCHIVE
HABEL-ARCHIVE FPRINTING '[l;
PRINTING Thizs is a test g
iz a test document for [—'.:“.#
document for HABEL-ARCHIW. \
HABEL-ARCHIVE PRINTING — Thi
FRIMTIMNG — This is a test 4
is a test document for HRE

document for }-L?A.EEL—FA_RLLI—ZI‘-uy

A~ FUEEL-DFCHIVE PRIFTING —

—

Page | 13

Displayed without Scale to Gray

PALML iz — Lhais ]
i3 a teat docoment for Hze
danrrent Soe -IZ-.FEF‘.’—I%?CH"?
HASEI-ARTHIVE PRINTINE 3
F=TWNT IC - Talz 23 =2 —=

iz o test docinent

&
doviesal Zos LAL —As0 ?
AAALL =SSV PROND LT —
PALML ks — Lhiey 29 =2 o

e et 2 Pe st e '.Vﬂ.%]_’l#/ﬁ*_r .
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General

7. Adapting the input mask

Settings can be customized in the input mask, for example to change the order of input fields. The
commands are accessible via the pop-up menu (right click on an input field in the input mask).

Adapt input mask \ Save input mask

Input fields...

Save as default setting

Change user...

Layout
Layout {Default)

By selecting the function "Adapt input mask” the pop-up menu changes accordingly so that "Save
input mask”, "Input fields" and "Save as default setting” are active.

You can now configure a new sequence simply by dragging the fields.
Location:

PR e =
Sn e I——— 3
e e e
Serial No.: ' ;

: Su}biect:
E'Iﬁn :

gl " 7 ZUL g QUG

Likewise, the input fields function can be used to add database fields (if available) not previously
visible in the mask (checkbox appears containing the available fields). If these changes are to apply to
specific types of document only, the required document type must be selected in the corresponding
database field before modifying the input mask. If it is saved after changing, this setting will apply only
to the selected document type. The changes have to be saved after completion (save input mask). If
you do not save the changes you will be prompted to save them before closing the program. Save as
default setting (standard setting) means that these settings apply for all users. Here too, the
administrator can change user and customize changes for this particular user. If access rights are not
available the fields are grayed out.
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General

Commands for changing the settings of the styles and colors of the input fields are accessible via the

buttons, sub-menus and pop-up menus.

& @

Extras | Close

-

@“ Colour For next document
' | Hide when minimized
v | Ribban

Save ribbon settings

Reset ribbon settings

Layauk

Layout {Default)

Reload script

Save file as. ..

Information

The default settings are a blue background
for mandatory fields (light blue for multiple-
entry mandatory fields) and a vyellow
background for optional fields (light yellow
for multiple-entry optional fields).

Select the corresponding values using the
check boxes and save them with the "save"
button. The access rights to carry out these
changes are controlled by  your
administrator.

Use the "Restore Default" button to reset the
original values.

Page | 15

Adapt input mask

Change user...

Layout
Layout {Default)

=I5earch mazk and info mazk
Colour chwindowT ext
M ame: M5 Sans Senf
Size 10
=l Siyle [l
Bold Falze
Italic Falze
Undeglined Falze 1
Strikedut Falze
|~ Field colours
todifiable figlds $0050DCDC
tdodifiable position figlds $007DERES
td andatory fields $00FFFFYF
td andatory position fields FO0FFABAE
Preview
| Caption Yalue
Modifiakle fields Yalue
Modifiable position fields Yalue
Mendetor ields vae |
Mandatary position fields Yalue
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General
9. Commands in document check
The transfer of the saved dossiers to the database does not start until :
the capture programs are finished. Up to this point changes to the @" @) m

document check are still possible in the program. For example, o Bt a
additional search criteria can be entered or entire dossiers deleted. DEUMENE - Lxtras  Li0se

: . . o . hieck. =
Document check is accessible via the tab Acquisition — Action — S e
Document Check or function key F7.
Change
@ Q) Change (F12) Change database field contents
i As next doc e ) As next document Assign document to previously captured
W Delete docu e (F4) document as next document
Shenge | o et stark oME) (DSI'E‘?ETS;’C“”"G”I Delete entire document
iChange (4) Delete stack Delete dossier captured in a stack
Check tab

The document check provides an overview of all dossiers captured up to this point that have not yet
been transferred to the archive.

One entry per page (associated |Tex [ga [Barcode [SoNr._ [wN.__ [Dateinr |Se|%).|
dossiers have the same page [Tor ooz ‘ 11 115096 1115096
number (1). (Note: in many systems [Tog1  pgza | ' 11 115097 1115096 |
the "pages" column may not be [m ooz | ‘ 11 115098 1115095
displayed). This means that it is _01 0002 ' ' 21 115099 115099
possible to delete individual pages | 0002 2/1 115100 115099
without deleting the entire dossier. ]__

Clicking on the Change button switches to the Edit tab, within which various changes can be made to
the criteria that have been input.

‘l‘) = HABEL capture program - archive system [General] {c:\messelhabel\belege\VOO00001\BE

Arcquisition Cherk. Edit

H % @ B<:\5| ET::: ;’Marker [,]Save D . @) @

Save A;tsume thEIEtE :ﬁt.dd Ackive JRedactlun a Stamp - ‘Q’Shuwp'hlde E:} Mu:ure Extras  Back
item item iterm =

Edit Annakations Shio Action
Edit tab
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For example, in editing mode all index fields can be amended or deleted. Changes to company and
type of document are also possible, as is the adding or deleting of item data.

Changes only have to be done on one page, as they are automatically transferred to the other pages.

Compary:
Document type:
Document Ma.: |
Docunertdte:  ISAVZS
Offer Mo.:

Order Mo.:

External Document Mo
Service report Mo
Contract Mo.:

Order Mo finternal:
Deliven Mate Mo,
IFvoice Mo
Cuztomer/Supplier Mo.: 44444 |

E-mail | —

FLE: 77EER I

Location: buztertown |

LKZ: o] I

Article Mo 44444 |

Article narne: Yerbatim Digketten, 525" D50 |

Senal Ho.: 3

e =

Artikel-Mr Artkelbez. Sendungs-Mr Tour Mo,
b| 44444 “erbatim Disketten, 525" D5/D

10099 I1D0-Platte Plagmon 30 GB

[ Agzurme item [ Delete item ” Add itern
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Document display
s HABEL capture program - archive system [General] (c:imessethabel\belege\WOOO00001\BELT51V0011

Acquisition Check, Edit
H % @ B<]5| @ %::: & Marker |l Save % @ & @

Save  Assume  Delete Add Active S stamp Showhide » f| More,, Extras  Back
iterm it item JRedactmn @, E:: - -
Edit Annokations Fit o page
D

Da Setti
ettings
ik Schmitt D - g
i & Print documents Strg+P

Check tab — Display group

. '“l Optimum width CTRL +4
— Document is displayed with optimum width in preview window.
A l Optimum height CTRL +2
a Document is displayed with optimum height in preview window.

&1-; Rotate CTRL+R

a Document is rotated clockwise (90°).
More
Fit to page CTRL+5

Document is displayed with optimum height and width in preview window.

Original size CTRL+O
Document display reset to original size.

Save document in rotated view
After rotating the document it can be saved in this view (useful, for
example, if documents have been captured the wrong way round).

Settings
The standard settings for the viewer are done via the menu.

P! Print documents CTRL+P
@ Use this function to print the captured documents.
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Notes
7 Note P Only activated if using the HABEL
@ L rext &7 Marker | [ Save ANNOTATION module. Further
Active 2 Stamp ~ @ Showjhide details on this module are contained
J Redaction =% SR in User Manual Il. Retrieval.

Annotations

Check tab — Annotations group

Annotations active

Edit mode has to be launched in order to edit annotations already
attached to the document. The color of the frame around the document
indicates whether edit mode is active.

©

Note
To attach notes (known as "post-its") to the document.

""'u

Text
To add plain text to documents.

Redaction
To black out text passages in documents.

Marker
To color mark text passages.

AL N

Stamp
To affix stamps to documents.

i

Save

Annotations to document must be saved. If you forget to do this and close
the document you will be asked whether you want to continue without
saving.

ar

Show/Hide

All annotations attached to the document (with the exception of the
redaction) can be shown/hidden by clicking, in order to display the original
document status.

merely placed "above" the document. Corresponding authorizations must be assigned in

Attaching annotations does not change the original status of the document. Information is
order to attach annotations, change or delete documents.

The functions document display and annotation are also accessible via the pop-up menu
(right click on document) and are available in the check and edit tabs.

Page | 19 www.habel.de | www.habel.ch



10. Retrospectively adding documents to archived files

HABEL

Dokumentenmanagement

N \WE CONVERT DOCUMENTS INTO ENERGY

User Manual
I. Document capture programs
General

If you require to add documents to a dossier that has already been archived, this can be done with a
command sequence in the search function, provided you have installed HABEL OFFICE Integration..

Search for the required dossier and in the Hit list — Edit — More tab choose the command Add

document to dossier. This opens the capturing program (archive

print or scan). Depending on

definition the database fields are already initialized with the file data you have selected in the search

function.
‘l‘ .@ = General [Hit hist - Document
.\“—‘/I Search Hit lisk Wi Information
_ = i x L—_I Save - QFnrward E Group
== L &= w=send ~ | (B Backward @ 40 Fit width
Wiew  Information  Prink Delete @ More... T] 2 Delete history Fax-?ruck Cu:ulumns
Print hit list vl Setti
‘_.ﬁ.u:h:l document ko process  k kofaxscanner
ll!_L!l show post basket history Twainscannet
Create post basket entry Archivvdrucker
e = Show log entries -E : 0005 SLS I]rdeq:%c

Tab Hit list — Edit — More — Add document to dossier

displayed with the same search terms.

When you search for the dossier generally two separate entries in the archive will be
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11. Transfer to database

Dossiers saved in the capture programs are not available in HABEL SEARCH at this stage. This
means that several documents and dossiers can be quickly captured one after the other, possibly
changed again, added to and checked and then undergo final archiving. To do this you must initiate a
transfer to the database. It is not possible to forget the transfer as there is a prompt at the end of the
capture program.

Optionally it is possible to deactivate the query so that the dialogue “End capture program” or
alternatively the additional dialogue of the transfer to the database will be left out. In this case the
transfer will be carried out automatically and cannot be influenced any more.

* Transfer to database F'5_<|

Program  Transfer

Records read:
- receipts:
- pozitions:

Confirm g'

P End capture program?
\-_i

Pasitions merged:

Pozitions not merged:
- e entries in error log:

Pozitions written: / I Yes l [ MW

o S e Y o Y e Y s Y s Y e

* Transfer to database
Program  Transfer
Records read:

- receipts:
- positions:

FPozitions merged:

FPozitions not merged:
- new entries in emor log:

L oo O L W W

Poszitions writken:

Successful data transfer ...

The transfer can also be started at any time by ending the archiving program using the
function key F10 or Capture — Archive — Transfer.
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Definition of terms

" Transfer to database f'5__<|
Program  Transfer
Records read:

- receipts:
- pozitions:

Positions merged:

Positionz not merged:
- nesw entries in erar log;

L% R e e Y e B S N

Positionz written;

Successzful data transfer ...

Datasets

Every page produces a dataset. A document can comprise several pages and thus several datasets.
Equally, each item can be evaluated as a dataset (if no item was recorded for a document, the page
counts as one dataset and as an item — in the case of multiple-field entries the page as such is not
considered a dataset but the first item as the first dataset).

In our example the following has been archived:

- 1 document with 2 pages (2 datasets — 1 document — 1 item)

- 1 document with 1 page and 2 items (2 datasets — 1 document — 2 items)
- 1 document with 8 pages (8 datasets — 1 document — 1 item)

Merged items: If documents are scanned (with barcode recognition) for which index data are available,
the number of items that could be merged (i.e. added to the document) is displayed here. Non-merged
items create entries in the error log, as there are still no index data for them yet. In Items written the
items actually written are taken into account, i.e. including those recognized as merged items.

Meaning of merge: cf. also page 49

You can also view a log for this transfer (see example on next page) " Transfer to database

Program BIGHELES

Records
- Teceip

- positions:
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Example of transfer log:

mized

@@]@@@

records read,
split into 3 receipts
with 3 positions.
0 positions merged.
0 positions not merged,
of which 0 positions hawve been written to the error lodg.
3 pozitions written.
Juccessful data transfer ...
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12. HABEL SCRIPT for Archiving

can be controlled as a function of specific criteria. Scripts are understood to be programs executing
such tasks as changing field definitions, starting up other applications, transferring field contents to
other applications etc.

As a user you will only notice this function to the extent that database fields change after inputting
search terms during archiving. For example, database fields are controlled as a function of other
fields: Optional fields become mandatory fields, e.g. after entering a certain term in a field, or
generally, whenever a certain field is filled in combination with a defined document type. In addition,
checking rules can be configured to check the content for plausibility on leaving the field.

13. HABEL ENCRYPTION

Files archived in this way can only be displayed again using appropriate encryption software.

To archive a document in encrypted form, a checkbox in the tab Capture — T
Archive — Archive allows you to choose the document group to which the ﬂ IHQJ
encryption has been assigned (e.g. Management). The document is encrypted T' : i
H : H H H H ransrer rcnive
at the point in time at which it has been archived. [HPTDL15K] &
Archive

group manually; instead it is selected in the input mask via a combo box separately for each
document.

Third party software is used for the encryption. Instructions for the administration and
handling of this encryption software will be sent to you separately following installation of
HABEL ENCRYPTION and the necessary third party components.
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14. The electronic barcode

When you are already using the module HABEL AUTO INDEX, you have the option of issuing
electronic document numbers/barcodes during archiving. Such numbers are made available for linking
with other data from external programs, e.g. ERP programs.

For example, you receive a customer order not as a hard copy that will be scanned, but as an email.

In your ERP program you record the associated order confirmation, the data from which you would

also like to use to index the email. To do so use HABEL E-MAIL-ARCHIVING(see chapter: HABEL E-

MAIL-ARCHIVING) and give the dossier an electronic document number (either by clicking on the
010/ symbol or using the function key F9).

Document No. 0000225612 ® @

Document date

The next available counter number is assigned and placed on the clipboard, so that it can be inserted
into a different place using "insert" or CTRL + V (in this instance: in the barcode field for the
associated file in your ERP program). The external program makes the input data available for

case: email).

15. Separate indexing and scanning (HABEL CLIENT INDEX)

search terms separately from the scanning process, e.g. because not every workstation is equipped
with a scanner. The advantage of recording the search terms separately is on the one hand that the
index data you require for this document can be input without having to inform the person who scans
the document afterwards, and on the other that the document can be scanned more quickly (in a stack
in conjunction with barcode recognition).

First of all a barcode is affixed to the document. Make sure that the selected number range is on no

account used at another location (e.g. in conjunction with the electronic barcode). Otherwise the
barcodes already in use can be employed.
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= Start the program (if you do not have the icon contact your system administrator)
Iﬁ'f and enter the search terms into the usual input mask. It is important to enter the

number of the barcode affixed to the paper document into the barcode field. This
pEESRSREINEY  number is used for subsequent data linking. After saving this dossier other
documents can be captured or transfer to the database initiated. The collected data are now waiting
on the associated document (identification feature: barcode).

The scanning of the paper document with barcode recognition is effected separately from the
capturing process (e.g. also in a stack). The recorded search terms are available as index data with
indication of barcode number and are added to the document when it is scanned. This is done
automatically via autojob in connection with the module HABEL AUTO INDEX.

r S, |
‘i‘) s HABEL client index detection program - archive system [General] ( - 0 Bytes) = 0 eX
| Acquisition
H % % 08 @ o6
w00 Delete
Save Predecessor  Use previous  Clear Save | o Archive Extras Close
value data fields pos. % End pos. = ¥
Archiving Positions Archive Action

Dosumertype: [0 BTl
| Document No.: | 805949

| Document date: EE]

Offer No.: |

Order No.:

Extemal Document No,

Service report No.: |

Contract No.:

‘Order No.finternal):

Delivery Note No.:

Invoice No.:

Customer/Supplier No.:f ' ' ' ' ' ' ' ' ' ' ' ' ' T
e (SRR 5
E-mal t
PLZ:

Location:

LKz

B : =

Save pos. Change Delete

1/1/0 KBytes iRN:D[ﬂ IHDSCNEIUHNI 12985/12985 MB | Idle... Iﬁ
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HABEL SCAN

General

Documents of all kinds produced in the context of your daily business processes, e.g. order
confirmations, delivery notes, invoices, correspondence etc., are captured at a central location or at a
workstation using a scanner. But what does "scanning" mean?

A "scanning process" is nothing other than a digitalization of a paper document. The result is a digital
image file in a standardized format — nowadays that is generally TIFF. Prior to the scanning process
the defined search criteria are recorded in the input mask and thus assigned to the document. This
allows you to take documents that have previously been stored manually in files/ring binders and save
them as image files in your system. Various control functions during and after the capturing process
ensure that the documents are archived correctly and in their entirety (e.g. documents that have been
scanned at an angle can be rescanned without having to re-enter the search criteria, or specific fields
are defined as mandatory fields).

You have the option of scanning via a TWAIN or

KOFAX interface. Definition of terms;

. . TWAIN
The following explanations are based on a KOFAX A TWAIN driver is used for the TWAIN
interface, as it offers more convenient features in interface. TWAIN is a standard,

respect of scanning quality and also barcode established since 1992, for the exchange
recognition. The differences in respect of the TWAIN of data between image input devices (in
interface are also described. Compared to the TWAIN this case: scanner) and programs (in this
interface the KOFAX interface has some more case: HABEL). TWAIN is used as a
advanced commands in conjunction with the settings | Mediator between devices and programs
options of the KOFAX VirtualReScan software for | thatcannotworkdirectly with one another.
optimizing scan quality and barcode recognition. KOFAX

For the KOFAX interface we use KOFAX
VirtualReScan software to communicate
between scanner and HABEL. This
software offers a host of setting options to
optimize scan quality (rescanning of
documents assumed to be badly captured
is often superflous in comparison with the
TWAIN interface).
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Overview of functions

Like all user interfaces in HABEL the scan mask also has a simple structure with readily accessible
functions. Like all archiving programs it covers the three areas capture, checking and editing.

The different tab display and associated functions in the "Scan with preview" version are
discussed separately in 2. Archiving process with HABEL SCAN in "Scan with preview"
mode.

™~ Acquisiion | Check  Edit

S S B @

Scan individual — Scan ezt _,-J-\_ Batcode Mare. ..
document stack  document | Se¥ | with entry T ~
Archiving

Tab Capture - Acquisition

= Scan single document
S . . F2
Start scanning process for single documents.
5%, Scan stack F3

Start scanning process for several documents (in a stack).

Next document
Add document now to be scanned to the previous file as next (i.e. follow-on) | F4

document.
- Scan last page again,
id e.g. because it was pulled in at an angle. Not necessary to input data again. | F5
Also possible only for individual pages of an entire dossier.
@ Scan stack and create single dossiers

A stack of pages is scanned, but as individual jobs per page with the same
search criteria.

Abort scan
@ Current scanning job is aborted. ESC
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J Acquisiion | Check  Edit
S s (B G
Scan individual — Scan Mezxk _,-J-\I Earcode Mare. ..
docurmenkt stack  docoment DS O with entey T ~
Archiving
Tab Capture - Acquisition
w Barcode with entry
' Barcode (%  mManually enter barcode  Crl
with entry ~
— ‘IIIAIIII Barcode recognition
Various functions for the scanning process with barcode recognition and/or
recording. For details see 4. Archiving process with HABEL SCAN and
barcode.
More
W predecessor value Ctrl+D
¥  Usepreviousdata  Shift+Ctrl+D
P Clear fields
\t)‘ |
CTRL + D

Predecessor value and/or and/or shift
All predecessor values

=== . . . . + CTRL +
Search criteria from the immediately preceding document archived can be D
transferred for the current archiving process, provided the document has not
yet been sent to the archive. The transfer of search criteria can be done for
each database field or for all database fields at once.

Clear fields F6

The input search criteria are cleared.

Repeat
Last scanning process is repeated. Only active if there is an option to rescan

the previous job. Useful if an error has occurred in scanning or the scan was
interrupted. This function can be used to rescan the entire stack; successfully
scanned documents stay in the document check function and should be
deleted as necessary.
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l?% a4 Special document - 00 DR -

= Configuration =

Ll Mare. .. i -
HRiE Drf: Interval check Ad Size

Configuration
Tab Capture - Configuration
i
| Switch scanner to duplex scanning (i.e. scan both sides) (only active for duplex
scanners)

or

D

¢

Scan with preview
Reset scanner

Scanner source

Scan with preview
Change to scan with preview mode.

Reset scanner
Scanner is reset to default settings.

Scanner source
Select defined scanners.

i:} Special document
2.
Default

Mew special document

Settings For special documents r

Save settings for special docurments

Configuration
Al Various setting options for the quality of scanning. Precise details are provided

in 7. Configuration Settings.

aor - | Resolution and size settings
msee ~| © This is where you set the resolution for the document to be scanned (from
75 dpi to 600 dpi). Standard setting 200 dpi generally provides a good quality
at normal file size. (Also depends on scanner model) This is where you also
set the dimensions of the document to be scanned. Recommendation for
HABEL FULL TEXT: 300 dpi
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% ¥ Change Q g [%
Delete D :
Save More, .. Transfer Archive
tem | 9 Delete all | [4% - [HPTOLISY] -
Ikemns Shic Archive
Capture tab
Save/change/delete/delete all items
‘JE In the "items" tab group there are various functions available for multiple entry
input.
. Optimum width
41 kb
Q Document is displayed with optimum width in preview window. CTRL +4
= Optimum height N
4’3 Document is displayed with optimum height in preview window. CTRL +2
P Rotate
= . . +
H:} Document is rotated clockwise (90°). CTRL+R
@ More
Fit to page Ctrl+5
Qriginal size Ctrl+0
Settings
% Print receipts Ctrl+P
Various document display setting options
"""" @ Transfer F10
Starts the transfer program to the archive database.
[% Archive
Change archive selection e.g. to another client.
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Document Extras  Close
check w

Ackion
Tab Capture — Action

il Document check

Switch to document check for correction/review of archived documents that
have not yet been transferred. The menu option document check remains = F7
inactive until this button is used to switch to document check. The various
actions can then be performed via the document check menu option.

@ Extras

@ Colaur Far next dacurent

Scan in kest mode

' | Ribbaon
Save ribbon settings
Reset ribbon settings
Layauk
Layout (Defaulk)
Reload scripk
Save file as...
Information

Scannerinformationen

Calls up various setting options

Close
m Exit the archiving program ALT+F4

The scanning program using the TWAIN interface has the following additional  pighiness=5 «
commands: bl

Contrast=5 v |
These check boxes can be used to regulate the brightness and contrast for the quality of the scanned
documents. For most documents the middle setting of 5 or default will be suitable. If you are scanning

documents that are very bright, increase the brightness (and vice-versa) and for high-contrast
documents increase the contrast factor (and vice-versa).
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1. Archiving process using HABEL SCAN

After your scanner has been connected and the scanning station set up, please start the program
using the icon. This will take you to the HABEL SCAN input mask. &

If you would first like to scan the document in test mode, as you are unsure of the quality, you
can switch to test mode (tab Capture — Action — Extras — Scan in test mode).

The scanned document is not transferred to the database. In order

to scan the document to the database and thus to the archive, @' Colour for next document

please deactivate the function Scan in test mode by clicking on it Scan in kesk rmode %
again. v | Ribbon
By the way: if you have several scanners connected you can Save ribbon settings

change the current scanner via the menu (tab Capture -

; . Reset ribbon sektings
Configuration — More — Scanner source). g

Layauk
Scan with preview Layout {Default)
Reset scanner Reload script
e Scanner source %7 Save file as...
Information
Scannerinformationen
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To do so first of all enter the appropriate search terms into the mask. You can also use the master
access here (1) as well as adopt the predecessor values or the terms from existing checkboxes (2).
When capturing using a scanner mandatory fields (3) or multiple entry fields (4) can also be defined
(cf. chapter General: Database fields/Multiple entry fields/Master Access/Transfer values from
previous documents). Then place the document in the scanner and start the scan using the function
key F2 or button Scan single document (tab Acquisition — Capture).

Compary:
Diocument type;
Document Mo.:

Diocument date:

Offer Mo.:

Order Mo.:

External Document Mo.:
Service report Mo,
Contract Mo.:

Order Mo [intermall:
Delvery Hate Ma.:

Prezs reparts
Product infarmation
Service contract
Service report
SLS Calculation

SLS Comespondence

(£

Invoice Mo.:

CustornerSupplier Mo.: |

E -rnail:

PLE:
Location:
LEZ:

Article Ma.:
Article name:

Serial Mo.:
Subject:
Irfi:

£
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If the next document is to be scanned as a follow-on document to this dossier, insert this document
too and press the function key F4 or the button Next Document (alternatively the "next" button). You
can see from the color that it is a follow-on document.

If it is a new job, repeat the steps as before: Enter search ‘1‘) v
terms — insert document — start scanning process using = Aequisition check

function key F2 or button Scan single document.

If you have a dossier comprising several pages, you can put @ g
all documents into the scanner at once. This is called Seem maliviee]  Sesm
scanning a stack. Likewise, when scanning with barcode document skack
recognition we also refer to scanning a stack, if several files EiNG

are placed in the scanner at one time and these are always
separated from one another by sticking a barcode to the Iﬁ
first page of a file. :

For stack scanning, instead of selecting the button Scan
single document select Scan stack or use the function key F3. ‘l‘/l

All documents in the scanner belonging to this dossier are Acquisition
scanned. Once all documents have been processed you will
be advised that there is no more paper in the scanner. é

Scan individual
docurnent
If there are additional pages for this dossier, place them in the » .
scanner and press the Next button, or the function key F4, -

otherwise select OK and continue the archiving process with
the next dossier.

During the scanning process you can perform :
changes etc. in document check mode (cf. chapter [RULELWETLIY rz
General: Document check commands).
é‘) Mo {more) paper in scanner! (1000003)
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In addition to the known options in the document check function there is a further command in the
scan program to also allow recognized bar codes to be changed. Access it via the tab Check —
Change — Change barcode or function key Del.

0

Acquisition Check. Edit

ﬁ " fis next document III} Changs harcade
Delete document

Change -
d > Delste stack # Rescan last docurnent

Barcode: | 803089 |

[ ]9 l ’ Cancel ]

Zhange

Changing the barcode has various consequences:
¢ Inthe case of multiple page files all pages get the new barcode.

same barcode before or after, Confirm E'

the file is summarized. ) ]
g Mote: predecessor has the same barcode, Summarize receipk?
\.._"/

=(w )

The menu for changing the barcode can also be called up by right- y.
clicking on the entry. The command Rescan last document (F5) is
added to this pop-up menu. ihange Flz

Rescan last docurment FS

> Delete document
. Delete skack Skrg+Entf
|||_ﬂ‘ Change barcode

&5 next document

Back. Esc
Once all documents have been scanned, transfer -
the documents to the database by starting the @ @ E’ @ m
transfer program (button Transfer or function key Transfer Archive Document  Extrasl Close
F10). The transfer program is also launched when | [pprppi5%] - ST -
the archiving program is ended (End button). Trehie Action
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2. Archiving process using HABEL SCAN in "Scan with preview" mode

Alternatively, you can first scan and then index. This can be configured via Capture — Configuration —
More — Scan with preview.

Each user can decide which variant to use (setting is user-specific and not workstation-
specific).
[__ @ Special receipt ~ 300 DRI *v

=3

= ' %@ Configuration ~

Dipe [Moria Interval check
- scanwthpreven |

Reset scanner

| AdSize v

Scanner source

As soon as the document type has been selected the button Scan with preview becomes active. Insert
all documents and press this button. The documents are scanned as a stack and are visible in the
preview. Other documents can be added to the scanning process at any time (regardless of
processing status).
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5
\ = HABEL scan program - archive system [General] (c:\messe\habel\belege\VO000001\BEL151100115180.001 - 29963 Bytes) - aXx
“—) cquisition Check Edit
1 X | I L ﬁ =h I@ @) Spacial document - | oo e # charge || D) E g @} & Document check
\ﬁ U = & . @ g Configuration - Delets B ‘ b Extras -
Scan | Delete  Save  Save Mext | More... Duplex  More... A4S « ||| Save More. . Transfer  Archive
preview fpage(s) al  document h$ - Interval check = item Delete ol || (% - [HPTOL1SX] = m Closz

Apghiing Confiquration Items Shew Archive Action
o Compary: ~
Barcode : oee el ~
Dacument type:

~ ¥ Document M.
Document date:

Order Now:

Extemal Document Mo.:

rdler N fintermall
& Dielivery Mote Na
T irwoice No

7 & Senice s Customer/Supplier No

Marne:

E-mail

PLZ:
Lacation:
e Lkz:
- Article No.:
s | Aicle name: B
Serial No
L Subject
sasom i
I PK recipient 1: =
wasmas
§ e [ Scan preview ] [ Delete page(s] ]
Copyright © by HABEL GmbH & Co. KB |RN.O0T |0D100ISINI | 1/3/219KBptes | Standerd | ADF |Ohne Barcode | 10744410744 ME | Intervale |l [

On the left, select the document to be indexed in any order (1), it will be shown enlarged in the
document display. Enter the required index criteria into the mask (2) and press the Save button (3) or
function key F2. If several documents are combined into one dossier, this can be done by clicking on
the respective page with the CTRL button or shift button held down (multiselect option). When saved
the dossier is combined with the criteria input. Any documents (regardless of position in the overview)
can be assigned to the dossier as follow-on documents (e.g. page 3 of the entire stack is the second
page of the dossier, page 2 the first page): First, select page 2, enter the criteria for it and save them.
Then mark the actual document that comes next (in this case page 3) and select the button Next
document (4) or function key F4. Any pages not needed can be deleted from the preview via the
button Delete page(s) (5).

Press Save to send the selected documents to document check and remove them from the preview.
Save all (6) sends all documents in the preview to the document check as one dossier with the index
criteria currently entered. If after "scan with preview" the scanning program is terminated without
saving, the documents will continue to be available the next time it is opened.
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3. Archiving process using HABEL SCAN in conjunction with HABEL OCR INDEX

licenses, content from the document can be read and used for indexing purposes. On the one hand
this speeds up the capturing process and on the other it avoids inputting errors (transposed digits,
long and complex terms). The scanning is done with the usual capturing program.

Activate the scan with preview mode. In addition, the tab
Capture — Configuration — OCR contains further settings for
Expanded settings using the HABEL OCR_INDEX module. It is important that the

workstation where the scanning and/or indexing is being done
has access to a free OCR license.

Scanner settings

Barcode recognition

Shading
Alignment
Spot removal The settings for OCR Index are done by the system
Graphic filker administrator.
Line removal )
FX OCR settings

Bar removal

. OCR recognition [ Fasthode
Eage Lot / [] Only recognize first page
Delete empty page... [ Save OCR results
QCR recognition [ Identify alignment
Save settings under...

Save settings in HDSCMOD1, IMI

Activate OCR
Check OCR recognition to activate (if these settings are saved this will then continue to apply for this
document type in the future).

Fast Mode
Faster OCR with minimal loss of quality.

Only recognize first page
May suffice, for example, if the information important for indexing purposes is contained on the first
page of the dossier.

Save OCR result

Identify alignment
Documents in landscape format are displayed in this format in the document preview. Documents that
have been scanned upside-down are automatically rotated.
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Start the scanning process using the button Scan with preview. The documents can be scanned as a
stack, as the indexing and classification takes place after scanning.

You see the scanned pages in the - -
overview next to the document preview. ‘l‘ \ B HABEL scan programi

The pages that have not yet been read Acquisiion

by the OCR are framed in red. — L5
R;ﬂ x H " = .E ;

However, the indexing can still be done .

o

. . . Celete  Sawe  Save ek | Mare,
as the OCR is continued in the preview | pagels) all docurent | G -
background. archiving )
Barcode : 80542
= F
- !
e.
B o
e - ‘{
- =
== = 4
hﬂE&D—w.&;nl-x; 4)
:::::::i?—ne .#

TaE0 Fetha Ve

Gammany
ONDER COMFIRMATION-82. JH'H'EEMBE(

e

Dezpr Wirs, B,

wn Emmk yoy e your offer Wi conlim gou thil)
o

Foa Clumnidy At [T
1 UEEETD

4 8k
1

2 1 MSERRS PGS
For oo
o~

sl -
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For indexing, position the cursor over the term. The recognized value is displayed as a yellow note.
Double click to transfer the term to the currently active field.

= X

Scan Delete
preview  pageis)

| Acquisitﬁ| Check

HABEL scan program - archive system [General] {c:imesse\habel\belege\VOOO00001\BEL151V00115180.001 - 29963 By13

Edit

b

Save  Save Mext
all document:

Archiving

More. .. Duplex

&
Q

@ 8 S

More...

E@Special document = 300DFI -

Configuration =
Interval check

Configuration

Ad Size -

# Change

F
S

Y Mare. .. Tran:
75 - [HPT

Show

Delete
2 Delete al

Items

Save
ikem

‘Barcode :

80542

Company!
Document type:

= IT&

BEB4E

565469

ur consultant: Manuela Schy
Fon: o7

".‘h*.__/ —— s .a

|

Document Mo.:
Document date:

I Extemal Document Mo.:

Delivery Note Mo.:

Ireoice Mo.:

Customer/Supplier Mo.:
Iame:
E-mail:

PLZ:

Locatior:

LEZ:

Aticle No.:
| aamaaa

HABEL scan program - archive system [General] (c:\messe\habelibelege\VOOO00G1\BEL151100115180.001 - 29963 By‘tesb
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EEB4 r consultant; Manuela Schy

Fon: o7

S6E469

| Acquisition | Check Edit -
@ X ‘T‘ hhlla'-l & @ & 0 Special docuent < (35000, 4 chanaz o] NG @
) & —:J Configuration = Delete ol
Scan Delete Save  Save Mesxk - Mare, .. Duplex  Maore,., Save Mare, .. Transte:
preview  page(s) all document Q b b Intervalcheck itern 3% Deleteall || B - [HPTOL1
Archiving Configuration Items Shiows
o Ci :
Barcode : 80542 || [FCereany
Document type:
~ V- Document Mo.:
IT&| = Dacument date:
Order Mo.:

External Document Mo.:
Order Mo [internal):

FEa463

Delivery Mate Mo,

(

"\a r-\\

Customer/Supplier Mo.:

'hr;lf s

o R —

E-mail:

PLZ: i

Location: )
|z i

P L
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Alternatively, move it into the field using drag and drop. To do this hold the mouse button down when
the yellow reference appears and position the cursor in the corresponding field, which is filled when
you release the mouse button.

| Serial No.: N - | Serial No.: 3
| Subject: ( | Subject: ‘PE%ASUS {
| Info: ‘ » | | Info: -0l ‘ /—“-

| PPGCDW . r | D.l(r’ et

If you hold down the CTRL button during the double-click or drag & drop function, the terms are written
into the field one after the other (with space between them); and without a space if you hold down the
shift key.

| | SerialNo.:
— » | PEGASUS InveStore
i Info:
o PKrecipient 1:
| PKterm 1:

To get to the next available field press Enter or change field using a mouse click. In addition you can
use the functions described in 3. Archiving process with HABEL SCAN in scan preview mode.
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4. Archiving process using HABEL SCAN in conjunction with barcode

Documents belonging to files that are used in external applications such as the ERP program can be
easily linked and indexed using the barcode. On the one hand this saves time in collecting the data,
on the other it means that the data are adopted in a consistent manner. Which documents are to be
scanned with barcode is defined and stored in the configuration (e.g. documents such as customer
inquiries, customer orders, incoming invoices etc.).

When you are inputting such a file, please stick an unambiguous barcode on the document.
This barcode must also be assigned to the associated file in the external application (e.g.
ERP program). Ideally the external application will have a field set up entitled barcode and
that will be transferred to HABEL with the rest of the file’s index data.

You can purchase the barcodes from HABEL or produce them yourself on standard laser printers. For

for details.

If the scanning program is not already open, start it up using the icon for HABEL SCAN. You will get to
the usual input mask. Select the appropriate document type. The database fields are hidden as you do
not need to enter them. Place the document in the scanner and select the Single button if you want to
scan one document or the Stack button to scan several documents belonging to one dossier and/or
several dossiers with a barcode on each cover sheet. The barcode is recognized automatically during
scanning and assigned to the document (this separates the dossiers).

If the stack scanning (with barcode) is interrupted, e.g. due to a paper jam, first open the
scanner and remove the jammed paper. Then use document check to determine the last
document captured. You can then either delete the dossier and start a new stack scan or
put the documents missing from the dossier into the scanner and assign them to this dossier
using the "Next" button. The scanning process with barcode recognition can then be
restarted. Never leave stack scanning with barcode recognition to take place unsupervised,
so that you can intervene immediately in the event of interruptions.
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If the barcode is not recognized you will get a corresponding message.
LA [‘5_<| The barcode can be entered manually by activating the tab
——a Capture — Acquisition — Barcode with entry — Manually enter

@ No barcode was recognized! barcode or shortcut key CTRL + F8.

The document/file has to be
scanned again.

@ Manually enter barcode  Ctrl+F8

[l Barcode recognition F8

The message "Barcode not recognized” can only occur with the first file in the stack to be
scanned, as the system assigns documents without barcode in the stack scan to the
previous document as a follow-on document. This is why it is important to supervise
scanning of a stack with barcode recognition.

Alternatively, an Interval Check (if activated) can also be configured. This is used for example when
scanning documents with barcode recognition that always have the same number of pages and where
they are to be scanned as a stack.

The setting options are located in Capture — Configuration — Interval check.

E_% % Special receipt ~ T -

@ Configuration ~
Duplex More... A4 Size v |

- Interval check
Configuration

In addition to document type it
Interval check @ specifies the number of pages
v | after which a barcode has to

Receipt type: 0013 Supplier Invoice be recognized (interval). If a
zero has been entered here
there is no interval check.

Interval: E - Check during scanning

[ oK ] [ Cancel ]
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If the barcode (in this case) has not been recognized on every second page, you will be prompted to
manually enter the barcode on the document after scanning. All documents not recognized will be
displayed one after the other.

o
e Check Edit

Acquisition
SES B @ @c
Individual  Stack et J Barcode Mare. . Cuplex M

document ' Yt | with entry T

o Manually enter barcode

Barcode :

Barcode: |a|35:a491 |

I ok l ’ Cancel ]

If "Check during scanning" is deactivated, the check of those documents whose barcode was not
identified by interval checking will take place subsequently during the document check. A symbol is
used to designate those documents where errors occurred. s

To do this switch to document check and in the Change tab select Interval check — Start check.

" HABEL scan program - archive system [Gene To rt_each the
respective  error

u‘l‘) chack Edit use the function

Acquisition
To next error.

& kd k — (a3
ﬁ - R HEEnE 1B+ Change barcode @ .
¥ Delete document | =123 | W et
iChange o+ Interval fckive
g - Delete stack #| Rescan last document s JRE:::I&
L

[F& [BA [Barcode [SpMr WM. [Dateinr | S— akark el % ___|
01 19 009590 1 001 001150715y "

01 19 009530 1 U0L DOLISOLE ) QDDQ*TBE

01 19 009533 1 001 0011501 n

01 19 009533 1 001

01 19 009591 0011501#

01 19 009591 1 001 00115020
W4 19 009591 1 001 001150214
T 19 Dogszs 1 001 00115022
01 19 009574 1 001 0011502
01 19 009574 1 001 0011502+
¥ 19 009574 1 001 001150254
01 19 009590 2 001 00115026
01 19 009590 2 001 0011502
01 19 009539 2 001 001150288
01 19 009539 2 001 00115029
W 19 009539 2 001 0011503
T 19 Dogszs 2 001 00115031
01 19 009574 2 001 00115032
01 19 009574 2 001 0011503
01 19 009591 2 001 0011503
01 19 009591 2 001 0011503
W 19 009591 2 001 001150332
R PSP
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In the case of document types configured for barcode recognition, the input fields are hidden. To be
able to enter additional search terms for these document types too (e.g. post basket recipient), the
input fields may be shown (tab Capture — Acquisition — Barcode with entry or use the shortcut key
CTRL + Shift + F8)

‘l‘ ) ¥ HABEL scan program - archive system [

Acquisition Check Edit

S 2 G

Individual — Skack Mexk Barcode Mare. .. Cuplex  More...
dacument with entry ™ ~ ~
Archiving BY  Manualy enter barcode  Strg+FE L

[Nl Barcode recogrition F&

Barcode : BD542

If data are entered manually for document types with barcode recognition, these are
definitive. This means that the data provided for the document from the external application
(e.g. ERP program) are only adopted into the fields that are empty. For all others the value
from the manual input within the scope of the capturing process is maintained.

If you want to scan a document with barcode that is not normally set up for this, you can use F8 or
Capture — Acquisition — Barcode with entry — Barcode recognition to manually activate barcode
recognition.

Following scanning of the documents and provision of the index data by the external application (e.qg.
HABEL calls this proce'é-é--‘;l-\h-é-r-é-i-r-{\c-]:'-.ul-t- -i-é--ba-s-éible to search for this document in the archive using all
search criteria. If the index data are not available in the correct form and/or they cannot be assigned,
or if index data are there and the document is missing, the files appear in the error lists "List of non-
scanned documents"” or "List of missing host data".

5. HABEL DOCUMENT NUMBER CHECK

when the barcodes are recognized to determine whether they already exist, so as to prevent
duplication of barcodes. Of course other database fields can also be checked to determine whether
they are already in the archive in this configuration.

If during processing the system detects a duplication of these numbers you will be prompted to abort
the archiving process. If the archiving occurs nevertheless, this document is designated accordingly
(e.g. with an attached note: document exists already). In order to mark the document in this way you
have to have HABEL ANNONATION.
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6. Special document

&4 Special document =

Diefaulk

Mew special document:
Settings For special documents L4 Scanner settings
Save sethings for special documents Expanded settings
Barcode recognition
Shading
Alignment
Spot removal
Graphic filter
Line removal
Bar removal
Page margins
Delete empty page...

OCR recognition

Using the Capture — Configuration — Special document menu up to 10 special documents can be
configured to be available for special scanning jobs that cannot be scanned using the normal settings
for type of document.

This might apply, for example, to printed documents where color ribbon, ink or toner have faded.
These can not longer be read with the normal settings, because the barcode or other data are not
legible enough. Another example would be a document printed on colored paper. The legibility of such
documents is also poor. In order to be able to scan these documents too without difficulty, special
document configurations can be created and set. These are merely additional settings for a document
type. The advantage of these additional settings is that the original settings for the document type are
still available. If no special document configuration has been activated you will see a tick in front of the
menu option Special document — Default. Otherwise the tick will be in front of the special document
that is currently active.
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7. Configuration settings
Various settings for scan quality can be done : ; . -
. . . . . = 5| Special receipt ~
via Capture — Configuration — Configuration. é] (2 _:} ? e 200 DPI v
@ Configuration ~
Duplex  More... &4 Size v

= Interval check
Configuration

Ideally you should initially work with the scanning function in test mode, so that you can process the
scanned document until it meets your requirements. The "Configuration” menu option contains the
functions for the scanner settings, as well as for barcode recognition and other functions to improve
the image quality of the scanned document. By trying out these functions and looking at the effects
displayed you will soon get used to setting the best image quality.

In the menu bar you will also find four windows containing the setting (20001 v |[Brightness=5 +
parameters most often required and used.

Ad Size v | Contrast=5
Of course it is important after configuring the best settings to save these settings so that they are
available to you the next time you start up the program. After successfully saving the settings you can
leave the test mode again via Capture — Action — Extras — Scan in test mode.
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Overview
TWAIN-Program KOFAX-Program

Scanner setkings

Expanded settings

Barcode recognition
Shading

Alignment

Spak rermoyval

aaraphic filker
Scanner settings

Line remowval
Barcode recagnikion Bar remaval
araphic filker Page margins
Delete empty page. ., Delete empky page. ..
Save settings under. .. Save setkings under...
Sawve settings in HOSCMOO1, IMI Save settings in HDSCMOO1 , INI

Scanner settings (TWAIN and KOFAX)

This is where you configure the
Scanner settings @ general settings for scanning the

document (e.g. rotated if the

Rotate receipt document is scanned in landscape
view) or determine that front and rear

@0 O 50 O 180 O a7 pages of the documents are to be
scanned.

Fage

) Simplex ) Duplex

] ] ’ Cancel ]
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Barcode recognition — TWAIN

Barcode settings E @ @
General Search nptinns@ Direction @

Symbol Type: | Bar Codes FSearch al Left ko right

@ Mawimal: ||:| il [+] Right to left

EAM 13
[ [ ] Top to battom

[ JEAN B

Unit: | ScansPivel w | CJupCa ] Battom ta top
Location @ CJuPCE O ptionz @
Left: Top: E Code 3of3 ] Checksum
Code 123
|‘iidth: | |:eight: | Codel 2af i leng.lth: |
= = [ ]CODABAR Grarlarity: D
|I:I | |I:I | [ JE&M 128 White Lings D

The barcode settings determine
which barcode type is recognized and/or how many of them and how they are represented.

where the barcode is located (warning: if you specify settings here the barcode must be placed at
exactly this location on the document. Any deviations from these settings could result in the
barcode not being found. We therefore recommend leaving the settings at 0, which means that the
barcode can be positioned at any location on the document). Left and top describe a point with the
respective distance to page edge, width and height represent a square around an area from this
point with the respective page length (Unit = Unit under “General”).

What kind of barcode the program should search
for (note: we do not recommend activating the
function “Search All”, as this will slow down the
search considerably, as the program “runs Check digit

through” all barcode types in the search). A check digit is the simplest form of a

@ in which direction it should be read (e.g. rotated fCheCklsufm andhis calcqla_lteddgs@ng aflsrl’edﬁc
or upside-down barcodes — again, do not select ormula from the remaining digits of a longer

. A number. When entering barcodes with check
t_oo Tany options as this will extend the search digit this is compared and therefore points to
time

input errors because the check sum is not
@ whether the barcodes have a check digit. correct.

Definition of term:

7
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Barcode recognition — KOFAX

Bar Code Properties

Recogrition @ Interpret Bar Code
Enable []Leam &z Patch Code: | Mo patch code |

Bar Size Lirnitz

Height [in]: kinimum Characters |n Bar Code: mg
F b aximum Bar Codes Per Page: E

b axiriurn Bar Codes Per Line: E
[uiality @ Checksum

Search Direction

o 90 [1so [Je7o Nomal v|  [JEnable @
Ear Code Algarithm @
(" Standard Bar Codes (%) Enhanced Bar Codes
Aveailable: In Lge:
Aztec ~ Code 33 [3 af 9]
Codabar = Interleaved 2 aof &
Code 128 =
Code 93
Drata b atris
EAM b
I ak. l [ Cancel ]

Settings in this program can only be carried out if enable is ticked; using the “Learn” function test
settings can be performed.

@ Setting the size of the barcode
@ Setting the length of the barcode (0 = any length, other numbers = exact length)

@ Setting the direction for searching for barcodes on the document. 180 means searching for
barcodes that are “upside-down”. Note: do not check all options as every selection you make slows
down the search.

Quality of barcodes

e Whether the barcodes have a check digit.

@ Are barcodes to be considered that are not standard.
Which barcode types are possible.
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Graphic filter (TWAIN and KOFAX)
Graphic filter

In the graphic filter settings lines and
dots occurring in the scanning process
| Lire remnoval can be reduced.
=l Horizantal ) ) )
ZiFiags [Use DFI] Various filter mechanisms are
Use DFI available. You can also use several
2 filters simultaneously.
Femove Entire

Ize GaFl Line removal —
Ize Variance Horizontal / Vertical

Hin. eng u To remove horizontal and vertical lines
bz width 0 on the document.
Wl 0 Within this function under the “Flags”
\wall Parcent i option the following settings are
Gap length 0 available:
ﬂve::::?me d Use DPI: In the defau_lt se_tting all
parameters for removing lines are
=I Dothiemove specified in millimeters. If this option is
| =IFlags [Use DPI, Use Size, Use Diagonals] | checked the parameters are given in
Usze DFI v pixels per inch.
Ilze Size v
Uze Diagonals v Remove Entire: Removes the entire
MinD btk i line, even if it goes through characters
MinDotHeight 0 or dashes.
m::gz:mﬁ:t g Use Gap: If this_ option is chec_ked
gaps between lines are taken into
Deskew account. The tolerance is specified via
Despeckle the parameter “Gap length” (maximum
length of a gap, a break or space
[ Ok H Cancel between lines).

Use Variance: By setting this parameter discontinuous lines can be protected from deletion. The
tolerance can be defined via “Variance” (how large the gap between discontinuous lines should be in
order not to be deleted).

Page | 52 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

[ D /= CONVERT DOCUMENTS INTO ENERGY

Graphic filter

=l Line removal
=|Harizontal
=l Flags
dze DFI
Remove Entire
lze Gap
Idze Wanance

[Usze DFI]

3

bdir. length
bd 2. width
i all

Wall Percent
Gap length
Warance

Lo Y s B o R o Y s Y o |

AW erbical
=l DotRemove

| =l Flagz
Ilze DP
Ilze Size
I1ze Diagonals
MinDiotiwidth
kinC otH gight
M axDobafidth
M axDotHeight
Deskew
Despeckle

[Uee DPI, Uze Size, Use Diagonals)

Lo T o Y e Y o

v
v
o

(] 4 l ’ Cancel
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Line removal —

Min. length and/or max. width
Minimum length from which lines are
removed (lines falling short of this
range are not removed). Maximum
standard width of a line to be removed
(lines wider than this are not
removed).

Line removal — Wall

Definition of the height of a wall (parts
of a line that are too wide to be treated
as a part of a line). If the image
contains lines that run through
characters, set “Wall” to equal
to/slightly larger than the “max. width”.

Line removal — Wall Percent

How much may the thickness of a line
change before it is removed. Lines
with a percentage greater than the
maximum are not removed.
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. o @ DotRemove — Removing dots
Graphic filter To detect and remove spots or dots. Here

< Line removal i too,.functions for detailed settir)gs are
i Horzontal available under the “Flags” option:
=IFlags [Use DFI] Use DPI: The unit of measurement for all
Usze DF v parameters is millimeters. If this option is
Remove Entire not set the unit of measurement is pixel.
Use Gap : . . -
Use Wariance U_se Size: Use Mln_DotW|dth (minimum
; width of a dot that is to be removed),
. length 0 MinDotHeight (minimum height of a dot to
Mz, width 0 be removed), MaxDotWidth (maximum
Wl 1] width of a dot to be removed),
\wWall Percent 0 MaxDotHeight (maximum height of a dot
Bty 0 to be removed) in order to define the size
_ of dots to be removed. If this option is not
Vafiance 0 set the default settings are used. These
A Vertical are:
=| DatRemare MinDotWidth = 1, MinDotHeight = 1,
=l Flags [Use DFI, Use Size, Use Diagonals]Jlj  M@xDotWidth = 2, MaxDotHeight = 2.
Use DFI v
Use Size v Deskew — Sheet alignment
Use Diagonals v Using this function scanned documents
MinCiafifidth 0 are rotated automatically. The fixed values
MinDotHeight 0 for this are 10° in each direction. The
WD ofidth 0 setting affects scanned documents with
: mostly straight lines of text. The results
MasDatHeight 0 with other types of image are not
Deskew predictable.

Despeckle

Despeckle — Dirt removal

0K ” Cancel l Used to clean scanned images (e.g. fax
documents). Dirty areas a pixel in size are

removed.
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Delete empty page (TWAIN and KOFAX)

The function “Delete empty page” has to be activated for using. This setting can be used to ensure
that blank scanned pages are automatically deleted. You must specify up to which KB size the page
will be classified as empty. Caution: If the byte size is set too high documents with a small file size
because they do not have a lot of text on them could be deleted. Therefore it is better to choose a low
setting and accept that blank pages with a few pixels on them due to dirt will also be archived.

Save settings (TWAIN and KOFAX)

it5ave settings under...

f5_<| The changes made in document type
=iy configuration can be saved so that
they apply only to this computer

number, document type or sub-
Save with computer number document type. P

Save with receipt tpe If the settings are to apply for all
system users, the menu “Document
types — Configuration — Save settings
in HDSCNOO1.INI” should be used.

File name: 00704 [MI

Save settings under. ..

] l ’ Cancel
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Expanded settings (KOFAX)

This is where settings in conjunction with Virtual ReScan are offered, to additionally optimize scan
quality. For more details please see the Virtual ReScan manual of your scanner.

Additional setting commands in the KOFAX program

Scanner settings In addition, the KOFAX program offers settings for

Expanded setkings

Shading

Alignment

Spot, line and bar removal
Page margins

Barcode recognition
Shading
Alignment

Spot removal
Graphic filker
Line remoyval
Bar removal
Page margins

Delete empty page. ..

Save settings under, .,
Sawe settings in HDSCMOO1, IMI

General:

The corresponding authorizations must be available to make changes in the Document Type
Configuration. In addition it is absolutely essential that the member of staff making the changes has
received special instruction in the functioning of the scanner.
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Automatic recognition of document contents

on the document can be read in the scanning process and adopted for indexing purposes. The
criterion and its mode of recognition are defined (e.g. specific structure of the criterion, certain location
in the document or identified by a fixed term such as "invoice number").

The documents are scanned as a stack (as in normal scanning with input of document type), with the
criterion being identified in the background. This criterion is entered in the document in the defined
criteria made available to the document by external progrzir-ﬁ-é"i-ﬁ--t-ﬁ-emfé-r-r-ﬁ"af-i-ﬁ-d-éx data (linked using
the known criterion).

comparison of the recognized data to external programs or the transfer of the document to a workflow
on the basis of the recognized criteria. More information on this is provided in the HABEL
DOCUMENT READER user manual.

Page | 57 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

. D \VE CONVERT DOCUMENTS INTO ENERGY

User Manual
I. Document capture programs
HABEL ARCHIVE PRINTING

HABEL OFFICE Integration
Using the virtual printer “archive printer”

General

Documents produced electronically e.g. in MS-Word, MS-Excel, OpenOffice.org Writer etc. can be
easily archived without having to be printed and scanned first. The archive printer is available to
perform this function. This module is part of the HABEL OFFICE Integration and will be installed at
each workstation as a virtual printer and can be activated via the "Select Printer" function. Settings can
be configured for different resolution, formats and color. Transfer to HABEL is in TIFF format, meaning
that it can therefore only be searched for as an image file.

HABEL capture program - archive system [General] (c:\messe

Acquisitian Check, Edik

| I X ?5- B<:\9 ¥ Change
- Configuration = Delete

Save Delete ek Moare... Save &
docurnenks  document document - itern Delete al
Archiving Configuration Items

Save documents F2
The captured file is saved and is ready to transfer to the archive.

Delete document
The document is not transferred for archiving. DELETE

Next document
Active as soon as a document has been saved. Using this function the

: . . F4
current document can be saved with the previous document as its follow-on

document.
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HABEL capture program - archive system [General] (c:\messe

' J Acquisition | Check  Edit
| I X ?% @ % # Change
' Configuration = Deleke

Save Delete Mexk Mare. .. Save
documents  document  document = tem | 9% Delete al

Archiving Configuration Items

More

q Predecessor value Skrg+Dr
:ﬂ All predecessor walues  Umsch+Strg+D
P Clear fields F&
: vau and/or shift

Search criteria from the immediately preceding document archived can be

o ! + CTRL +
transferred for the current archiving process, provided the document has not D
yet been sent to the archive. The transfer of search criteria can be done for
each database field or for all database fields at once.
. F
Clear fields °
The input search criteria are cleared.

ﬁl“ Configuration
Lk

Preview settings

Y page,

Preview settings can be used to define whether document preview is active
or not.

The function "Delete empty page" is has to be activated. This setting can be
used to ensure that blank scanned pages are automatically deleted.

Save/change/delete/delete all items
:‘,51 In the "items" tab group there are various functions available for multiple entry
input.
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s @ WS v |D @

—

Presiga % | More.. Transfer Archive Cocument | Extras  Close
A [HPTOLISK] - theck -
“how Archive Ackion
Preview ' _
Displays all pages of the document in the overview.
Optimum width
140k = . . S . .
B Document is displayed with optimum width in preview window. CTRL+4
A Optimum height
ﬁg Document is displayed with optimum height in preview window. CTRL +2
¥ Rotate
= Document is rotated clockwise (90°). CTRL+R
More
Fit ko page Skrg+5
criginal size Skrg+i0
Settings
& Print docurments Skrg+F
Various document display setting options
Transfer F10

Starts the transfer program to the archive database.

Archive
Change archive selection e.g. to other databases.

< & B

Document check

Switch to document check for correction/review of archived documents that
have not yet been transferred. The menu option document check remains | F7
inactive until this button is used to switch to document check. The various
actions can then be performed via the document check menu option.
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‘ Colour fFor next receipt
'/ | Hide when minimized
v/ | Ribbon
Save ribbon settings
Reset ribbon settings
Layout
Layout {Default)
Reload script
Save file as....
Information
Calls up various setting options
i %e archiving program. ALT+F4
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1. Archiving process using the archive printer

To archive using archive printer, the program does not have to be opened manually. It is selected only
after compilation of the electronic document via the printer selector of the archive printer (1), which
initiates the archiving program.

Printer

i O S I | 1)

Status: Idle . Find Prinket. ..
HABEL-Archivdrucker plus

Tvpe:
Where: HADTIFE ] Print ko file
Commenk: [ ] Manual duplex

Page range Copies
=) all Mumber of copies: |1 e

{:} Currenk page
11 Collate
L

O Pages: | |

Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12

Print what: ‘Dcu:ument W | Zoam
) Pages per sheet: 1 page w
Prink: ‘F'.II paqges in range v| s L= | pag |
Scale bo paper size: |N|:| Scaling - |

o oo

Various changes to color, size etc. are possible using the "Properties" (2) button.

The required search criteria are input directly into the right-hand mask. For the capturing process the
functions explained in Chapter: General can be used, e.g. transferring predecessor values or master
access. To complete the dossier it has to be saved.

| Document type: 0002 SLSOffer

Document No.: HABEL cap:

Document date: g . J fcquisition Check,

| Extemal Document No.: | :
| OrdegNo. (integnalt. . ~ S ‘ﬁ
R} ;m ol , 2 /“ .
-
Save Delete Mexk
documents ) document  docume

== Archivin

)
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The saved dossiers are available for checking until complete transfer to the archive. They are
accessible via the Document Check button or F7 (see chapter General: Commands in document
check).

\ 5 HABEL capture program - archive system [General] {(c:\messethabel\belege\VOOO00001\BELT51100115168.001 - 61870 Bytes)

"—) Acquistion | Check  Edit
H X # & @ H @ «|d @
L Configuration = Delete

Prewew

Save Delete Mexk Mare,., Save More Transfer Archive Docurment | Extras  Close
documents  document  docurnent h itern 3 Delete al [HPTDL1S%] h check h

Archiving Configuration Items Show Archive Ackion

To archive additional documents with the archive printer the program does not have to be closed. By
calling up the document to be archived and selecting the archive printer as printer this document will
also be sent for archiving. If it is a file that belongs to the previous one it can be archived as next
document (1). In the input mask the document is designated as next document (2). The documents
are combined and following transfer to the archive are displayed as one file (i.e. as a hit too) in the
search function.

‘|‘ \ H;Eﬂjapture program - archive system [General] (c:\messelhabel ‘l‘ V¥ HABEL capture
"—) Acquisition 1 Edit \ _) )

e fcquisition Check Edlt
# Change
H X %‘ Conﬁguration - [:

Delete

g}
Save Delete et Mare... Save & Previt
documents  documentl  document i item Delet al
falisy Configuration Ikems L -

Save Delete Mexk
documents  document  documenkt
Using Hide (All tabs — Action — Extras), when minimized Archiving /

you can control whether the program is hidden when
minimized.

Colour For next document Q)
i
v | Hide when minimized I display

v | Ribbon

(hidden

_ _ If all documents to be archived at this time have been saved, the
Save ribbon settings transfer is then carried out (cf. Chapter — General )

Reset ribbon settings

Layouk
Layout (Defaulk)

Reload scripk

Save file as. .,

Information
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2. Archiving process using the archive printer in conjunction
with HABEL OCR INDEX

be read and used for indexing purposes.

Activate the OCR recognition in the tab Capture — Configuration — OCR recognition.

Y’ '

Acquisition Check Edit (
| I X = % al Ch-f'n'u;us'1
- | Configuration = | Delete
Save Delete Mesk More. .. ) _
docurment  docurment & Prewview settings il g
Archiving | i
Last document: 00115043.00___OcR ecoanion | ¢
Save settings yhder... (1) E
Save settinggin HDSCMOO1, IMI

w

FX ocr settings

Activate OCR

Check OCR recognition to activate (if g - [ FastMode

. . . recagnition
these settings are saved this will then [ Only recognize first page
continue to apply for this document [ Save OCR results

type in the future (1)).

[ Identity slignment

Fast Mode
Faster OCR with minimal loss of
quality.

Only recognize first page
May suffice, for example, if the information important for indexing purposes is contained on the first
page of the dossier.

Save OCR result

Identify alignment
Documents in landscape format are displayed in this format in the document preview. Documents that
have been captured upside-down are automatically rotated.
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If you activate the OCR recognition during the The estimate

. = the amou
capturing process you have to start the ————— dm‘mny
recognition of the pages additional (mouse click I——— 3
right hand on the document in the preview). The :F

document will be recognized automatically if the 1. 1 ?
document type is defined for OCR recognition w -

- empk
(save settings) and is chosen while capturing. F’ . f
- C

lrm.

&l

R

|}l < Delete page(s)

— Recognize pageds)

=y I

You see the captured pages in the overview next to the document preview.
The pages that have not yet been read by the OCR are framed in red.
However, the indexing can still be done as the OCR is continued in the
background

For indexing please the mouse has to be positioned on the text. The
recognized text will be shown as a yellow hint. With a double click you can
transfer the text into the index field (this field has to be currently activated).

For indexing, position the cursor over the term. The recognized value is
displayed as a yellow note. Double click to transfer the term to the currently
active field.

M15043.001 Campary:

Document type:
~ Document MNo.:
Document dats:

ORDER CONFIRMATION-Ng/ 4423(&?9875

4423659575

I | External Document No.:
- L

Delivery Mote Mao.:
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Alternatively, move it into the field using drag and drop. To do this hold the mouse button down when
the yellow reference appears and position the cursor in the corresponding field, which is filled when
you release the mouse button.

| Serial No.: N - | Serial No.: 3
| Subject: ( | Subject: ‘PE%ASUS {
| Info: ‘ » | | Info: -0l ‘ /—“-

| PPGCDW . r | D.l(r’ et

If you hold down the CTRL button during the double-click or drag & drop function, the terms are written
into the field one after the other (with space between them); and without a space if you hold down the
shift key.

| | SerialNo.:
— » | PEGASUS InveStore
i Info:
o PKrecipient 1:
| PKterm 1:

To get to the next available field press Enter or change field using a mouse click. In addition you can
use the functions described in 1. Archiving process with the archive printer.
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Archiving in the original format

General

Electronically compiled documents, which may need to be edited again at a later date, can be
archived in the original format. To meet statutory regulations the originally archived version is never
overwritten but the new version archived a second time. The document is displayed in the original
program.

For the archiving of all current formats (also graphic formats) the HABEL OFFICE Integration is used.

Documents archived in their original format will * @) =
also be captured in tiff, so that a display of these l‘) Y

documents can always be guaranteed. Today it
isn't possible to say whether a later MS Office

version will be able to display a document created = / " b save ~
today. Also it is possible to put annotations on the g E - NS Send. -

Search | Hit list View Information

document, e.g. marks or notices. Documents Ve Information: - brnk - Delate
archived in tiff format will also be used for the full - | GaMore... ~
text search and displays in the preview. Edit

... |File exterision (1] 4%
diwg

. dwg f

p
—

As regards the input mask the program to capture
files in their original format is similar to the archive
printer.

(cf. Chapter HABEL OFFICE Integration

Using the virtual printer “archive printer”)
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1. Archiving process in the original format using the function keys

== I T The function buttons are located in MS Word, MS EXCEL and MS PowerPoint
' 9} in Office version 2007 under the Add-Ins tab. In earlier versions they are
- Start Eir available as icons in the menu bar.

£ If they are not available they can be installed by your administrator.
(41}
symballeistenbefenle [ gy | Index document and check in to HABEL 1

Transfer current document for archiving with the option of entering search terms. Use this button for
example if the document has never been archived or if you do not want to re-archive a searched
document with the same search terms.

Activating this button will take you to the familiar input mask (cfg. I. Capturing programs — General). If
it is a document you have searched for and opened from the archive, the search terms from the
original version are already initialized and can be changed. Otherwise you will get a blank input mask
that you can fill with the corresponding terms (cf. Chapter General: Master access/ Adopting values
from previous documents).

In the document preview you merely see the icon for the type of document and the current temporary
storage location for the document.

‘ = HABE

Acquisikion Check. Edit

W X

Save Delete Mexk Mare. .. Save
documents  document  document G iterm
Archiving

Last document; 00115170.001

CADOKUMENTE UMD EINSTELLUMGEN™ SDESKTOPYF
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m Automatically check document into HABEL

Transferring the current document for archiving without entering search terms. Use this button if it is a
document you have searched for and which should be re-archived with the same search terms (as
additional version). The system configures which database fields are adopted for the new version. If
you are not sure that you want to adopt the existing data select the other button "Index document and
check into HABEL".

Note: You will not be able to see the archiving process with the button "Automatically check document

into HABEL" as the input mask is not opened in this case. Transfer to the database is automatic. As
usual you will find the file in the search with the same data as the original document.

2. Archiving process in the original format via "Send to" function

Saved files can be sent to HABEL for archiving in original format via the pop-up menu. If this function
is not active contact your consultant.

Open
Edit
Mew
Prink
Cpen With

d ) Bluetooth
Cuk @ Desktop {create shortout)
Lopy L:b DirectCD-Laufwerk (D)

Create Shortout | Mail Recipient
Delete
R.ename

1 Mail Recipient. MAPIMail
B My Documents

[ Compressed (zipped) Folder
it DVD-RAM Drive (D)

Properties

The usual input mask opens for input of the search terms.
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3. Archiving process in the original format via Drag & Drop

If you have files to be archived in original format along with a document located in the archive (i.e. with
the same search terms) you can do this using the drag & drop function.

Search for the file in the archive and drag the file to the required entry with
the mouse button held down. You will then be asked whether you want to =,
archive the file (belonging to the marked entry in the archive). On %

confirmation the file is archived automatically. It is not necessary to initiate k

a transfer to the archive. ~ HaBeL
Information, docx

£ Document tyf Document date Customer/Suppl Name LrZation

=| Name Document type : SLS Correspondence:
0033 08/10/2003 00001 HABEL GMBH & Co. KG A [  Rietheim-Weilheim
0033 0871042009 100001 |HABEL GMBH & Co. KG A Rietheim-weilheim |

\9‘) Archive file: (C:\Dokumente und EinstellungenikbeckiDesktopiHABEL Information.docx)?
L
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4. Archiving process in the original format out of the import directory

You can use the import function to archive files located in a specific directory in a stack.
First of all, open the program. If you do not have a link or access to this program consult
your administrator.

Using the tab Capture — Configuration — Import settings the administrator can set the directory in
which the files to be archived are located.

) -
. Check, Edit

Acquisition
H X o Ii | Configuration = |
Save Delete Rk More. .. -
documents documenk v Import settings
Archiving

Advanced settings

Last document; 00115171.001

EZ Import file le

| ]

Imnipart file: :::'-. ne

[ Ok l ’ Cancel ]

Choose the directory (here: all files in this directory with the file format jpg.) and press OK. The files
located in the selected directory are now proposed for archiving one after the other. As usual you can
enter search terms, use the master access or adopt predecessor values, and on saving the file
prepare it for final transfer to the archive. When you have transferred all required files you can initiate
the transfer to the archive with the "End" or "Data transfer" button.
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By default the files are automatically deleted from the directory following archiving. If you do
not want this to happen consult your administrator.

the directory).

g By activating the delete button you delete the current file (not only for archiving but also in

Acquisition Check.

Save Mexk
documentg document
Archiving

However, if you do not want to archive certain files, but also do not want to delete them, skip the
document via the Skip document button in the tab Capture — Acquisition — More. The next file in the
directory is then retrieved.

. ‘h : HAI

Arcquisition Check Edik

| I X o T @ ¥ Chi
' = | Cunfiguratiun i Dl

¥

-
Save Delete Mexk Mare. .. Save
docurnents docurnent w iterm Del
Archiving | Predecessar value Skrg+D
. | All predecessor values  Umsch+5Skrg+D
Last document: 001156171,
Clear fields F&

" 4
[ N
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5. Versioning

With the versioning administration in the Office-Integration it is possible to mark different versions of
documents that were archived. If documents will be researched, changed and researched again, the
archived documents can be signed with versions.

Example: The entry version 1 of the XX.XX.XXXX is a defined database field. The new version would
be provided with “up-to-date yes” and version 2 of the XX. XX.XXXX.

Here there are several possibilities of definition that can be deposited. If you are interested in this
function please contact our customer care.
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HABEL E-MAIL ARCHIVING

General

Using HABEL E-MAIL ARCHIVING emails can be archived directly from your email program. This is
done via function keys or menus that are embedded into the email program. Following transfer to the
email archive you get to the usual input mask for entering search terms, whereby data from the email
can be used to predefine fields. In addition there are various options for processing email attachments
(differs from email program to email program).

If the emails are archived in original format, the emails can still be processed in the original program
following the search.

At present interfaces are available to the following email programs:
- MS Outlook

- TOBIT David

- Lotus Notes

- Mozilla Thunderbird
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1. HABEL E-MAIL ARCHIVING Outlook

Posteingang - Microsoft Outlook
E Edit Wiew Go Tools  Actions  Help

D3dnew - | 4 3 XK | CuReply CReply to Al (5 Forward | Y sendiReceive - | ZoFind [55 | [ Type a contact to find

Faworite Folders

J—

33' " -lesene Nacl" g

lempnl 4

Send email to HABEL archive

Posteingang

B || 4| @|From Subject m

= FW¥: | archived | WG: Project 225615
Y @Jil;-_r-l—-\il-l- e Vs D

“l e Projekt 225615

e s
—

After pressing the button (1) the entire email including attachments is sent to the archive. Various

settings are possible for this:

a) No original format: transfer email in TIFF format + index data + attachments

b) Original format and attachments, inclusive: email in TIFF format + original file in msg format with
attachments

c) Original format and attachments, separately: email in TIFF format + original file in msg format
without attachments + every attachment separately in original format

The advantage of TIFF format is that notes etc. can be attached. With the email in original format

editing in the email program is possible at all times (e.g. forwarding, reply).

Alternatively, by pressing the button (2) the email attachment only is sent to

the archive. The attachment is archived in original format and can be

|m Egl £ searched for separately from the email (the search terms are also input

= Mmanually and therefore can be customized for this particular file). It is

Send attachments into HABEL Archive | possible to transfer all attachments or just specific
attachments.

Once the transfer has been completed the input mask opens for entering the search terms (depending
on definition some fields have already been predefined from the data in the email).

So as to be able to ensure complete archiving without gaps it is not possible to work with
Outlook again until the archiving process has been completed, i.e. until HABEL has notified
Outlook that the data/document has been transferred and saved (data transfer to the archive
does not have to have taken place at this stage). This block can be deactivated generally or
per workplace; this is not recommended because this means that there is no feedback about
the correct archiving process.
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‘ ‘I‘ s HABEL capture program - archive system [General] - B X
\ /
: Acquisition \ Verlflcatlon Edit
# Change D S G
HX 7 G = 2 )
€@ Configuration ~ & Delete 21 %
Save Delete  Mext More.. Save Preview 5 | More... Transfer Archive Receipt  Extras  Close
receipts  receipt  receipt | = pos, | % End pos. E:: N [HPTDL15X] = check >

| Archiving Configuration Positions Shaw Archive Action

‘ Cou o

Last receipt: 00115153.001

\

|

D_H_er No.:
Order No.:

Contract No.:

Delivery Note No:
Invoice No.:

Name:
PLZ

LKZ:

External Document No.:
Service report No.:

Order No.(intemal):

CuslomerlSuppIier No.:

00001

78604

D

Rietheim-Weilheim

Aticle No.:
Article name:

7

Serial No.:
biect: ;
Info:

RO

PK recipien |

72 B |
IAmkeI Nr |Ankelbez. |Sendungs-Nl

No data to display

Delete

‘ Save pos. Change

‘ [ Save [ Delete ]

Next

B

Copyright © by HABEL GmbH & Co. KG | PN:001 | HDSCNOOT.INI | 0/0/0 KBytes | QUEUE: 141 I Manual ] 13099/13093 MB ‘ Idle... C:ADOKUME ~14kbeck\LOKALE™1 \Temp\ARCIm

Following archiving the email is designated accordingly in your inbox. Alternatively the email could be
deleted in your inbox. If you transfer an email for archiving twice you will receive the following prompt:

Bestidtigung

? ) The e-mail with subject ,UDO-Platlten” was already archived. Once again?

Mein |
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2. HABEL E-MAIL ARCHIVING LOTUS NOTES

) Mail (R6) Habel - Eingang - Lotus Notes
Datei beiten  Ansicht ki Hife

CLE IO | ABOR| ST Co0nE %= @m@MQ 5 |

Adesse ~Je-T - R

<) Arbeitsbereich | 2.2) Mail (R6) Habel - Eingang X |
@ @ Mail - I [Neues Memo][Antwort v] [Allen antworten v][Weiterle‘:ten v][Lﬁschen][Ordner '][Kopieren in '][ Werk '] [ Archiv ']
@ fiir Kai Petri MH— — - = 3
| Wer ~ |Datum S |Grése "2 | Thema e

l?ll £5 Eingang (3) Beck. Karin - HABEL 18.10.2006 353.136 @ HABEL-VERTRAGSMANAGEMENT e
= % Entwiirfe Beck, Karin - HABEL 18.10.2006 30419 © Rechnungsduplikat

In Lotus Notes the archiving is done via a button. The emails and their attachments are sent to the
archive. The input mask is identical to the other input masks. If desired, the complete original mail or
individual elements (attachments) can be automatically deleted. The email is saved in its original
format, provided that LOTUS NOTES Version 6 or higher is installed (earlier versions do not support

this function).

3. HABEL E-MAIL ARCHIVING TOBIT

In Tobit David the archiving of emails and faxes is done via a pop-up menu. The emails and their
attachments are sent to the archive. The input mask is identical to the other input masks. If desired,
the complete original mail or individual elements (attachments) can be automatically deleted. The

email is not saved in its original format.

@ David InfoCenter. = Al 2
Eingang | *
Datei Personlich Bearbeiten Aktionen Ansicht Optionen Werkzeuge Netzwerk Fenster Hilfe Tobik.Software’
(51 Mew ] Formu = ‘ o M G g Antworten - Alln antworlen () Waterle |
2] @ 5 [davidjn -] B o ||{[Googe [ |le)s §
| Favoriten | [ Wavigator x| [#[= 0] ¢ [von Betreff Datum Status Port .|
] ) \ |@ David.InfoCenter ‘ | (3 + Oettl, Christoph - HABEL aktuelle Anforderung 09:00 Mo 28,07.2008 @ Empfangen PostMan 1 \
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&' Entwiirfe - Thunderbird ;IEIEI

=
Datei Bearbeiten Ansicht MNawigation Machricht Extras Hilfe

»{- / @ ] . ] ; y
& ¢ 1 | X = Al | & - .
Abrufen Verfassen Adressbuch | Antworten Weiterleiten | Léschen Drucken Archivieren || Zurick Vaor
Alle Ordner || E || O | Betreff &4 | Empfanger [ 4| natum -l

E-Mail ins HABEL -Archiv (ibernehmen

= EJ Lokale Ordner l
,_,_' Posteingang
.-'9' Postausgang
- Entwirfe
r'_f Papierkorb

4. HABEL E-MAIL ARCHIVING THUNDERBIRD

In Mozilla Thunderbird a function key is used to perform the archiving. The emails and their
attachments are sent to the archive. The input mask is identical to the other input masks. If desired,
the complete original mail or individual elements (attachments) can be automatically deleted. The
email is archived in its original format and can therefore still be processed in Mozilla Thunderbird after
the search.
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HABEL CONTRACT MANAGEMENT

Using HABEL CONTRACT MANAGEMENT contracts can be managed efficiently in respect of due
date, extension and termination and also displayed in a clearly laid out way at the touch of a button.
The program is used wherever document maturity dates and deadlines have to be monitored. This
ensures that you no longer miss any contract termination deadlines, prevents contracts from simply
being extended automatically and informs you in good time about contracts that are due to expire.

For HABEL CONTRACT MANAGEMENT a separate database is created with predefined document
types and search criteria typical of contract documentation. In the archiving process important contract
contents are input as search criteria, which then control the monitoring and reminder dates. Check
routines and rules support the user right from the document capturing stage, so that all criteria
necessary for the contract and its associated management are input correctly and completely.

Blue fields are mandatory, pale yellow fields are Fim HASELGmARCokG
item fields. The standard package provides for .. ]
several contracting parties to be input for one Bt ago0 =
COﬂtraCt Vertragspartrer Nummer ’
| Wertragzpartner Mame #
Depending on the selected contract attribute =l ’
fields become mandatory or become inactive R —— ;
(grayed Out) “ertragspartner E-M ail £
Barcode
Only if "original" is entered in Vetliagsrummer
the "reason for issue" field Wersian
will the defined recipient also e
be notified. Riicktit bis =
‘Verliagsbeginn 31.05.2010 =
Vetbagsmecdaiien e S N ]
Further details on the fields can be accessed rolierende Kiindigungsmiichiziten - o
within the search function using the  info Kindiegs /vesiogenngis .| SRS )
; AESeCon ] ]
butto_n. The standard package alrez_:ldy pontalns A =
detailed information on the respective fields. Vetiag gekinig: am =
These can be supplemented individually by the Vg it i
.« Original bei ;
administrator. Snpecame e
Ansprechparther (interna) ;
To be able to evaluate risks, costs, revenues, Ansprechpatines [ewer]
payment intervals etc. following archiving, details 2‘“dv‘]g P ——
must be entered into the fields from "Evaluation b
of Contract Partner” up to "Payment Interval”. Bewertung des Vettagspatners -
This allows overviews of contracts as per BT -
required criteria to be compiled within the search S i
. 2ugehdrige Vertiage
function. e
rallierende Fosten
einmaliger Ertrag
rollierender Ertrag
‘Wahrung
Zshlungsart -
Zahlungsinterval -
Betreff
Info
MSG ID
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The contract terms and conditions (its attributes) affect other qualifying criteria. The standard package
contains seven defined contract attributes. The termination periods/deadlines entered, and the period
of notice (in weeks) affect the time of the notification:

E.g.: If the termination/extension period is one month two (weeks) has to be entered as period of
notice. If the termination date is 30.06.2010 this would mean notification one month and two weeks
prior to the termination date (mid May 2010).

The following shows the effects of contract attributes on other fields in the overview.

Contract attribute: fixed term, can be terminated prematurely

Practical example: Loan agreement with unscheduled repayment arrangement
Contracts which a priori cannot be extended but may be terminated prematurely. Notification is made
in good time before the termination date.

For example:

Wertragzmaodalitaten

rolierende Findigungzmoglichkeiten

k.iindigungz.-# Yerlangerungsfrist [Monate]
Ankundigunglochen)

K.lindigungztermin(e]

Wertrag geklindigt am

Wertrag guiltig bis

Original bei

Anzprechpartner [intern]
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Contract attribute: fixed term with extension option

Practical example: Leasing (vehicle), tenancy agreement
Fixed term contracts that are not extended automatically but which have the option of being extended.
Notification that the contract will end soon is made in good time prior to expiry of the contract, so that

an extension could be sought. In this case there are no premature termination dates so these fields
are inactive.

Wertragzmaodalitaten

rolierende Kiindigungsmoglichkeiten

Fundigungz.-# Yerlangerungsfrist [Monate]

Ankiindigunalsfochen]

K.lindigungztermin(e]

Wertrag gekiindigt am

Wertrag gultig bis

Original bei

Anzprechpartner [intern]

Contract attribute: fixed term without extension option

Practical example: Contract for services, loan agreement, tenancy agreement (hereditary lease)
Fixed-term contracts that cannot be extended. Notification of end of contract. Other fields are not

relevant.
Wertragzmaodalitaten -U
rolierende Kindigungsmoglichkeiten | *
Fundigungz. -+ Yerlangerungsfrizt [Monate] [/}
K.lindigungztermin(e] 7]
Wertrag geklindigt am Es3
Wertrag gultig bis
Origiral bei | »
Anzprechpartner [intern] |
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Contract attribute: fixed term, can be terminated prematurely
(without reminder)

Practical example: Loan agreement with unscheduled repayment arrangement
Fixed-term contracts that cannot be extended but that can be terminated prematurely. Notification that
contract has expired.

Wertragsmodalitaten

rolierende Kindigungsmoglichkeiten

K.ilndigungs.-/ erlangerungsfrizt [Monate]
Anklndigunglochen)

Fundigungztermin(e]

Wertrag geklindigt am

“Wertrag guiltig biz

Original bei

Anzprechpartner [internl]

Contract attribute: one-off occurrence (without reminder)

Practical example: Purchase agreement
One-off contracts without duration or end, and that therefore do not need to be monitored. All fields
relating to termination/period of notice/deadlines etc. have therefore been grayed out.

rolierende Kilindigungsmoalichkeiten | v 0
K.ilndigungs.-/ erlangerungsfrizt [Monate] 7]
Ankiindigunalsfochen] 7]
Fundigungztermin(e] (7]
Wertrag geklindigt am E=3
Wertrag guiltig biz ES3
Original bei e
Anzprechpartner [intern] 23 o)
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Contract attribute: open-ended contract

Practical example: Employment contract, rental agreement, leasing agreement, cell phone service
agreement

Open-ended contracts that are to be reviewed regularly or at specific dates. A reminder is issued
either at certain times or at regular intervals, depending on the selection made.

Wertragzmodalitaten

rolierende K.lindigungzmaoglichlkeiten

k-lndigungs. -/ Yerlangerungsfrist [Monate)

Ankindigunglfochen)

K.lindigungztermin(e]

Wertrag gekLindigt am

Wertrag gultig bis

Original bei

Anzprechpartner [intern]

Contract attribute: open-ended contract (without reminder)

Practical examples: Employment contract or rental/leasing agreement
Contracts that do not need to be monitored and do not require any reminders.

Wertragzmadalitaten

rolierende Findigungzmoglichkeiten

K.lndigungs.-/ Verlangerungsfrist [Monate]

Ankundigunglochen)

Kilindiquhgzsterminle]

Wertrag geklindigt am

H

Wertrag guiltig biz

H

Original bei

Anzprechpartner [intern]

I\J
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Termination options/deadlines

The rolling cancellation deadlines indicate the intervals at which the contract can be cancelled, e.g.
monthly, quarterly or annually. In addition, a minimum period before cancellation may be specified. For
example, with cell phone contracts it is usually possible to cancel annually, but only after expiry of the
minimum term of two years. In this case, the rolling cancellation option "annually” is entered in the
contract management system, while the earliest date for cancellation is specified under "cancellation
date". In this case a reminder is sent initially on 20 August 2011 (four weeks before the three month
period of notice ending on 17.12) and then again every year on 20 August.

Yertragzmodalitaten

rolierende Kundigungzmoglichkeiten

K.lndigungz.-/ Yerlangerungsfrizt [Maonate]

Ankindigunglyochen)

Kiindigungstermin(e) 17122011 o

If quarterly or monthly cancellation options are entered, and/or a fixed date as cancellation date, no
reminders will be sent up to the cancellation deadline. From this date reminders will be sent monthly
on the 17th (example below).

Wertragzmaodalitaten

rolierende Findigungzmoglichkeiten

K.ilndigungsz.-/ Verlangerungsfrizt [Monate]
Ankiindiqunalsfochen]
k.Lindigungztermin(e] 17122011 ©

If "any time" is specified as the cancellation option reminders will be sent at the end of the month. The
setting "see cancellation dates" will only apply if the interval between cancellation dates does not
always reflect the same time period between cancellation opportunities. For example, in the case of
cancellation interval with different time periods the option of cancelling each year on either 30.06 or
30.09 is available. In such cases select "see cancellation dates" and

enter the appropriate data in the "cancellation dates" field:

dd.mm.yyyy if a fixed date is to be entered
dd.mm. if a day and a month of each year is to be entered
dd.mm.;dd.mm.;dd.mm.;.. | if several dates every year are to be entered

For example: first cancellation date or rolling cancellation date from 15.06.2013
F.iindigungsterminle] 15.06.2013 (5

For example: Cancellation possible on 15.01. / 15.05. and 15.07.
k.Lindigungztermin(e) 150115 05,1507 %
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Background archiving

General

Many documents in the archive are not activated manually but are archived automatically and/or
adopted by other programs. The user has very little to do with this but it is important to know these
archiving methods too.

HABEL COLD

Archiving via the COLD interface is used if documents are to be taken over from ERP programs,
accounting software, operating software etc. It is not necessary here to again print and scan
documents compiled in these external applications. An up-to-date interface description (which data are
provided for the transfer and how) can be obtained from your consultant/administrator.

HABEL provides the documents compiled to the external application as image files, as well as the
associated index data. HABEL archives the document automatically and adds the supplied index data
as search terms.

To complete the process correctly letter headed sheets are stored with the file supplied from the
external application, so that a complete file in the archive can be represented by showing the

the dynamic form deposit function is made in the search operation.
Save process robaked

Save adjustement. ..

Tiff info

Shaw with backaraund Form  Skrg+ha
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HABEL INDEX UPDATE

Using the HABEL INDEX UPDATE module index data are added automatically to documents that
have already been archived.

The thread is generally formed via the job number from sales or order number from purchasing. Via
the ERP system the order number is passed to the subsequently compiled documents such as job
order, delivery note, invoice and also incorporated into these documents via COLD archiving. If
subsequently a search is performed using the order number all documents are found, starting with the
customer order right through to the invoice.

The methodology of supplemental indexing is to enable this thread via various document numbers.
For example, it should also be possible to search for the complete thread using the invoice number. In
this case the invoice number must be added to the already archived documents.

If several values are to be entered retrospectively for a field, e.g. because there are several delivery
notes or invoices for a job, several values can also be entered retrospectively into the fields.

The values are entered separately into a defined field, using any separator you like (e.g. , .,).
Prerequisite: The field must make enough characters available. In the case of a MySQL database the
field can be extended, but for DB/C databases it is difficult to do this, as the maximum length of the
field is limited (default 999 characters) and for large call-off orders there is often a large number of
values that would have to be added.
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Program Function Keys/shortcut keys
All Print CTRL+P
All Back ESC
Capture Copy field content to previous entry CTRL+D
Capture Copy all field contents from previous entry CTRL + Shift+ D
Capture Counter field (only for defined document types) F9

Capture Switch to document check F7

Capture Save documents F3

Capture Clear fields F6

Capture Optimum width CTRL+4
Capture Optimum height CTRL +2
Capture Fit to page CTRL +5
Capture Original size CTRL+0O
Capture Rotate document clockwise CTRL+R
Eﬁggﬁent Change (in document check) F12

Eﬁgg;q ent Save change F2
Eﬁgg;ﬁent Delete page DELETE
Document Delete stack CTRL + DEL
Capture scan Scan single document F2

Capture scan Scan stack F3

Capture Transfer F10

Capture scan Scan preview F3

Capture scan Save (Scan preview) F3

Capture scan Save all (Scan preview) CTRL + F2
Capture scan Change barcode (Document check) Insert

Page | 87

www.habel.de | www.habel.ch



WE CONVERT DOCUMENTS INTO ENERGY

User Manual
|. Document capture programs
Compare versions

Capture scan

Re-scan page

F5

Capture scan

Barcode with entry

CTRL + Shift + F8

Capture scan

Barcode recognition

F8

Capture scan

Enter barcode manually

CTRL + F8
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