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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 ANNOTATIONS

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.

A symbol is used to denote background information and tips.

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.
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General

Without doubt the Retrieval plays a central role in the HABEL® document management system. You
can use this program to retrieve documents (i.e. search for and locate documents) that have been
saved in your archive over the years. It does not matter whether the documents have been saved on
the server or on media such as WORM, Blu-ray, etc. Depending on your system configuration various
search methods are available in addition to the standard search function, e.g. multi-database search, if

in your system.

The documents in the hit list can be displayed, printed, edited or emailed, to name just a few of the
options available. This also depends on your system configuration and access rights.

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

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

@, General [Search] o
¢ File tdit Inputmasks Search View Hitlist Comment Extras ,
iy P | & T E X : & 1 K3 ;
: Archive G I * - : Search d: B

rchive Genera 3 ¢ Searchsaved _ P

. [HaseL Gron 8.Co.KG
Document b - s K
B T

Menu/tool bar

Search Hit list View Information (’
() Forward = i
‘% {2y Export l“_) ke & |9 Search all databases &
P Clear () Backward N
Find @ ive General
(& More... ~ | 2 Delete history S Radsiils
Search Archive (
Company 01 HABEL GmbH & Co. KG /’
Document 3 o
A s Agaface, fb.wz? S I e r "r \"-'\ A ’\ PR A'b-“‘\"‘"'\i.w-\\‘.ﬂ\ -

Multi-function bar (ribbon)
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For displaying the functions within this manual, the multi-function bar (ribbon) is used by default.

those that can currently be used). In addition, the important commands are immediately

@ The advantage of the ribbon is that it is context-sensitive (i.e. the active commands are
accessible by clicking on them.

To switch from main menu/toolbar version to multifunction bar (ribbon), select Extras — Settings in the
menu bar.

I General [Search]
i File Edit Input masks Search View Hitlist Comment | Extras
Dol P o | E & 83 Run MetViewer

Archive General w : Se Contents

.

{HABEL GmbH &C Erowse i
Document type . Usa hEIr:
Document date E22
Document Mo, | Settings  Shift+Ctrl+5 D‘?
Offer No. -
Order No. {internal) Save menu settings
Delivery Mote Mo. About...
Invoice Mo, —
Credit Memo Mo,
Feqguest Mo

The following menu appears in which you can define that the multifunction bar (ribbon) is to be
displayed.

D, Settings

= - General
= Display
E- Hit st

= - Print settings Prezentatian

W _
L Mail settings Ribbon .
= | Style %

Available sking
Office2007Elue -

Lt
{
' kS xr o ” % N - e = ‘--.u,..",.“" LN un—m-_,._/"“\\ . /

Click on the multifunction bar (ribbon) and close the search. The next time you start the search, the
multifunction bar (ribbon) version will be displayed.

Within the ribbon interface you can find the command for switching to the menu / tool bar within all
tabs — Action — Extras.
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Using 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.

| % Inforﬁjtion
@ @ Export Forward 6 l;::‘ S s
P Clear k) Backward

Find " n
@ More... ~ | 2 Delete history 93| \Aucke | Ge

Some functions also have shortcut keys CTRL + key or function key (F1, F2 etc.) and can be
accessed in this way. Over the shortcut editor within the settings, you can define own shortcut keys.
Details about this will be handled in chapter Options/Settings.
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Search mask

Start the Retrieval by double-clicking the icon installed as a link on your desktop. If you
m‘ do not have the symbol on your desktop speak to your administrator. After starting the
application, the search mask appears that has the following layout.

Lde

Retrieval

(1) Multi-function bar for all program functions
(2) Input fields for search terms

[ ‘I‘\ \ Sz sl g . General[Search] P W = oo b S
s | Search | Hitlist  View  Information
6& E Fport £ Famed S l} Search all databases 0 Q oo Save s & m
i P Clear {3 Backward ) v |4 Edit
‘ o @ More... ~ 2 Delete history W || Archive | General 2 les:::,),lits::'fh ‘77”7 New Ext:as Lo
Search Archive Search saved Action
{HABEL GmbH & Co. KG - Article No. 2
v i Article name 7
Document date = = Serial No.
Document No. @ || External Document...
Offer No. Service report No.
Order No. (internal) Contract No. e
Delivery Note No. Currency
Invoice No. Total dear amout
Credit Memo No. VAT 19%
Request No Total-gross amount
Order No. Cost centre
Customer /Supplier ... P 2 Cost centre descrip...
Name ’ Account
PLZ F Account description
Location Fal Project no. ¥ o
LKZ P ol Project description p ol
Salesperson Delivery date = =
Department Message ID
Subject Access to PK H
Info Archiving date =
Full text Offer existing? v
Order existing?
Order-confirmation? v
Delivery note existi... v
Invoice existing? v
Release 1 8
Release 2 (=]
File extension v
Dossier current? =]
Copyright € 1996-2011 by HABEL GmbH & Co. KG, 78604 Rietheim-weilheim | “Show versions..
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The multifunction bar consists of tabs, groups and buttons. The respective tab contains the most
important functions subdivided into groups in which the respective commands are available as
buttons. Depending on the time, the appropriate tab is in the foreground (active):

Example

1. While entering the search criteria, the "Search" tab is active.

2. After the search is triggered, the hits are displayed, and the Hit list tab is active.
3. The "View" tab is active within the document display.

4. You can obtain details on the search criteria when the "Information” tab is active.

¢y 2 e B Genen e e (oBe

‘ Search Hit list View Information

@ (2 Export € Fopward 2 l‘;_}\v Search all databases Q (59 Saveas @ m
# Edit

P Clear &P Backward
Find = ) ive G | = Display search f: Extras = Close
' (%3 More... ~ ' @ Delete history ' gtheee] Genet faF:rg)r’ites « | New %
Search Archive Search saved Action
Search tab

LR neral [Hit list - Standard - ]

‘."I‘ﬂ _ Ny i g

u Search | Hitlist | View  Information
[ Information | | Save ~ =3 Forward \F Group L

= 2 A = I .
&% Print yASend ~ | ) Backward : {7 Select all hits 2

Show Fax-Druck — Columns  Hit ":I More.., Extras | Back Close
X Clear @ More... ~ | g Delete history % 40 Fit width e Y % 2

Edit Settings Daocument preview Action
Hit list tab

..¢|¥\; D, —-u‘i"*"" [Display] P N e

Search Hit list Vlew | Information

I & Print &Fax-Druck @ <L+ Fit width ﬁZoomoUt“ i Note e (@; @ m

- N L5 C
| |k Save ~ 421Send ~ i1 0 [I)Fitheight | /® Zoomin T Text o
= & Active e~ Exdras | Back Close
[# Changeinfo ' (G More... ~ | [ Rotate (3 More... ~ f Redaction © @ ~ i
Functions View Annotations Action
View tab
[ % \is i ‘ = | B P43 P

N I 2 General [Information]
) — ______
Search Hit list View | Information |

2@ B @ uw | D D@

Pnnt More... View Send O Backward || (GJ Cancel | Change Delete  Add Extras | Back Close
> > item item *
Information | Action

Information tab
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Docking of windows

The elements of the Retrieval, e.g. the document preview, the hit list, the file directory tree (will be
described more detailed in the next chapter) etc. can be arranged individually by drag & drop.
Furthermore you can create tabs out of the individual elements.

The following example shows how the document preview is moved in the hit list. The frame on the
screen shows, where the preview would be when it was dropped.

Search | Hitlist | View  Information
= i a2 ) 3
e e R
=\ & Print S=iSend ~ | (P Backward 3 - o
Show Fax-Druck Columns  Hit D More... Extras Back Close
If X Clear @ More... ~ & Delete history < || 40> list ~ p % ‘ -
1 Edit Settings | Document preview || Action
n
-~
Document type IBelegdamm Order No. Il
Hm SLS In<oice 6/5/2009 2%12 | |)
0009 SLS Inioice 6/5/2009 225615 '
& ] . 5
WIR MACHEN DOKUMENTE ZU ENERGIE | 0009 S1S Inioice 11/27/2008 273154 ‘
0009 5LS Indoice 5/28/2009 228155 Il
Imercomnest AG —
Ly Ear Smtns 127 | |ooos 5LS Inijoice 3/22/2010 228156 i
ey | |0009 SLS Inioice 4/9/2008 228157 1l
_|0009 SLS Injoice 2/16/2009 228158 1l
Rechmrg t’ﬂW’“ﬂmﬂ' oice 2/2/2010 228159 I
|| 0009 SLS Invoice 6/20/2008 228160 i
ande 20159 v Teaseat | |00 5LS Invoice 8/29/2009 ast61 |||
A W 22812 Literechen N, 300455 J00H08 wom 200600 0009 SLS Invoice 8/20/2010 228162 [
e = . =@ % |
“l \ @ )Z General [Hit list - Standard-Einstellung Recherche - | =
| LR .
Search | Hitlist | View Information
[ | i > ¢ ) X
’ Information | | Save | &) Forward | & = % % @ & | & @
=N & Print y=iSend - | (P Backward et 3 ’ 2
Show Fax-Druck Columns  Hit D More... Extras | Back Close
If X Clear @ More... ~ & Delete history - list ~ ,,© - ‘ -
1 Edit Semtings | Document preview || Schon
Hit list n
L 4
- |Belegart [Name Document tvoe |peleadatum [order o, order o, [proiekt Ne ICystomer/Sug [Name |Location
{>|oo0s SLS Iny] L@, Preview = B X317 Interconnect AG Miinchen
0003 SLS Iy} pre 160 informatica ag Koln
0009 stsiny =~ 160 Informatica AG - Kéin 50937 Kal
‘ 0009 SLS Iny 160 Informatica AG - Kéln 50937 Kol
0009 SLS Iny = 160 Informatica AG - Kéin 50937 Kol
0009 sisInf || = 333 Feinmechanik Maller GmbH - 775 77555 My|
0009 SLS Iny 333 Feinmechanik Maller GmbH - 775~ 77555 My|
0009 SLS Iny = £333 Feinmechanik Miller GmbH - 775 77555 Myl
¢ | ¢ 1of 1 |20
0009 SLS Iny 160 Informatica AG - Kéin 50937 Kol
0009 SLS Invoice 8/29/2009 228161 26160 Informatica AG - Kéin 50937 Kol =
0009 SLS Invoice 8/20/2010 228162 26160 Informatica AG - Kéin 50937 Kol

Thus the preview can be put on the hit list or alternatively on the left, or right, above or below it.
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In the following example the preview is created as register next to the hit list. For this, the preview is

dropped when the frame is displayed as a register.

| |ooos 515 Invoice 5/26/2009
0009 5LS Invaice 3/19/2010
| |aoos 515 Invoice 10/22/2008
|_|ooos 515 Invoice 4/15/2008
0003 5LS Invaice 8/9/2010
| |ooos 515 Invoice 4/15/2008
| |ooos 515 Invoice 2/3/2009
0003 5LS Invaice 2/18/2010
griouag S PRI
{111}

] e

Latbarg Zattbar innentiaz 10 Tagen ohne Azaug

4 1ofl L
Fiti'sthrewfewJ

Count found: 48

Register mark

Register view

The register view is for example interesting in connection with the file directory tree. This way the
preview is displayed on one side and the hit list parallel to the file directory tree as registers.
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In addition there is the possibility to fold or expand the docked window. Therefore the fixing pin is
provided. If the combined view is used (as e.g. in our example) you can expand it by moving the

mouse over the field.

)2 e
Search | Hitlist | View Information
I; @ Information | [ Save ~ | () Forward I
=\ &, Print v=iSend - | (P Backward |
Show
M X Clear @ More... ~ | @ Delete history 40
! Edit
- i
00
002
Mac@HS

Aufbau eines zwei Mac's

002
002

002

Malh=1d

# |Belegart Mame Document type
0026 Product information
00326 Product information
00326 Product information

All performed docking settings persist over the closing of the Retrieval
settings, use the menu Reset docking settings (All tabs - Action Group — Extras). After opening the

Retrieval again it appears in the standard view.

% @

Back Close

>

Settings  Shift+Ctrl+S

Save menu settings

Reset menu settings _
E Reset docking settings MI
Run NetViewer

=K

About..,

Page | 10
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Search

Various options are available for searching dossiers. The starting point is the search mask, which
impresses thanks to its simple structure. All users find it easy to navigate. After entering the search
terms into the search mask you start the search and access the hit list. The Retrieval function offers a
large number of customizable settings to optimize your daily work.

1. Input fields

Search terms are required for searching. Various input fields are available for this purpose. The
available search criteria are defined and configured in the system beforehand. The more input fields
you complete the more accurate the search. For the search, you can use any number of fields in
combination with one another.

There are different types of input fields:
Selection boxes (also known as combo boxes)

In these fields, you can choose from predefined terms (1). To access the selection box click on the
arrow at the end of the input field (2). The system has generally not been conceived for input of your
"own" terms. Instead of selecting from the list you can also control the selection by entering a term into
the field, where the matching term will be displayed. Standard search criteria that come with such
selection boxes are e.g. the company, the type of document and the document sub-type. These
checkboxes can also be saved in relation to the document type.

In addition, the input field for the checkboxes is divided in two and can therefore also be reached by a
document type key (3). Therefore, for the divided input fields you can decide whether to enter the code
(if known) or use the selection box. The other field is then completed automatically.

| Company 01  HABEL GmbH &Co. KG v
Document date SLS Calculation -
D SLS Correspondence
ocLment No. SLS Credit memo
Offer No. SLS Delivery note
SLS Enguiry
Orc?er No. (internal) SLS Fair report
Delivery Note No, SLS Invoice
Invoice No. SLS Manufacture Document v
| Company 01 EL GmbH & Co. KG v

Document date = =
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Date fields

By entering numbers not separated by dots you can input an exact date (i.e. 101011 or 10102011) or
only parts of a date such as 10?7?2011 for October 2011 or ????2011 for the entire year 2011 (you do
not have to enter the ??, start the input at the point at which the values have to be completed, the ??
will be added automatically).

| Document date 10/12/2011 B | Document date 53/10/2011 O

If you only enter a date in the first field, the system searches for this date, if you enter a
from-till date it searches over this period. Remember: You cannot use the wildcard ?
here.

0 For date fields it is also possible — if configured — to search over a certain period of time.

| Document date 10,/02/2011 = 10/12/2011 =

In addition there is also the calendar or other aids for the entering of e

dates: I N %
» 4 QOctober P 2011 »
. (dot) Today’s data SM TWTF 5§
25 26 27 28 29 30 1
+1, +2, +3 etc. Today’s date +1 day, +2 days, +3 days etc. 2 3 456 7 8

9 10 11[[#] 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
3031 12 3 45

01,02,03 etc. 1st, 2nd, 3rd, etc. day of the current month/year (only | Today | | Clear |
for from-to fields)

-1, -2, -3 etc. Today’s date -1 day, -2 days, -3 days etc.

1+, 2+, 3+ etc. 1st, 2nd, 3rd, etc. day of the current month/year
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Standard fields

In standard fields terms to be searched for are input manually. To do so click in the field, this then
becomes active for input. Enter the required term.

Document Mo,

Order Mo. (internal)
...Delivery Note No.

\“i-l-l.n- s

BT S AN W U S p—

case-sensitive). If you are not sure how the term has been written or whether other
terms can be contained in the field, use the so-called wildcard search using the
placeholder *.

0 The term entered has to coincide with the term recorded in the archiving process (not

For example: you are looking in the name field for the customer "Miller", and you enter the term
"Miller". You only find the hits in which Miller was entered in the name field. However, if you enter
Miller*, you will also find, for example, Miller Co., Miller Construction etc. If you put the wildcard in front
(i.e. *Miller), you will get all results ending in Miller, e.g. Katz & Miller, Carl Miller etc. By entering
*Miller* you will find the documents in which Miller is part of the name (in this example: Miller Co.,
Miller Construction, Katz & Miller, Carl Miller, Richard Miller

Ltd. etc.). Mame MULLER:*

There is no need to enter the wildcard if the fields have been configured so that the wildcards are
added automatically in the background. This is practical for fields that are indexed with freely chosen
terms, e.g. the subject field. This function has to be configured by your administrator to apply to all
users. Note: Searches using wildcards are more complicated than specific searches and therefore
take a bit longer.

takes a little bit longer. To search empty fields, enter ? in the field. To search fields, which

@ The search with placeholders is more complex than the precise search. For this reason is
are not empty, enter the placeholder * (the empty fields will then not be displayed).
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Fields with master access

With the additional module HABEL MASTER DATA, you can access external master data from fields.
The symbol at the end of the input field tells you whether a master access has been saved for a field.

Customer {Supplier Mo, #

Mame # L}

Click on the symbol after entering the term, in order to access the master file provided externally (e.qg.
customer master, supplier master, article master). You can alternately use the function key
combination CTRL + L. You will reach a selection box with the master data from which you can

choose (1).

0 o | = Geneta - On accepting the data, the terms

-~ | . .

[ [ ok | MM Voon| Ivomiion are i(_jddeg '[oh the searc(:g) field as

& Specite the master .
Q s Egpon “ & 14 Searchall detabases -’) d (\E) P y
7 Clear c A ’> LB AT T
Fnd | 3. Ak Genesal Dizplay search Btras Hare FEITOECANIE VLR t‘
T Mare F favertes - . P .
Smarth Archive Sesriii seved -
Campery 91 WEBGEHAC NS v Arte o ¥ If you do not enter a term and click
Gocmment type 0005 By > e e name on the symbol or CTRL + L, all
Doaument cate k- ® Serial Mo, d d in th fil il
TESEI 4 (freearas ata_ stored In the master file wi
Offer Mo Projectno be displayed.
Order Mo (ntemal) Project desarption
Deldary Note No Debeery cate .-} Confirm -
Invedce No.
f:':mr e - @ Mo search-criteria were entered! Show all?
az k. * 4
Location o ian - =
uz Q | Yes | | Mo
S'*”fm Copany | Customer/Supplier No, | Name Location
Z—:}EL n EESEE] Fermachanik Mudler Musteringen
o 65251 Spedition Muller Leonberg
Pl sext
m 55666 Kart Miller CNC Mustertonn
0& Cancel

Fields with checkboxes

So-called Boolean fields (yes or no selection) can be represented by means of checkboxes. If the
checkbox is ticked, the search is based on the answer for this field being yes; if the checkbox is not
ticked and the background is white, the answer is no. A gray, unticked checkbox is ignored in the
search.

Releaze 1 I/},
Release 2 =
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Fields with help function

Fields can also be provided with help functions, so that they there is a more detailed explanation. The
content of the help message is to be maintained by the administrator (that means, the help fields are
to create client-specific and they are controllable for each document type / field).

Concubson of conyact

-
W Withorsos by
i = St of conyact
A M8 sum Feld Kundoungateestmne A4

1 Dieses Fekd it flr die Prifumg der Vertrage reevant!

e Mt Hilfe der Kiindigungstermine kinnen Sie festlegen, zu welchen
M Terminen gekindigt werden kann. Hierzu muss Im Feld rollierende
Kiindigungsméglichkeiten die Option siehe Kiindigunasterrmine susgewdhit| | "

werden,
é Die Eingabe im Feld Kindigungstermine ist in folgendem Format moglich:

t.mm.yyyy

falls ein fixes Datum eingegeben werden soll
.mm.

falls ein Tag und ein Monat jeden Jahres eingegeben werden soll
tmm, l.mm, ttmm.,...

falis mehrere Termine In jedem Jahr angegeben werden sollen

Belsplele:
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2. Index search and full text search

So-called Boolean fields (yes or no selection) can be represented by means of checkboxes. If the
checkbox is ticked, the search is based on the answer for this field being yes; if the checkbox is not
ticked and the background is white, the answer is no. A gray, un-ticked checkbox is ignored in the
search.

Index search

To perform an index search you enter terms into the various input fields. Fields with no entries are
identified as empty and therefore not included in the search. The more fields you complete the more
accurate the result. You can combine all input fields with one another (these are "AND"
dependencies).

Example 1:

You are looking for all outgoing invoices issued to your client Miiller in the period September,12" to
October, 12" 2011. To do this select document type outgoing invoices, enter Miller into the name
field, and the dates 12" September 2011 and 12" October 2011 into the document date field. In our

example, a restriction exists for the company 01.
- —

‘I" 1 ’9& = - General | | |
M\ ) n our example, a
‘/ Search Hit list View Information restriction exists for
B Expoit & Forward = the company 01.
v’a - @ |5 Search all databases
CP Clear (P Backward
Find “% | 2 Archive General
More.. ~ ' @ Delete history ™ iy Archive
Search Archive
Company 01 HABEL GmbH & Co. KG
Document type 0009  SLS Invoice v
Document date 09/12/2011 & 10/12/2011 =
Document No. W

Order No.(internal)
Delivery Note No.

Invoice No.
Customer /Supplier No. ot
Name MULLER /

Page | 16 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

N \WE CONVERT DOCUMENTS INTO ENERGY

User manual
Il. Retrieval
Search

Example 2: You are looking for all documents relating to the subject "User manual". Simply enter the
term "User manual” into the subject field. Alternately, you can search all the companies by leaving the
company field empty.

O S
w2 2

| Search | Hitlist  View Information

@ (2 Export € Famvasd @[3 Search all databases @ don Save as C@) m
P Clear {3 Backward |4 Edit

Find 9 ive G | < Display search Extras Close
@ More... ~ 2 Delete history R4 || et Genen f:,ao),lites = | 7 New -

Search Search saved Action

Dossier current?

Copyright © 1996-2011 by HABEL GmbH & Co. KG, 78604 Rietheim-Weilheim | Show versions: |

Company 01 HABEL GmbH & Co. KG Article No. i
Document type v i Articde name o)
Document date Serial No.
Document No. « || External Document No. |
Offer No. Service report No. |
Order No. (internal) Contract No. |
Delivery Note No. Currency | |
Invoice No. Total dear amout |
Credit Memo No. VAT 19% \
Request No Total-gross amount L
Order No. Cost centre |
Customer /Supplier No. P 2 Cost centre description ||
Name ’ Account (|
PLZ Fa Account description I
Location el Project no. ol I
LKZ 2] Project description 2 i
Salesperson Delivery date = \
Department Message ID i
‘User manual Access to PK { .
Info Archiving date = |
Full text Offer existing? v I
Order existing? v
‘ Order-confirmation? v |
Delivery note existing? v |
Invoice existing? ¥ |
Release 1 8 |
Release 2 B8 |
File extension v :
|
|
|
|
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Full text search

For a full text search, you need the additional module HABEL FULL TEXT and the related text
recognition license. Full text search is generally installed only for selected document types such as
manuals, minutes of meetings, correspondence etc. and can be identified by the additional “Full text”

input field.
Full text b 4
-
B .&. 4 B, ety - Bt = g "&,‘w"“ o 0"~"‘"".—A'"'""\ PENEPYS --A.f»

Enter the term you are looking
for into this field. The search covers all documents and their contents that have been activated for the
full text search. Various options are available for input:

and Search for several terms, all of which should occur in the document

or Search for several terms, one or more of which should occur in the document
and not Search for several terms, one of which must not occur in the document

* Wildcard for several letters, characters: The term is only part of the search term,

e.g. user* will find user manual, user rights etc.

? Wildcard for individual letters or characters

After triggering the search, the hit list appears with all documents which match the selected term(s).
The hits are highlighted in the TIFF documents if the system has been configured to do this. Select all
hits, and press the View button to switch to the View tab to jump from hit to hit. In the View tab, select
the menu item Functions group and More button for this function. This allows you to access the hits
within the document. With this function, you can also retrieve hits from other documents that you have

selected.
_ As well as full text search or index
“ Sech  Htha Wtomuaton search only you can also combine them.
% - Dvuck RS s T g 200m This is done by entering search terms in
- H eend - |3 - il - 17 ®zcemiv the same way as for the index search
e o - et TS e and entering an additional term into the
nction Show past baskmt history ’ "Full text" or "Content" field, via which
Create post busket antry Q. the full text is searched (limited to
Show log entrs documents which could be relevant due
S0 oA R = e g =1 to the search terms input).
Go to previous hit Clrle Lat
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Finding
After entering the search criteria, starts the search by pressing the Find button or the F3 function key,
and the hits are displayed. The hit list tab becomes active. You will obtain the so-called "hit list" as

your result. This shows you all documents containing all input search terms in combination. To return
to the input fields in the search mask, press the Back button.

N , General [Search] I =Y )

| Search | Hitlist  View Information

(& Export D Faryears @[3 Search all databases @ fon Save as & m
P Clear & Backward [# Edit
Find 3 9, i ~ | Displaysearch Extras = Close
‘ (@3 More... ~ ' @ Delete history L2 ‘ gt Geoeral f;:,:{ites « | New 2.
| goach Srehive ‘ St | Action

Search tab — Find

NI
Search | Mitlit | View  Information

1 ’g Informaﬁon | k) Save ~ 2;:::; &( E* % 5 % @ & @ @

& Print Y3 Send ~

Show Fax-Druck e Columns  Hit D More... Extras Back |Close
I X Clear @ More.. ~ | Delete history % an» list> 2 g <
[ Edit ] Settings | Document preview | Action

Hit list tab — Back button

T
Search | Hitlist | View
—! | Information | | Save ~ &) Forwar ) ; Ez

H% IPr:nt ' \El:nd' g;ckw:fd % 'r?:"J 2 & @ & @ m

RO

Information

Show . Fax-Druck & Columns  Hit D More... Extras Back Close
If X Clear @ More.. v ' g Delete history - 4w list ~ JQ Z -
| Edit ] Settings | Document preview || Action ‘
- 5|
-~
“{Name Document type Location
Product information Bergmann Software Ring Villingen-Schwen
Erfolgreicher Launch vos Astonla™ 3
| _|Product information 88888 517199 M. Maier GmbH Musterheim
e e A3 e skt 1 M 52 Product information 00001 586653 HABEL GMBH A Rietheim-Weilhein|
A e e e e A 43 o 4ttt o
| _|Product information 99999 537684 S. Maier GmbH Musterloch
R | _|Product information 23320 517829 informatica ag Kaln
e SLS Correspondence 27442 225613 Weinmann Gerate fur Medizin Gm Hamburg =
::'..."',Z’“""“""":“""‘"""““ S, jProduct information 33333 550755 Feinmechanik Miiller Musterlingen
o e e Lo

Hit list
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If no documents contain the entered terms, More information »w
no hits are shown.

Mo data found for this search argument! (0}

If a number greater than 0
A is in parentheses, it
means that there are

documents for this criteria
but they cannot be
displayed because you do
not have the appropriate
access rights.

Only show post basket entries

You can restrict the results so that only those hits are shown which are identified as undone in a post

button. Withi'ﬁ"t'ﬁ-é"éé'é'r-c'ﬁ:-a'riiy those entries are shown in the hit list that are set in at least one post
basket and are identified as undone. Moving the mouse over the entry in the hit list displays an
information field providing details of the post basket owner who has set this entry in the post basket

and not yet completed it.

‘I‘l' R )= R > General [Search]
= Search Hitlist  View  Information
’f& (= Export &) Fonward @, |3 Search all databases
P Clear &P Backward
Find D wve G |
More... ~ ' @ Delete history | "*""[} GREteE] Genen
Search ; Archive
{HABEL Gmli Only show post basket L~ [ Artiden
w s | Artider
Document date B B Serial |

Search tab — Only display post basket entries button

“IName Document type IOrder No ]Order No]Customer/SuppIier Ne

il SLS Offer 225615 26160

_|SLS Order confirmation  2256f% 20160

4 SLS Invoice 225645 % 26160
225645 Schmitt, Mike

SLS Enquiry

Hit list tab
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Export

tab. First enter the search criteria, and then press the Export button. You can find additional details on
how to use this module in the section Export functions.

Search Hit list View Information

| | &Y Forward - L 3
.'f& | Export| ") Sopvasd @ |5 Search all databases Q #op SaVE 35 £ “9 > @
L ( Backward |4 Edit
Find D we |G | = Display search Extras Close
@ More... ~ 2 Delete history %3 ||| Archive | Genera f:vo)rlites % | New .

Search Archive Search saved Action

Search tab — Export button

Clear and start new search

If you want to start a new search, you can clear the entered search words in the search mask (press
the function key F6) and enter new criteria. Alternately, you can start an additional search (function
keys CTRL + N) so that there are two search masks for making entries and searching. You can open
any number of search masks.

[ ‘I‘E = = - General [Search] s r E=NACH
T

Search Hit list View Information

B Earward " 0 >
& Forward [ Search all databases Q g S3VE 35 { g > @
{3 Backward |# Edit

war

= %3 || Archive General - Display search Extras Close
2 Delete history favorites = ew -
Search Archive Search saved Action

Search tab — Clear button and Start new search button

Search history

If you have already executed number of searches, you can switch back and forth between them
(search history; press ALT + arrow keys). By the way: The search history is available in the Search tab
and in the Hit list tab.

Example:

Search A is executed
Search B is executed
Select Backward to go to search A, and select Forward to return to search B.
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\ & )= = v __ p ’ [E=EEE ™
€)) 2 S eners [Search] . S
= | Search Hit list View Information
6& E Epot @Forward @ 3 Search all databases Q ,{fgsSave 22 @ m
P Clear & Backward |# Edit
Find 3 w7 ive G | < Display search Extras Close
(3 More... ~ | \@ Delete history | ** Qi Gencta f:‘,?,’hes « [ New 2
Search Archive Search saved Action

Search tab — Forward, Backward and Delete history button

Select the Delete history button to delete the history so that the prior search is no longer available.

(&)

However, you can configure it so that the history is still available after closing the search.
This setting option can be found in the group Extras — Settings — General. If the function
Save history upon closing is not activated, the history is deleted when you end the
search. Up to 10 searches can be saved. Once this maximum is reached, the oldest
search is deleted.

[ Style

D, Settings X
I+ | General |
> - Display
i Hit list

B Frint zettingz
i Mail settings

Application

¥ Cloze program with #

" Always on top

ave history upon closing
bl

Search tab — Extras — Settings — General

Select several databases — search all databases

If you are using several databases e.g. for different areas (general, human resources, accounting) or
various time periods (years 2006, 2007, 2008), you can select the database (the archive) you wish to

search in.

' | A - ‘ZE - Genersl [Search]

— Swarch He bt Viww Irdermetion

oy iptwet  Qfowed & 13, Sewrch aN dabisren

7 Oaw O Bt —

Firw . Gener -

o2 i, « @ Drirhitoy 34 [Arehive Genert =
. General
csm Peronsimansgement

Cormpenty m WEEEL Grom A CY WG s ‘“q

Soasmnt tyoe Adste Lehn/Penomal

Documert aate * Hoted

Dot Mo o

Search tab — Select archive
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Alternatively you can also search several databases at once. You can use the multiple database
search to do this.

2 e
| \\ )= - -— General [Search]

=

> Search Hit list View Information
B —

v"& =y Export O Forward @) (3, Search all databases |
P Clear &P Backward

Find 15 ——irrrrre t =
More... ~ @ Delete history e

Search Archive

Search tab — Archive — Search all databases

After you click the button, a selection window opens within which you can select the database(s) you
want to search.

£, Database selection - =X

eneral
| Perzonalmanagement
| Freight forwarding
Yertragzmanagement
Adata Lohn/Perzonal
—
DI 1

ok Cancel

The setting will be saved for each database. For example, when calling up the database "General" you
can configure the search to be carried out in both "General" and "Human Resources" databases. In
the "Human Resources" database you can configure the search to be performed in both the human
resources and freight forwarding databases etc.

The listed order is also the determining factor for the display of the result. If e.g. a search is executed
over the databases General and Human resources, first the results of the general and then the ones of
the human resources database will be displayed. If you move the database human resources up using
the arrow key, first the results of the human resources and then the results of the general database
will be displayed.

Qg As soon as you have selected additional databases, the multiple database search is active.
: This is indicated by the arrow next to the button.

@ To deactivate this function, click the symbol and deselect the relevant databases, and the
symbol will change.
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Search favorites

You can select favorites for searching in HABEL. This is useful for example when you frequently use
the same search criteria for a search. The entered search criteria are saved as "Search favorites" for
quick access. Enter the desired search terms, in the group Search favorites select the New button,
and then enter the name of the search favorite.

‘I‘) ﬁ e — - General [Search] B ! — E@]ﬂ
= Search Hitlist ~ View  Information
.’% (2 Export 2 Epomnd @ 3 Search all databases Q don Save as g > m
P Clear e Backward Z Edit
Find o, we |G | = Display search Extras Close
@bhre.. - | 5 Deets itry | 53 | Aot | G e -
Search Archive Search saved Action

Search tab — Search favorites group — New button

If you want to use the search favorites or check which search favorites are already saved, you can
retrieve them by pressing the "Display search favorites".

! ‘l‘; \ % ) T - General [Search] B ! — @@g
el A
Search Hit list View Information
‘% (2 Bxport 0 Eorward @ 3 Search all databases Q ow SAVE 3 < b m
P Clear e Backward 7 > | # Edit
Find L@ ive G | = ’ isplay searc Extras Clgse
@ More... ~ ' @ Delete history %31 [sfeEhre | Genera f:,?,',tes =
Search Archive |8 Invoice 401495 L
Company 01 HABEL GmbH & Co. KG v Article No. Q Order confir| 0 s
Document type walls Article namel Q S Invoice 401495 /
Document date B Serial No.

Search tab — Search favorites group — Display search button

Use the Edit button to edit the search favorite: Change the criteria or name, or delete the search
favorite. When you press the Replace button, the currently selected search criteria for the selected
search favorite is saved as the new criteria (the existing search favorite is replaced).

B, Search saved - = X
|Ea|:|ti|:|n | Field name |‘Jalue |
[=] Sample search

Sample zearch BelGp 1

Sample zearch Firma m

Sample zearch Bieldrt 009

Sample zearch Fechir 401495

Load | | Clear Cancel
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There are various options for ending the search. Press the button in the Action group, our use the

combination of function keys ALT + F4.

printing of a document).

@

The search can only end when there are not more pending processes (such as the

{ ‘l‘l @ 7) =u ;7-—' """" - General [Search] 1 .7 ‘b LEI@M
b | Search Hitlist ~ View  Information
¥ B Export. | QD Forward @[3 Search all databases @ #op SaVE 2S dﬁb m
P Clear & Backward [# Edit
Find i ~ || Displaysearch Extras | Close
@ More... ~ ' @ Delete history ¥ || dechiee] General f:v:)rlites « |7 New =
Search Archive Search saved Action

All tabs — Action group — Close button

If you define in the settings that the program can be closed with X, you can also stop the search by
clicking X.

¢

-
4

Application

| Cloze program with &
o W

e

All tabs — Action group — Extras button — Settings menu item
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3. Special mode: Detail search

Expanded searches are possible with the detail search. The detail search corresponds to a filter, i.e.
the initial search is via the additionally input terms and then the results filtered using the requested
detailed terms. However, if no additional search term has been entered into other database fields, the
search covers the entire database, which can make the search longer.

Fields, for which a detail search was activated, are marked with the corresponding symbol at the end

of the line.
Company 01 HABEL GmbH & Co. KG -
Document type n
Document date gz =
Document Mo, L]

If you click on these three dots you go to advanced search. Here, you can search in three different
ways.

from —to

Enter the lower value, followed by two dots (designates the term “to”) and the highest value. In
addition, other ranges can be entered separated by semicolons.

Example

o Document type: 01..05 = Show all document types from 01 to 05

o Document type: 01..05;08..12 = Show all document types from 01to 05 and from 08 to12
. Cost center: 5000..5500 = Show all const centers from 5000 to 5500

o Amount: 100;10..1398;75 = Show all amounts with 100, from 10 to 1398 or 75

or
Input of several terms separated by semicolons.
Example

. Document type: 01;04;05 = Show all document types with 01, 04 or 05
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The various input options are detailed in the description you access via the symbol. % Make
sure that you observe these instructions!

£, Bxtended search arguments »

It iz ezzential that you read the instructions on thiz search methu:-

Search: |

[T Use for index seanch? | ok, | | Cancel

About... b4

Nute:

You are starting an extended search. This search will take longer than usual. To avoid
unneceszam search time, observe the fallowing instructions.

L3

m

An extended zearch allows vou to zearch using several criteria in a search field. In a
standard zearch, only one value iz entered into a zearch field.
Far exarnple: customer 1D number = 15027,
In an extended search, pou can enter several values in a field. —
Far exarnple: 15027:18936,58341.

An extended search function acts as a filter; that iz, it first zearches using the additionally
entered criteria, and then filkers the results. If no additional search criteria is entered in
anather zearch field, the complete database iz searched. This can take a very long time.
YWie therefare recommend that additional search critenia be entered when an extended
zearch is used.

Cloze

The asterisk at the end of the search criterion indicates that several terms have been entered in a field
or that it is a from-to search.

L

Document type
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4. Special mode: HABEL-SYNONYM

If you are looking for terms that are synonymous you can use the synonym search.

You must provide HABEL with a table showing which terms are regarded as synonymous.
For example, you could also store a foreign language equivalent of the term.

The fields for which synonym searching will be activated will be defined and configured in advance.
The following example was prepared using the "Content” field or "Full text" field:

The search term is entered into the "Content" field. A full text search for the term is performed in the

(in this example: heart and the German word Herz).

Full text heart

N PN B e NS, g - ot et iabadntannnt ‘___r

The displayed result is highlighted in the document.

@‘ L General {Displayl lzadm
Search Hit hat View Indormation
X fac Tl 2 %
= | I / ZfacDruck |3 Ft width /t'/.oom cut % Note £ Tot i (W E™ At % m
p—— e Send - 3z . |Febeight A Zoom in T rex " Show = .
Pant  Save Change ot Active % Stamp - == Baras Back Cloze
= o @ More. + (31 Rotate S Mo o Redaction O More., = .
Functom View Annotancra Acnicn

prevent viruses from spreading via e-mall and messaging technologles. These Include ‘
Improvements to Outiook Express, a Windows Messenger update and a new public API that
helps protect agalnst viruses that spread through e-mall and instant messaging by helping
the user make smarter decisions and discouraging unsafe behavior around attachments,

Attachment Manager API

At the heart of the improved attachment handling In Windows XP Service Pack 2 is a new
public API known as Attachment Manager. Attachment Manager “distrusts” and isolates
known unsafe file types, and attachments are opened and executed with the |east possible
amount of system privilege. Applications that use Attachment Manager will provide a
consistent user experience with attachments and will display Information on an attachment's
trustworthiness, Windows Messenger and Outlook Express take advantage of this APL,
Microsoft Is encouraging third-party attachment-handling applications such as e-mail and
Instant messaging applications to take advantage of it as well. -

LU | Bof22 LI R

Document 182 Page 8-22 Told 6 1832 0026 Prachict infosmaton 7726/2003 5T1407 23320 omatics sy Kok 33 22 Lo v e

Document display
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However, a synonym search can also be performed without the full text search option. In this case the
search is done in the defined database fields for which a table of synonyms has also been defined.
After input of the search term a check is carried out to verify whether the field content matches any of
the defined synonymous terms. The search result is displayed as a hit in the hit list. The terms are not
highlighted.

In the example, the search looked for the term WORM in the field "Article Name". The term UDO was
also stored as synonymous with this term. The result shows hits with both terms.

|Name Document type |Drder Mo, |Arﬁde Mo, |Customer,|f5upplier|Name tide name

SL5 Offer 225612 10099 23317 Interconnect AG "WORM-Platte Plasmon 5,2 GB
5L5 Order confirmation 225612 10099 23317 Interconnect AG VORM-Platte Plasmon 5,2 GB
5LS Inwoice 225612 10099 23317 Intercannect AG NORM-Platte Plasmon 5,2 GB
515 Offer 225615 10099 26160 informatica ag NORM-Flatte Plasmon 5,2 GB
SLS Order confirmation 225515 10099 26160 informatica ag JORM-Platte Plasmon 5,2 GB
SL5 Enguiry 225615 10099 26160 informatica ag NORM-Platte Plasmon

SLS Order 225615 10099 26160 informatica ag NORM-Platte Plasmon

5L5 Delivery note 225615 10099 26160 informatica ag NORM-Platte Plasmon

5L5 Delivery note 225615 10099 26160 informatica ag NORM-Platte Plasmon
Supplier Enguiry 225615 10796 70527 DIGI-IT DO-Jukebox Plasmaon
Supplier Order 225615 10796 70527 DIGI-IT DO-Jukebox Plasmaon
Supplier Offer 225615 10796 70527 DIGI-IT DO-Jukebox Plasmon G24-1
Supplier Order confirmation 225615 10796 70527 DIGI-IT DO-Jukebox Plasmon G24-1
Supplier Delivery note 225615 10796 70527 DIGI-IT DO-Jukebox Plasmon G24-1
Supplier Enguiry 10797 70523 Bergmann Software Ring Plasmaon UDO-Laufwerk
Supplier Order 10797 70528 Bergmann Software Ring |Plasmon UDO-Laufwerk
Supplier Offer 10797 70523 Bergmann Software Ring Plasmaon UDO-Laufwerk
Supplier Order confirmation 10797 70523 Bergmann Software Ring Plasmaon UDO-Laufwerk
Finance Invoice: 10797 70523 Bergmann Software Ring [Plasmaon UDO-Laufwerk
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5. Special mode: Search using the hotkey

Using hotkeys (shortcut keys) you can initiate a search in HABEL RETRIEVAL via highlighted text
passages in other applications. The module HABEL Hotkey will be integrated in the Windows task bar
und enables the use of the hotkey function.

HABEL Shortcut :

oo #E e

Verbun ange™  To use the hotkey search the shortcut must be activated. Right click on

the icon to configure settings for the program.

=]

Using the command Options you reach the settings menu for the hotkey | Options
search. Within the settings you can make individual as well as global 3 Activate
definitions (depending on the user rights). =

8 () Close

r _
HABEL Schnellstart
—Administrator
Ipersﬁnlidwe Einstellungen bearbeiten :J

[V Benutzer kénnen persanliche Einstellungen einrichten
Zuordnung von Tastenkombinationen zu Suchfeldern

|| | Tastenkombination | Feldbezeichnung l
_—
# Bearbeiten
X Loschen

mike.schmitt (123) ‘ l

Using the button Add you can create new shortcuts. Using Edit you can edit existing shortcuts and
using Delete you can delete existing shortcuts.
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rShortcut-EigenSChaften i i g For the definition of the hotkeys please
=~ chose first the document group (e.g.

’ General, Human Resources, etc.) (1). By
choosing the field name (2) you define in
which field the marked value will be taken
over. The corresponding internal database
field will be automatically filled after

| L] choosing the field name. The shortcut (3) is

defined by pressing the desired key

Tastenkombination combination.

|Keine Q

[ Mit Belegaruppe suchen

[ Stop in Trefferliste

[~ Mit Wildcard-Suche ;
[~ Recherche fiir jede Suche neu starten

[V Aktiv

Beleggruppe

Feld-Bezeichnung

Speichern Abbruch |

You have further possibilities to influence the activated search for this key combination. (4)

Search with document groups
If this function is not ticked the search will be executed within the document group which is active in
the Retrieval. The document group (1) will be ignored.

Stop in the hit list
If this function is activated, the search will be stopped in the hit list, not in the preview of the first result.

With wildcard search

The wildcard search allows a search for parts of the field content. For example not the whole
document number 123456 is known, so it is possible to search for 3456. To get the correct result it is
necessary that the number is preceded by a * (*3456). This means that all entries are found, which
have 3456 at the end of their document number. It is irrelevant what is standing before. If the function
is ticked, a * will be placed before and after the corresponding value.

Start Retrieval new for each search
If this function is activated, for each search a new Retrieval will be started.
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Shortcut - Eigenschm E.g. as shown in the graphic: If you highlight

| a value (e.g. a number) in an external
' application and press ALT + ALT +R, this
Beleggruppe value will be added to the invoice no. field in
[01 - Allgemein (HDHBL030) _v_l the background and the search initiated.

Feld-Bezeichnung DB-Feld

lRech Nr _:] IRecth _v_I
Tastenkombination
|STRG +ALT +R

[~ Mit Belegaruppe suchen

[ Stop in Trefferliste

[ Mit Wildcard-Suche

[~ Recherche fiir jede Suche neu starten
v Aktiv

Speichern Abbruch |

0 Some hotkeys are already occupied by Windows, e.g. CTRL + C for copy.
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In connection with the use of the module HABEL-EXPLORER Import it is possible to search or display
the documents over an explorer structure in the Retrieval. If the search over file directory tree is
activated, within the tab search — search group — button more the command directory tree appears.

The column directory tree appears. Over the context menu (right-click on the column directory tree)
the directories are read. In addition the commands Open folder, Expand (all), Collapse (all) are

provided.
= \ %'\ = —— —
X | Search Hit list View Information

P Clear

@ Lrg E>_<port O Forwar
& Backward
|® More... |~ | 2 Delete

d

history

Compan

Start new search  Ctrl+N b

@ |3 Search all dat:

%4 Archive General

Only show post basket { &Co. KG

N

Docufne .

I ’ directory tree
Docufnel
Docu .

(P Clear

a @ Export O Forwar
e Backward
(Za More... ~ @ Delete

Sear;h

Search = Hit list View Information

4 3. Sez

9 i
history | Archiv

directory tree

l

Company
Document type

o |
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For the search you have to decide in which directory you

Search by directory ... want to search and then mark it and load it over the

| directory free Docu - command Open folder. Afterwards the hit list will be
— L1 Docu  displayed with all the results which lie under this file level.
S “_’1" Docu  The requested result can now be chosen.
|=] Dokumente
Offe
/ Reading directories F
Open folder %
pand all
|dirECt0r}' tree |
o et A =R < |Mame Document type Order Mo, |A
Erfahrungsbericht [ Dokumente Product information 563922
TU Eindhaven WS 00/01 |I—|r1'terﬂﬂl'1l'1ect AG Product information 556460
e Ausgosris v Movarioas E0) Bergmann Software Ring " |Product information 528332
wint Mk Bartoe . |
1. Allgsmain Karl N!uster Automobile |_|Product information 549355
;Ei.":’;::‘k‘f‘ﬂ';.fﬁ:"“’"‘"‘c' exm o, e eeptin. ia 5. Maier GmbH | _|Product information 553133
s, T ey L et o N FIABEL GMBH A Product information 543929

In our case, all the documents which lie under InterConnect AG would now be available in the storage.
The documents, which belong e.g. to the Bergmann Software Ring, are not loaded yet and for this
reason not in accessible. If you want to have all the documents in access which lie under document,
you will need to execute the command open folder on the level documents. This can cause a longer
waiting time, because a higher volume is loaded.

To see where the files have their origin, you can display the path in the hit list.

|t:|irvau::1:c:nr}-I tree |
= uy + |Mame Document type IF’Elth Mz
[=) Dokumente i Product information u:\Dokumente\InterConnect AGY I
InterConnect AG Product information u:\Dokumente\InterConnect AGY, In
Bergmann Software Ring ' |Product information u:\Dokumente\InterConnect AGY [In'
Karl Muster Automabile ' |Product information u:\DokumenteInterConnect AGY I
5. Maier GmbH : Product information u: \Dokumente\InterConnect AGH fin'
- HAEI?:L FMEH . Product information L \Dokumente\InterConnect AGH fIn'
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7. HABEL CONNECTION and HABEL CONNECTION plus

the other application).

Your external application will have a function key or button to initiate access to HABEL. On starting the
program the criteria to be used for the search are transferred to HABEL. In the background these
criteria are entered into the defined fields in the search mask and the search is initiated.

HABEL-CONNECTION
The hit list or the first hits matching the search criteria are displayed in HABEL RETRIEVAL.

HABEL CONNECTION plus

In this case the results are displayed by the external application and HABEL RETRIEVAL itself is not
opened. Either the first hit matching the search criteria is made available as a document or
alternatively a hit list is provided as an xml file from which you can select the document to be
displayed.
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Hit list

After a successful search, the hits are displayed in a hit list. The hit list contains all files matching the
input search terms. The database fields are displayed with the content, and you can individually set
which of the fields are to be displayed. In addition, the document (for the selected process) can be
displayed in the document preview.

The hit list has the following structure:

(1) Multifunction bar for all program functions
(2) Document preview
3 Hit list

General [Hit list - Standard - ]

)

| Search | Hitlist  View  Information

6"“* = Export @ Forward % Search all databases o ?‘E} #be BYEAS @ ® m
o P Clear e Backward = N Z Edit

Find <% || Archive |General . Display search  _ Extras Back Close
More.. » ' 2 Delete history ' *= favorites~ || New =
Search ‘ Archive Search saved Action

‘ --|Document type [ Name Document type |Belegdatum |Order Ne T |Order No. |Pro
!'lﬂEI. | |ooo7 SLS Delivery note 3/19/2010 228156
0009 SLS Invoice 3/22/2010 228156
WIR MACHEN DOKUMENTE 2U ENERGIE m s SLS Offer 5/25/2009 oRiLs
: 0005 SLS Order confirmation 5/26/2009 228155
| |ooo7 SLS Delivery note 5/25/2009 228155
(2] LT T | e oo o
Ltnche o | |oo02 SLS Offer 11/13/2008 228154
ions e e P |_|0005 SLS Order confirmation 11/25/2008 228154
- L ircorfleios) bl | |oo07 SLS Delivery note 11/27/2008 228154
Ve et festhrge | |ooos SLS Invoice 11/27/2008 228154
7 e = 7
B oA e o B 5 | |oo02 SLS Offer 5/23/2009 225615 90t
oo el |_|ooos SLS Order confirmation 5/27/2009 225615 90t
a1 st e * : | |ooos SLS Invoice 6/5/2009 225615 90¢
St e | |oo12 Supplier Enquiry 6/29/2009 225615 600203 90C
| |oo14 Supplier Order 7/3/2009 225615 600203 90(
| |oo13 Supplier Offer 7/1/2009 225615 600203  90(
| |oo1s Supplier Order confirmation ~ 7/8/2009 225615 600203 90(]
| |oo17 Supplier Delivery note 7/18/2009 225615 600203  90C
| |oo17 Supplier Delivery note 7/14/2009 225615 600203  90C
| |oo19 Supplier Invoice 7/22/2009 225615 600203  90C
| |ooo1 SLS Enquiry 5/22/2009 225615 90¢
| |ooo4 SLS Order 5262003 225615 90¢
| |ooo7 SLS Delivery note 5282009 225615 90¢
|_|ooo7 SLS Delivery note 6/2/2009 225615 90¢
| |oos3 Drawings 5/26/2009 225615 90¢
1>|0002 SLS Offer 5/22/200% 225612 90¢
R S : 0005 i:]s Order confirmation 5/27/2009 225612 9:1( ¥
| Showversions. |

Hit list tab
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The hit list has the following layout:
“*|Name Document type Customer [Supplier Mo, |Name '1 Location Order Mo, |Artide No. |Artide name
5LS Offer Interconnect AG i 225612 |10099 WORM-Platte Plasmon 5,2 GB
| [sLs Order confirmation 23317 Interconnect AG Miinchen 225612 10099 WORM-Flatte Plasmon 5,2 GB
SLS Invoice 23317 Interconnect AG Minchen 225612 10099 WORM-Platte Plasmon 5,2 GB
: 5L5 Offer 26160 informatica ag Kéiln 225615 10099 WORM-Flatte Plasmon 5,2 GB
SLS Order confirmation 26180 informatica ag Kiln 225615 10099 WORM-Platte Plasmon 5,2 GB
: 5L5 Invoice 26160 informatica ag Kéiln 225615
Supplier Delivery note
: Supplier Delivery note o
SLS Enguiry 26180 informatica ag Kiln 225615 10099 WORM-Platte Plasmon
: SLS Order 26160 informatica ag Kéiln 225615 10099 WORM-Flatte Plasmon
SLS Delivery note 26180 informatica ag Kiln 225615 10099 WORM-Platte Plasmon
: 5L5 Delivery note 26160 informatica ag Kéiln 225615 10099 WORM-Flatte Plasmon
5LS Order confirmation
: Supplier Delivery note

The column heading (1) of the hit list shows the respective search criteria as found in the search
mask. Within columns (2) the value given to the respective document as search term (in the archiving
process) is displayed. To go from one hit to the next you can use the up/down arrow keys or click in
the fields/lines to go there directly. The currently selected dossier is highlighted (in blue) (3) (an entire
line is always selected).

If ,Show items in hit list*

: )‘.a o oma M ——

o Sarh | Hitiet |V ledmation is activated (All tabs —
o e o hiSews s (OFses firens & B s ( i

F‘j\; 3"::’“" :’.‘%l . olut--d ’ ;hbﬂnﬁhh ‘G = ,i‘ } &DJ % m grOUp aCtlon - EXtras "

T e Ve - by ORI ety ek I T N e | ik < e hit list), an overview of

L, " ey, Cptsmert pirms Acton the positions which

gi belong to the process

4 and which match the
search criteria is

Jonder condmation 1. (1)

[sone DoOmon! ot Keament qde Cuispwer 5 tiwe hacnsa Degormen Faparat .
na (i) 30 displayed. They can be
S5 Orcler coefrmaton 2138/2008 X Erbarratua AG - Koe 0937 Koe Tertast Tan

‘ over the information
mask.

" asom P CUUE . .| accessed alternatively

WS Pedom S i
1y Foawmn 7, | |

& e S Doy e VA0 R Al Irloarmaton AL - roe SN e P e
2l 000 S5 roce 2306 EALS Irbrranca AL - o 20037 Yo ferha s e
2l Oriw sordmston fa (1) + 220180
= Oviw perdyewrten e (LD« 221N
&) 00 WSO R TA L Ol 32331 Formndnindd My Gded - 775 70555 Mswrioges ey £ s
B R i T . v
[ [amdens ety Frevaws Fasdutisher  Wesge S Gesao reoten Sevieesie Bes toeks ek Be1. o) e |

00 Tohestvade 5w
l;;xoa Pguimuter DIV 328

81 coor Q5 Cwteery mate Lipde <o Parrsechard Wil Gret - 773 77555 Musterirgen vertasd Tewr
A0 = Sk Wik Lnged - 775 D555 Msieringes e s
-
- .
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1. Hitlist settings

For the individual design of the hit list, the user has a number of options within the Hit list tab —
Settings group.

Fit width

The width of the hit list can be adapted so that there is an optimum distribution of columns over the
available width.

Search | Hitlist | View  Information

| = nformation ve - &) Farwar \d rou, %
E it e R = L Y
Hit -

=N 2 Print y=1Send ~ 7 Select all hits
Show Fax-Druck Columns i More.., Extras | Back Close
| X Clear @ More... » | g Delete history % 0 Fit width Bt~ Al b 5 2
‘ Edit Settings Document preview | Action

Hit list tab — Settings group — Fit width button

Double-click the respective end of the column to adapt the width of the
column to the longest term in the hit list (requirement: the cursor needs to

Mame Belegart Bel=pdatum .
e switch to a "cross-shape").

VK Angebo 5. 2009
[ |k Auftragsbes|27.05.2009 |

Grouping

The view of the hit list can be grouped (remains saved after the search is over).

Search | Hitlist | View  Information

& Print SiSend ~ | (P Backward Lot 7 select all hits
Show Fax-Druck Columns
I X Clear @ More... ' g Delete history 2

‘ Edit Settings Dacument preview | Action

1 ‘g [ Information | [ Save ~ @ Forward V’—X E X % @ (@) & @
Hit o

g More.., Extras Back Close
40b Fit width st ] - 2 5

Hit list tab — Settings group — Group button

Press the Group button for the grouping function. A new bar appears into which you drag the column
to be grouped.

T Result: [

[ Crder MNo. '\_' er here to group by that column Order Mo. (1) %

4

Order Mo. (1) MName Document type |Customer,f5up|:  [Name Document type |Cu5t0merf5upplier No.

SLS Offer 26160 (=] Order Mo. (1) : 228183
SLS Order confirmation 26180 | | 5.5 Offer 26160

5L5 Delivery note 26160 515 Order confirmation 26160
I S Thwenire MAAN |

€l & Nialivars m o TRAAN
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To expand or reduce the grouped entries, use the menu below the hit list button (1), or click the bar
above the column name (2). The entries are correspondingly expanded or reduced.

Search | Hitlist | View Information

‘g [ Information | | Save - ‘ &) Forward ‘ & ”E'"Gm"pi ‘

T

& Print w3Send -+ (@ Backward T} Select all hits

Show | Fax-Druck | Columns | More... | Extras | Back
I X Clear @ More.. » | g Delete history < || 40 Fitwidth all @ 2l
' 1 Edit | Settings [ Hit list selection oy |
=8| it tist Search hit list F7
iv No sorting
—J| |order confirmation No. (1) ¥ |
Save —
|Document type |Name Document type |Document date |Customer/s|Name Save as new setting... Pro,
i [#) Order confirmation No. (1) : 228183 Save as default... Shift+Ctrl+F11

|| (#) Order confirmation Mo, (1) : 228182 Sa SRR IVDE
[#) Order confirmation No. (1) : 228181 SR SOCREEE IR

|| Order confirmation No, (1) : 228180 Save to document type (global)
| | Order confirmation No. (1) : 228179 Delete document type settings
| (# Order confirmation No. (1) : 228178 -

| | Order confirmation No. (1) : 228177 Overview

| | () Order confirmation No. (1) : 228176 Expand all k

|| (# Order confirmation No. (1) : 228175 — ol ;
|| (#) Order confirmation No. (1) : 228174 ollapse al

|_| & Order confirmation No. (1) : 228173
[#) Order confirmation No, (1) : 228172

Hit list tab — Settings group — Hit list button

Hit list

lorderMo. (1) 7 |

| -

¥|[#] Order Mo. (1) : 228133
[+] Order Mo. (1) : 228182
[+] Order Mo. (1) : 2281581

Select all hits

To mark all the hits in the hit list, in order to initiate further functions, the button in the menu can be
used. In addition you can also use the shortcut CTRL + A.

Search | Hitlit | View Information

[; [ Information ‘ | Save - ‘ &) Forward | § 5 T Group 5 ‘ b ‘ @ & ' & m
% &% Print Y33Send - | (P Backward i} Select all hits % 2

Show | , Fax-Druck | — Col Hit E_] | More.., || Extras Back Close
H X Clear @ More... v ' @ Delete history 2 40b Fit width e p 5 ‘ 5 [
| [
|

| 1 |
Edit i Settings ||| Document preview || Action. B

I

Hit list tab — Settings group — Select all hits button
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Filters

There are a large number filtering options in the hits list. You need to define in the generally settings
(All tab — Action group — Extras button — Settings menu item) that the filter is active for the hit list. You
can tell if a filter is active because a downward arrow appears for each column when you drag the
mouse over it. When you click on the arrow, the filter selection window opens. Once you select the
desired term(s), the filter becomes immediately active. The selected filter can also be seen in the
status bar, and it can be changed by clicking the “Customize” button.

! === SN 1
IName Document type || Okdey ﬂr\lame Document type
'ASLS Offer 18 1i 3 SLS Offer b
|SLS Offer 2231 _|5L5 Offer o
|sLs offer o 2281 51 & Offer eE b
|SLS Offer 2281 |sLs Offer 5
|SLS Offer 2281 | sLS Offer z
N 5L5 Offer 2
|Name Document type = Or _|5L5 Offer Z
| (@n ~lo |sLs offer 2
(Custom...) ] SLS Offer 5
 S— 2% 5.5 Offer 2
i 2% |sLs Offer 2
Finance Invoice: =
SLS Delivery note 2 _|SL5 Offer -
SLS Enquiry = _|SLS Offer 2
SLS Invoice _|5L5 Offer )
SL5 Offer Z
LS Order |sLs Offer 2
SLS Order confirmation el offer 7
Supplier Delivery note 2 1 515 Offer
Supplier Enquiry == —
Supplier Invoice Zf [x ¥| (Mame Document type = SLS Offer
" Supplier Offer v |
[SCSOfer 2%

A large number of filter options can be set such as restricting the amounts.
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You can sort in ascending and descending order by simply clicking on the respective column. The

arrow shows the sorting direction.

If you want to sort several columns click on them one after the other with the shift key held down.
A number shows which criteria are used for initial (1) sorting and subsequent sorting (2), (3) etc.

#|Name Document type (1) der No. (2) © IOFfer No. (3) /
|7 |SLS Invoice w

| SLS Invoice 104004

|| SLS Invoice 228181 104003

- %}9&0‘ GEM.A G, r Matn s, ]\:82- “"“"""]';'9:'9‘03“"%»‘ J

If the hit list has been sorted, all sorting can be discontinued by selecting a menu item within the hit list
tab — Settings group — Hit list button — No sorting. The hits are then shown in the list according to

archiving date.

Search | Hitlist | View Information
‘g (& Information | | Save ~ | () Forward : 5 T Group | & ‘ 0.
=" 2 Print yaiSend ~ | (P Backward {73 Select all hits N
Show . Fax-Druck oy Columns || Extras | Bach
‘\ X Clear @@ More.. ~ ' g Delete history 22 40> Fit width [| =

|| ! Edit. Seftings Hit list selection 4

28l it i Search hit list 3]

E' | No sorting

Il |||pocument type (1) / [Name Document type (2) / |Document date (3) /_|Order confirm|Customer/S|Name — Ly "
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Search within the hit list

[ Rotate

ﬁZOOm outl)
ﬁZOOm in

To do so click in the column you want to search (1) and start {

entering values using the keyboard. The cursor immediately goes | V| Searchhitlist F7

If the function is active (indicated by a check in the menu), you can % T
search directly in the hit list for the content of database fields to ‘ ‘2{—_] alj

obtain the desired results. Fred| me e
list ~ width  height

Hit list selection

to the result deriving from the values entered (2). Mo gorting g T

# K fLi Mr Mame 0 Ort
23317 Interconnect AG Minchen
26160 informatica ag Kiln
26160 informatica ag Kiln
26160 informatica ag Kiln
23317 Interconnect AG Miinchen
26160 informatica ag Kiln
23317 Interconnect AG Minchen
26160 informatica ag Kiln
26160 informatica ag Kiln

> -w Bergmann Software Ring
70527 DIGI-IT Stuttgart
70523 Bergmann Software Ring Villingen-&
70527 DIGI-IT Stuttgart

For example: You are searching the hit list under the contractual partner name (column: Name) for the
name Bergmann. First click in the column Name (1), and then enter Bergmann (2).
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Selecting columns
All search terms configured in the system are available as columns. They can be shown or hidden as

required. Use the column selection function to do this. If the columns are set within a list resulting from
a search with a document type, this setting can also be saved in relation to the document type.

2 TR i

- Sedrch Hat I View Irfoemation

= [ Information ke Sevs » &) e e % Geoup o
= < Print G Send - o Backwma < E:} Select all ity i
Show x Fae Drack Columens | Hit
X Clear O More.. - et . @ Fit wadth st *
Edit Settnngs

Hit list tab — Settings group — Columns button

Add the column by simply dragging it with the mouse button held down out of the box to the other
column headings. In the same way any columns no longer required can be pushed back into the box
and thus hidden.

B x [Hitlist
. Mame Document type |Order No, [ —"—"—}“'—‘——“w
HABEL [Offer No.
R | |sLs Offer 225615 #o
i | |5LS Order confirmation 225815 26160
ot — voice 225615 26160
Customization x _” )
Enguiry 225815 26180
Columns Drder 225615 25180
st Menge & || |pelivery note 225515 26180
Message ID Delivery note 225615 26160
] ings 225615 261560
= || mseaTTID fres
MwSt 0% e i
1 lier Enquiry TITIT
MwSt 19% 5 "
L e Mier Enquiry e
wat 7. - lier Enguiry 7T
MwSt-Schiissel lier Enquiry Y 77777
Name des Kapitel/ Abschnitt E| lier Enquiry Y 77777
Name PDF- Datei Handbuch |7 | Lo gnaui ¥ 77777
OCR IMN _ierOrder ¥ 77777
Offer No. lier Order ¥ 77T
Order existing? flier Invoice ¥ F7TTT
— lier Offer ¥ LLLEE
Y 77777

Wl [T [supplier Offer
Adding the Offer No. column to the hit list

The sequence of columns can be varied by simply moving them from left to right or right to left. The
new position for column is marked with two green arrows

5L5 Offer

Vﬂlﬂﬁ 26!
5LS Order confirmation 22561 100208 26

Placing the column within a different location within the hit list

b
Mame Document by EID T2 Mo, |Offer existing Cu
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alternative column selection function with a click.

In addition, other functions are offered by the Context menu (right-click
the column header).
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Caption
Alignment

Optimum width
Hide
Merge cells

Field namescBAMName

Columns I} Ctrl+F3

SElecting columns over the context menu

Caption

For your customized view you can change the column caption by
entering new text.

Alignment

The field contents in the hit list can be left-aligned/right-aligned or
centered. This setting is also customized for your own use.

Optimum width

Set the column in the view to the optimum width

Hide

Hide the entire column. This can be redisplayed using the column selection function.

Compile cells

The cells within a column that have the same content can be merged for
a better overview.

Columns

Open column selection for individually adding or removing the columns
from the list.

Page | 44

MNew caption x
Text
ame Document by
| OK | | Cancel
sligruenenmt b 4
Abgrment
2 Fhzhll
Flash night
Corler
| K ) Qut
ting| Otter No. Customer /Supplier No. |Name
70528 ergn
100206 nform
100206 nform
103575 26160 Inforr

103977
103978
103979
103930
103981

Inforr
nfarr
Feinm

33333 Feinm

Feinm

MName Document type ¢ |Drder Mo,
Access to PK

ﬁccount
ccount description
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Save the settings
Changes in the view of the hit list remain active until the search is over. If you want the changes to

remain, the new settings have to be saved. In the hit list tab within the Settings group, click the Hit list
button with its additional menu subitems to save the settings.

Genel [Hit 2= Standard Einstellung Recherch

Search Hit bt View informaton

[ Information  §J Save + O Fameund b G B N t v )
N P - OB ;p" 0 R S| | D ‘“J»\‘

N2 5 L >
Shaw < Fae-Druck Conmne THIET More.. Bus Bk ¢
W Clear (53 Moare wlety 2 “ L IR - .
at Settings Hit list selecticn er\ <
-
even b= -t "
’ ‘ i No sorting —
‘ HABEL [Doament type (1) [Order No. Doy i e
LIRS |SS Irwance 225652 &% tercon
225515 &% Save a5 new setting.. Format
214 1l Seve as defait Shift-Ctri+ F11 Mormat
28155 53 1] t
Save with document type i
228157 arg Save to docoment type (globa srned
amss 1 \ rrmect
28150 23 prmedt
2810 57 Ovenew ormat
2158 33 I | sformat
28162 &3 Wormat
‘l 209163 93 3 Prgran
28164 2222009 03836 38895 Baraman

Hit list tab — Settings group — Hit list button

The standard hit list cannot be changed. In order to save a new setting, a new hit list must be saved.
Change the hit list as desired, and click the menu item Save as new setting.... (1) You will then be

asked to enter a name for the new setting.
To open the hit list, in the same menu you can select  Fesn e eme

the item Hit list selection from which you can open = = & o fu G ol
the desired hit list (2). You can see which hit listis . ¥ e el o
active in the header of the search. If you want to oty

save changes to your own hit list, you can save them
by clicking the command Save.

—_— Y rrio s e Tenssom s

Overview Hit list selection

If you started a search by entering document types, you can save the settings according to the
document types without having to create your own hit list (3). As an administrator, this preference can
also be set globally for all users. The document type-dependent list is then automatically used for each
search with the defined document type. This preference can be deleted in the menu.
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You can also print the hit list you obtained after entering search criteria and starting the search. Use
the command Print hit list (1) under the button More.

 — =
N\ |- ‘General [Hit list - Yes / No Search -
N2 | gl i/ N
Search | Hitlist | View Information
g Information | k) Save ~ | () Forward TJ = ==|at
=N 2 Print M3Send - (P Backward S £y =
Show ; Faxpruck Columns
\ X Clear |@ More... |~|' & Delete history b |4 |
| | Print hitlist N R Print
Preview threctarstree Preview...
| #  Refresh Save as HTML...
: Add document to process 4 Page layout...
i 5

Hit list tab — Edit group — More button

You can first open a Preview (2) of the printouts to make various settings for the margins, page
breaks, etc. You can alternately save the hit list by clicking Save as HTML (3). There are also various
printing styles available that you can add (by the command Page layout) (4).

e o R
PEEYFLY S . T
Prewiew
Last Pant St - Ll moese " .
Qa Dy P [ 4 o = e »
I S 9 Ovuch Dakoy - Ry - - L s
Latanst ; o 1 " Totew rageben
B © b LT L sl e R P
fapnt Avegne fornm Lsam Pass gyaenr
Vegre Left: 2w Top Lo gt LWrew  Sotow: L P teader Gdem  Pouer! LR L
e iz ¢ f > 1s
[P e (2] ® Gl 18 Do s Cher P St iggter 16 Nose [P Copatmd
T - iz W0 wags an Iowireeh A e b b
- saih Wk e st s g = V.
[hh e yIEs =EA o Ioturnatin A - K3 WL R Vb
H er X xorT Trfnemptcn 44 - KEw ST K Verknh Som
oS Intsempten 43 - KB ST Kzw Vet dTam
00T Purmmchuh Hiter | TN Matwringer Vb mdSem Define Print Styles x
B mm Fanmact wk Wi | TS amingee  Vedoul e
s Fanmactech Mider | TR Mummingee Vet ae . .
L8N Iefcomatc AG - Aier S0NI7 Mow Yokl Gt Print Styles:
e e Itcomatca AG - Wi G007 Mew Vet e . -
-, Iotmg AT - b ONIT o Yk o d Sy Standard St —
= e Bargonam halhe W WM Vg S Verh e d
e T e I e A - . . =ORY-..
- ) e Kopie von Standard Stil
o Bargren Toa - T NI Vinper S ek et Sew
o e
e o Intrmtcn 4Q - ke 30007 Wz Vet b Sw
o Ity 40 - Bbw 30007 bz Vork A S
= ot ek Malet | PR Momtge VWA
= i Fot etk Matet TR Wi g v T
E Fonmachud Mater | 756k Mumwinges  Vwia e
- PR S S RS — Close
A 1 TS e o T A B Ready
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Refresh

The hit list can be refreshed without initiating a new search. For example an entry was archived by
Drag & Drop in the meantime, which is only displayed after the processing of the autojob. By pressing
the command refresh the hit list can be displayed updated (in the background a new search with the
same criteria is executed).

X % ) = Gener@
i\ :\ —

Search | Hitlist | View Information L

i@\,) = Information | | Save ~ &) Forward {"—X /
=\ & Print y=iSend ~ | ) Backward Yz
Show Fax—Druck)
X Clear ‘®More... »|" @ Delete history : 4

Print hit list >
Praview directory tree
| £ Refresh

Add document to process 4

A

| | — Show post basket history & %

P At Create post basket entry ce }
i R Show log entries : /
P —-P‘.._ "‘5\'-..,-..&‘\ A»n.,»’\ S’M‘We',ﬂ.‘m&a '4;&-’“

'
% A Sk

Editing functions

Search Hit list | View Information

— — V“/ IH Save ~
= = X s

Show Information}y Print Clear

More... ~
Edit

Hit list tab — Edit group
Print

The currently displayed document can be printed out by clicking the printer symbol. Depending on
settings, you will be asked about various options (printout with text: then the background text e.g.
"print archive" is also printed on the document; print annotations: the attached information such as
notes is also printed etc.).
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Delete

The selected document is deleted by clicking the Delete command. "Delete" means that the dataset is
deleted. The document itself is not deleted, but you will not be able to locate it as the search terms for

rights (should be installed only for a small group of users).

Save

k= Speichern j]

Save as HTML...

The hit list can be saved in HTML, and the selected hits can
also be saved as a file in the archived format (generally the

TIFF format) or as a PDF. If the hits have attachments, they can Save mail atkachment. .,
also be saved separately (Save mail attachment...).

Alternatively, you can highlight the entry to be saved in the hit Save document. .

list and use drag & drop to position it wherever you like (1+2). Save documert as FOF. .

The dossier is then saved at this location (3).

# legdatum |VK Auftrag MEK Beste % |Projekt Nr [Ku/Li Nr :Name ‘
07,2009 600205 S00221 70528 Bergmann Software Ring

$4.07.2009 225615 600203 900221 70527
|‘ DIGLITAL

Hierher kopieren
The found hits can also be sent by email if you are using the additional module W5 Send as mai ‘

! Als PDF kopieren %_1

600205

Bergmann Software Ring

DIGI-IT

Abbrechen

Sending

HABEL E-MAIL Dispatch. Use the Send button. The email program opens

and creates a new email with the displayed hit as an attached file. If you only Send as PDF-mai
want to send a page of the hit, switch to the display of the document, and click
the Send button in the Display tab. In addition, a menu item is available in the Send button that lets
you send documents in PDF format. Corresponding licenses are required to do this. The hit that you
want to send is automatically converted to a PDF file in the email, provided these are TIFF documents.
Files in WORD, EXCEL etc. are generally attached in the original format.

Page | 48 www.habel.de | www.habel.ch



N \VE CONVERT DOCUMENTS INTO ENERGY

Send dossier as link

HABEL

Dokumentenmanagement

User manual
Il. Retrieval
Hit list

If you only want to send a link to the document or the dossier, go to the context menu (right click the
hit) for the commands Send dossier as link — Send document as link/Send dossier as link. The
recipient merely receives the link (very small file size) to access the document (document display) or
the dossier (hit list) directly in the archive.

X

Drucken

Anzeigen

Auskunft

Ldschen

Einstellung

Wert in Zwischenablage kopieren
Protokolleintrage anzeigen
Postkorbhistorie anzeigen
Postkorbeintrag erzeugen
Felder ndern

Waorkflow starten

Signatur prifen

Als Mail versenden

Mail als PDF versenden
Externes Programm ausfithren

Yorgang als Link versenden

’)Jalte summieren. .
A . ~n

Link to dossier:
The field that you clicked to open the context menu is the criterion by which the search is triggered.
This field is in the search mask when you switch from the hit list back to the search mask. This
function is useful for example to display a thread of the customer number, order number, etc.

Link to document:
Only the currently clicked document is linked — there are no search criteria in the search path.

4

(ol S N - g o< T

Nactinent Eintugen Qptionen Teet farmutieren Entwackiertook
— =l i:s‘ a'

S == v

A 28 [ \IE =S Adressbuth  Nam

Ubermpe

Smascnenal . Bautent Manen

Drzse Nachneht wurde noch rucht gesendet

Link zu Beleg senden

Link zu Yorgang senden

»n P

ey

L An |
| 1 70?
| Senden ——
| | Bt
Bt
Angetygt herche SANK IS KB)
Strg+alt+1
Strg+alt+2
e

A\

The recipient of the e-mail needs access to the retrieval. This is why the link can only be
forwarded internally and e.g. not to customers.

Page | 49

www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

WE CONVERT DOCUMENTS INTO ENERGY

User manual
Il. Retrieval
Hit list
Execute external program
Itis also possible to access external programs from the hit list in HABEL.
“ |Document type % |Order No. |Document date |Customer/Supplier No. Location 4

b4 SLS Delivery note Bergmann Softw - 78056 Viling | 78056 Vilingen-Sch

Print

|_|SLS Offer 10399¢ "= Bergmann Softw - 78056 Viling 78056 Vilingen-Schy
|_|SLS Order confirmation 10399¢ T3 Display Bergmann Softw - 78056 Viling 78056 Villingen-S
SLS Invoice 103994 : Bergmann Softw - 78056 Viling 78056 Vlllingen-Sf
I ) ﬁ"] Information ; = 7 %
|_|SLS Order confirmation 103984 Informatica AG - Koin 50937 Kéin \
|_|SLS Delivery note 103984 ¢ | Delete Informatica AG - Kln 50937 Koln
|_|SLS Offer 103984 Setting Informatica AG - Kéln 50937 Kdln
SLS Invoice 103984 B Informatica AG - Kdin 50937 Kdin

e
| | Doku-Editor Copy value to clipboard o
Show log entries ‘\
£
Show post basket history .
Create post basket entry {
Change fields » )
Start workflow
Check signature (
Y%= Send as mail (
%
b
<

Send as PDF-mail

Execute external program 4 ERP ausfihren

Send dossier as link » ERP (Ablage)

ausfihren

Column total DATEV ausfuhren
Form average ‘ Neue Suche in HABEL auslGsen

Coliimis Ctrl+F3 Suchen und Ersetzen ausfahren Shi%r Ctrl+5

Export fur ERP-System Entwicklungsauftrag erstellen Shift+Ctrl+6

HAR DOKUEditor starten
Save with document type ABEL-DOKUEditor starter /
i, TSRy S : SRR & Sk e, -5,
LU SN S “‘ s e L ,ﬂ h ,\.\ ,\\‘4‘-(\ ’.- »\__..’. r_.» .-o._\.,\- W

" Tt aama g

In the context menu, the command Execute external program is available to do this (requirement:

additional programs. As in the example used here this could be initiating a new search in HABEL. A
new search in HABEL is initiated with the value you right-clicked to open the pop-up menu (in this
example Order number: — new search in HABEL with the criterion order number). It is also possible to

a search and replace process for all dossiers containing the highlighted value.

External programs such as an ERP program or financial accounting program can also be opened.

Page | 50 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

I \VE CONVERT DOCUMENTS INTO ENERGY

User manual
Il. Retrieval
Hit list

2. Using the contents of database fields

Additional functions can be accessed through the context menu in the hit list.

Add up columns and calculate average Print

-

You can add up the values of columns, for example to | °@ Display
determine the total of all invoices for a specific time period. To
do so search for all invoices from a specific period and highlight
all lines (CTRL + A). Now right-click the "Amount" column, and % | Delete
select the command Column total. The total of the highlighted o
lines is displayed. Setting

Information

More information ¥ Copy value to clipboard

Show log entries

G Column sum: 262 85966
k. ¥ Show post basket history

Create post basket entry

Change fields 3

Start workflow
Proceed in the same way to calculate the average from the

column of highlighted lines. Check signature
More infermation X g Serd as mail
Send as PDF-mail
@R Average: 10,490.00
'\_ ) Execute external program k
_______________ = Send dossier as link b
ok

Column total

Form average

Columns Ctrl+F3
Export fir ERP-5ystem

Save with document type
Expand all

Collapse all

Generate ERR. entries

Combine documents

u""," Back
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Copy value to clipboard (1) Print
This command is only active if you have accessed the pop-up menu by | = Diplay
right-clicking on a database field actually containing a value. This value is [ nformation
copied to the clipboard and can be reinserted at any location. N | Delete
Setting
Export for ERP system mc’pyvalueto clipboard |
Show log entries
Use this menu entry to issue the database field contents of the selected _
Show post basket history

hits as an index file for further processing, e.g. for the ERP program.
Create post basket entry

Change fields 4

Generate ERR entries Start workflow

This command allows the archived document to appear as an entry in the |,
error list "List of missing host data" (the document exists, but the
index/host data are missing).

4= Send as mail

Send as PDF-mail

Execute external program »
BaCkground: Send dossier as link »
The necessary index criteria are already available for many documents Column total
when they are captured by external programs such as an incoming T —
invoice in an ERP program. HABEL can use this for indexing. The

Columns Ctrl+F3

document is therefore only captured by entering a unique criterion (ideally
a barcode that is automatically recognized while scanning and assigned —@F4)export fur ERP-System |
to the document). At the same time, this barcode is captured by the ERP Cavevath docuraRtve
program. The index data are made available with the new criterion
(barcode in this instance) from this ERP program. HABEL links the index
data to the associated document, and thereby makes available R
completely and uniformly indexed documents. Documents that do not |@3)Generate ERR entries |
have any index data are shown in the error list "List of missing host data". =

If an entry is accidentally deleted, you can restore it (context menu of the
hit list, command Generate ERR entries). 7y | Back

The entry appears in the "List of missing host data" and is accessible for merging. This can for
example be necessary when an entry is in the "List of non-scanned documents"”, the barcode is
correctly entered, and the document was found in the search. Perhaps the originally archived
document was not a merged document type (e.g. cost accounting for invoice within the post basket
changed), or the barcode is missing. An entry is not added to the error list since the following is being
checked for this entry: Is it a merged document type? Is there a barcode? The document must be
generated again as an ERR entry once the data from the search are corrected.
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Change fields

access rights. The document itself does not change.

IO FOLI0E AL3010 S f LT Lsal-Ll
48761589 ] DIGI-IT
34005 7781 6o | Print Informatica AG - Kéin
14005 2281 O | Display Informatica AG - Kéln
14005 2781 = . Informatica AG - Kiin
Information ) B
14005 228 Informatica AG - Kdln
14004 2281 | Delete Informatica AG - Kéln
14004 223 . Informatica AG - Kaln
Setting
14004 228 Informatica AG - Kdin
14004 223 Copy value to clipboard Informatica AG - Kéin
14003 228 . Informatica AG - Kaln
Show log entries
14003 228 Informatica AG - Kdln
14003 228 Show post basket history Informatica AG - Kéln
14003 228 Informatica AG - Kiln
Create post basket entry i o
14002 228 L Feinmechanik Miiller GmbH - 775
14002 2281 Change fields 4l Auftragsnumrmer L\lyr?ﬁ
J4002 228 Start workflow Betreff 75
14002 223 F7o
14001 278 Check signature Belegdatum 775
Aann 71, - . - Fainmearhanil Miillar GmkH - 775

To do so click on the Change fields command in the pop-up menu and e.g. order number. The fields
that can be modified using this command are pre-defined and configured. You now get to another
menu in which you can perform the changes. The new value is written to the database after you save
it.

L@y, Change field - =X

Auftragzsnummer:

Save Cancel
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3. Document preview

In the hit list, you can set if you want to receive a document preview. The preview lets you determine if
the document was the searched document. How the document preview is displayed can also be set
according to the user.

CEYEENRG L

J 3
et Sepnh Htiet Vow Fhwnaien

% iid - X led Soee - ) > tiww . & Tk L8 Tocate -
- e > N1te O Bzt - [ setner ot e % G — . Ficommat | ‘__
P Dnah Ceburren 1 L e Ma | tas

bt | wetty  hege A Teem s
f4e "o Mersommrt girmen v Decurrern go

= = sl . y e

Hit list tab — Document preview group — More button

hew  feraten  Fet  Oaw

D Mass ~ R

If a document preview is activated, the document of the selected hit is previewed. To display the
document preview in full screen mode, press F11. Press F11 or ESC to return to the overview. The
preview settings are set in all tabs — Action in Settings — General of the Extras button.

If a document comprises several pages you can scroll through the individual pages of the document
using buttons (forward-back) (1) or navigate to the first or last page (2). You can go directly to the
desired page by entering the desired page

number (3). Qe @ 1%2 Q@

|

Zoom within the document preview

ml DN s e m' o A S} | LT E R R S P (T e You can dlsplay parts

= tw | uesim | ew Db = Seh | stite | Vew D of the document in

= i LIRS N bane s D % | G i ;

L% O R S~ bl = ehuton B B S X Oy | Z M= Gy 4] more detall_ using the

notaseiliedicas TP Iy - SEE [ @ et 4 zoom function. To do
= - = — this hold down the left

mouse button to select
the area you want to
zoom in on. The
"selected" area is
enlarged into  the
complete preview
window. Return the
document to normal
size by double-clicking
in the document
preview.

ORDER CONFIRMATION-No. ¢

R e Dear Mrs. Spat.

/we thank you for your offer. We

Pos Quantity Artikel-Nr.

e e

e 1 1 U456810

[ B e
B, P08 S

[T

PE— S | MRS om0
dew veantig e WO U Lo 7
B T e

v
I't 2
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Adapting the document preview
[ ‘l) 23 e i Genessl [Ht ez - Sancwd - | _— — -—j
= QAT ) Sivmille oI I 2 20 9@
h f t ot ) Fooe-Deuch = ] * ’j,. - (X Bach
|
Hit list tab — Document preview group
S Fit width
A The document is expanded to the maximum width of the document preview.
) Fit height
da=_| The document is expanded to the maximum height of the document preview.
= Rotate
Iy 1 .
L2 The document is rotated.
&@éa Zoom in/zoom out
The document is enlarged or shrunk in the document preview.
Additional functions are available under the "More" button. = | Al | N m 3
G4 | S | 1 4
[More...| Extras | Back Close §
Fit to page ‘ v Dch.lment preview ‘:
The document display is expanded to the entire page of the ] Fit page F4 4,;
preview. \ Original size {
i Brighter Ctrl+H f
Original size Darker SiEn 3
Show inverse Ctrl+I ;
Display in the preview in original size. I = ¥ Ty e e

Lighter/darker e

For documents with a background form this can be made brighter
or darker for display purposes.

Show inverse

The document is shown inverse (black becomes white and white
becomes black).

Inverse view of a document
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4. Add another document

If you have opened a dossier in the search you have the option of adding further documents to this
dossier. You can use the HABEL-SCAN or the virtual printer, which is integrated in the HABEL-
OFFICE Integration (see User Manual |. Capture programs).

Search the desired dossier by entering the search criteria, and start the search by clicking the Find
button or CTRL + F. Highlight the hit in the hit list by clicking on the respective entry. Click the More
button — Add document to dossier to either start the archive printer, if you want to add an electronic
document or choose a scanner to start the scanning program for the archiving of a paper document.

Search Hit list View Information

— ";_\ X H Save ~ 1'\) Forward "J 'E Group
F —_ I J : [
| M‘ W3 Send ~ @ Backward e :{;}‘J Select all hits

Show Information Print Clear i , ) Fax-Druck o
| @& More... |»|| @ Delete history % 40> Fit width
Print hit list > Se
Preview directory tree
2| | Refresh [

I"“II , Add document to process > | Kofaxscanner
Noc Show post basket history Twainscanner J
Create post basket entry Archive printer L
. 15 Supplier Ordes

Show log entries ;

15 Supplier Ordel
] B 14 5 s Show combined operations 15 Supplier Ordel
T TNy - Pl Ao d

Hit list tab — Edit group — More button

The usual document capture program for entering the relevant search terms is opened. The fields
already contain the values from the original dossier, but they can be modified and added to.

A When you subsequently retrieve the dossier by entering the search criteria in the
retrieval process you will find two entries.
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5. Combining operations

For combining single entries to operations, the function Combining operations was developed.

Examples for use:

e Additional documents incur and have to be archived later.
o Delivery notes and invoices have to be seen as one operation.

To combine operations, virtual groups are created. They can be created either manually or through a
special development also automatically. For the manual combining at first the command has to be
activated.

Search Hit list View Information
1 — & X b Save - (&) Forward | '5}
‘ % %=1 Send ~ @Backward Lo
‘ Show Information Print Clear G More |~ = Delete history Fax-l?rl
[ Print hit list » £
¢ | Refresh
IIIIIII Add document to process »
o Show post basket history :
Create post basket entry
Show log entries >
) . _._/*i Show combined operations SE
e l [
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As a second step, the results are to be highlighted and
summarized in a virtual group over the context menu

il -

Combine operations.

& Ordet conemmten o, (1)1 28008
= Ovther comfemmantens i, (1) 228974

The display, in which group the documents are, is evident in

the footer.

£ |3 Crvey o emenen . (1« DITY
| oy e . 1 1 TS

‘= P
007 S8 ek | Display
0003 S5 3wond T | Infarmation
& Orde confermtian hio. (1)
@ Ovter confimatens s, (1) | O | O
3 Drder conferton No, (1) Setting
& Order comfernation b, (1)
115 Ok canmatins b A0 | ], 220 Shes o ciphoend
) rdar confermton o, (1) Thaw lny et
| & Dvder conte Mo, (1)
| &5 Orrter canfemanten . (1) Show poit basket histery
=) Orday confermaten Mo, (1) Creste post basket entry
& Dader confermation Mo, {1)
| 8] Orvder combrmarten . (1) Change felds R
) Order confermaten W, (1) UM wor b
& Order confematon No, (1)
@) Orrler conh o, () Check ugnaner
|51 Crter contermaten e, (1) | W2 | Send as mail
&) Order confemation Mo, (1) Sercd a1 POF-mad
2] Ordder canfematen Mo, (1) AT R |
_ao- rller .fﬂ [ —yy .r qr »
(& Order conferaton Mo, (1) Serd e ok R
Colume total
— === Form average
Columes Qui-F3
Export fir ERP-System
Svw it Sscurment fps
Expand ol
Cellapse all
Gerrate ERR entries
“ § "
|7 | Beck
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If documents, which already belong to a group, are combined, a query is executed whether the

document should be added one of the groups or a new group should be created. It is also possible to

remove documents from groups and to search summarized documents. The function is available via

the context menu. If documents should be shown or edited (mode display or information) they have to

be part of the hitlist and not only shown in the category combined operations. Therefor the function

Search combined operations can be used. The function is also available via the context menu. If the

function is used there will be a search in the background for all these documents. They will then be
shown in the hit list and can be used for display or the information.

In Gruppe zusammenfiihren

FTKIIE3H
LINMDOAR

Company |Document type [Document Mo, |Do

Group ID

Search combined operations

LFL95]16H

| |LFLS5J6H | Delete from group Ib
LFL3516H |
B Fit width

' Ok || | Abbrechen
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Document display

To display a document from the hit list, click the View (1) button within the Hit list tab — Edit group, or
double-click the hit list entry (2).

S o T e RO TR

Search | Hitlist | View  Information

‘ == [&] Information | Save ~ &) Forward V,J i ==
% ¢z Print ¥3Send ~ | (3 Backward N ]

Sho ' Fax-Druck Columns
\ Clear @& More... ~ ' g Delete history % qn»
!' Edit | Settings

HABEL -+{Document type |0rder confirmation No. (1
i b Al s =

I 17 MACHEN DORUMENTE 210 EXERGIE [l
| 10002 228155

T 228155
s—— |_|0007 228155
0008 228155

i A N AR RRRaa

———— — ——

Hit list tab — Edit group — View button

If you have activated document preview you can use F11 to switch to document display in full screen
mode. If the document consists of multiple pages, the page is displayed that is currently selected in
the preview. When you switch from the hit list to the display, the View tab is activated. Various
additional functions are available in the document display.

———- T A = =
T o i S

Sedech it st View Intoemation

= l I / X FucOnck. Ry AP o E‘ & Toom oot [ ote S| Wi Ses
N el = Pl = ?i HZoomin T ten 52 Show
1] Change it Retate U - -
i ot o Mo - | U width  hesght D Mere.. « e o Redaction " Zame DMore.. «

Funttions View Annotutizm

View tab
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1. Settings

Adapting the document display

The document display can be adapted as in the document preview:

=\ . .
o '"l Fit width
A The document is expanded to the maximum width of the document
preview.
’ZT\I Fit height
sz The document is expanded to the maximum height of the document
preview.
* Rotate @More— - | T o Radection BT
hil-d The document is rotated. Rotated v <
documents can be saved in the £ Fit gage PR {
document display. The command can be Qriginal sz }
found in the View group — More. Grghter TRTI |
Darker CtreD
Show irveerse Chrle]l ¢
Copy s)‘
ark (.
Save document rotated [.4‘ {
Save adjustment
Ny gmecgl
}-{) Zoom in/zoom out
The document is enlarged or shrunk in the document preview.
In the View tab — View group - More button, you can [ - &;i = 2oom out @ TINO g yea
find numerous functions that can be used like the 7" o | Tomin | = Tos 5
document preview: Fit page, original size, brighter, was e @M Ry 2T
darker, and inverse. J
= Fit page 2]
Qrignal e
Grighter Ctrle M
Darker Cui-D
Show inverse Ctri-1

Copy
Mark
Save document rotated

Seve adjustment.

T#finfo

148 D-78502 Tuttingen

View — View — More
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You can adjust the height, width and page fit of the document for display. To save the setting for future
document displays, go to the View tab — View group and select the relevant menu item within the More

o %y S o . e e s |
Bowrt PIOR S —
£ st Kxl ] e vt f a o
= bl s Wited s [ o} J YS @ Tha, 7
Mot e Ch ; (SR C O
- / !
2 g "T |
a .
Deras
i w
" Dew e o4
A
LRI M Nales e DR L g — e L
I [FUR— ]
Irdormates AG
Lrzergasse 05 2
50537 Ko
Copy - Mark

button. You can also save this setting only for
this specific type of document (you will be
prompted to confirm this after selecting the

command).

Save adjustment

[ 5ave with document type

‘ Clear

| LCancel | ‘

You can reset this setting by clicking the Delete

button.

In addition, passages can be cut out of the document and used in other applications. Use the
command Mark and Copy that can also be found under the More button.

for further editing.

You will obtain graphical elements only and cannot copy any text contained in a TIFF file

r‘“ o - ——
— - 4
| ’
- S - - T o B
' W . -, \‘) ¢ ro Ol
’ v - o — J !
v
U pr———
[ '
O b .
»
'
o
Rethaung “wnra )
P wau|
— Lol
ety R - e wones |
Aatrg wew Tawe P RS A N
Lewwren W we e M e e s
- . e e R (
v v " e T
Servae 4 v O T ¢
" d
- ~ e - '
R A R )
s 4
- . .- /
D G a1 et g b s A w? <o~ J
Mark

By the way: The marking function can also be found in the View tab

as a button.
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Rechnung 409118

Datum 26.05.10

Kunde 26160

Betreuer Karin Back

Teleton Balreuer 07461/9353-18

E-Malil Betreuer xbeck@habel.de

Copy and paste
@Lﬁ | i L

Search Hit list View Ir
<22 Print fﬂ Fax-Druck ‘gi
| Save ~ Y21 Send ~
# Changeinfo ' (G More... ~ ||
Functions
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Additional functions in the More button

TIFE-Info and Cold-Info Marg wdormatiar x

ALY L A L o Dy ettt B BT TN BB
: o e 10 M

Example (using TIFF-Info)

Current page = 1 of 1
File format = Raw FAX with CCITT group 4 compeession (29)
Width = 2430 pucels

Show with background form (CTRL + W) st g

If you are using the module HABEL DYNAMIC ::::;gngzc;:‘v‘n«mﬂwm bytes
FORM. DEPOSIT you can show the appropriate Horizontsi resohution = 300 dpi
background form with the document, e.g. Mertical nesmioiicia & M0ty
correspondence archived without letter headed

paper. If desired, this can be shown by selecting ok |

Additional information (CTRL + Z)
Select the command Additional Information to display the additional information appended by
HABEL ACCOUNT ASSIGNMENT STAMP.

Beleqg Mr Document date Kunden-/Lieferanten Nr Einzelpreiz

LCloze

Check signature

{ with signatures. You will receive details separately

57

WA AR 2l
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Display functions in the document display

To scroll through the document or zoom in, there are additional buttons that are available in the View
tab — View group.

\lﬁ Vs :-, y . B : General [Display] = .~ @M

-

= Search Hitlist | View | Information

5 Pri ¥ Fax- L) Fit wi 3
¢ Print & Fax-Druck | » Y Fitwidth | = Zoom out @ [E Note B e k) :fs @ m
[ Save - SZSend - |21 O D)Fitheight | f® Zoomin T Text 7 ¢ ’
: ; 7 Active . [Za Stamp ~ Extras | Back Close
[# Changeinfo ' @ More.. ~ ||l [3% Rotate @ More... ~ f Redaction = 7= @& - &
Functions View Annotations Action

View tab — View group

You can enlarge areas of the document display using the cursor. Holding the mouse button
down, draw a frame around the area to be enlarged. When you release the mouse button this
area is enlarged.

N

.l You can use this function to move the document display from top to bottom and bottom to top
if the document extends over the monitor size. To do so click in the document and move the
cursor up or down with the mouse button held down.

@ If you have activated the magnifying glass symbol any areas you move over with the mouse
will be shown enlarged. To do this click on the areas you want to see enlarged.
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2. Options for editing archived documents

In the View tab, there are various options for working with the archived document (print, send by
email, affix notes, etc.).

The original version of the archived document is not changed; only the associated
database entries are changed. With reference to the annotations, information is placed on
the document that is also displayed while loading.

Print

The currently displayed document can be printed out by clicking the printer symbol. Depending on
settings you will be asked about various options (printout with text: then the background text e.g.
"archive print" is also printed on the document; print annotations: the attached information such as
notes is also printed etc.).

- = - = I =

a‘ B Genesal [ Desplay) B e o=
‘ © Sesrch Hit Wt View Iurmaten
|

2 ¥ % 2 Ze0en o T} } 3 Z
2l 4 S5 5) G Eme @ E e by By @
= asend - L] 2 ¥ i Zoomn = T e 57 Shosw e
Pant  JSave  Change ht b Fotate Active oy Sxtras HBack Cloce
: P 3 M width  height D Mo, + o Fediction TR 3 Mare i v

D /In Armotaties ALty

View tab — Functions group — Print button
Press the Print fax icon to operate the fax machine (requirement: fax printer driver).
Save attachments and dossier

You can save attachments and documents from the archive. Click the Save button in the View tab —
Functions group to save a dossier (document) in TIFF format, or you can alternately click the menu
item of the Save button (1).

r i T— LS — S ——y | —— L ] |
a‘ R = General [Dizpled™ e L -
l | = — B o —
| Search e hat View foonaticn |
» & Cor Daenic) 1 5 2oom o - > ) - -
’ < Hbectna B N B R 2 (@)1 BN e M) D@ |
- N2 Sena - | : G ¥ Zcomm T et J Fow -
| Pt FSevw Change Fit Fit Rctate Actrve @ Samp - Bty Back  Tlow
| nte | S Moe. - width  heght Q Meee of Redoction 2 More... -
| : K A\ o
| ! Save mail sttachment.. l s Areuatetron
Save document - 4 00115063 002
Save document as POF |

View tab — Functions group — Save button

Below the button further functions are available (2). Dossiers that have attachments (such

H as emails that are displayed condensed) can be saved separately by selecting the menu

| item Save mail attachment. After the command is selected, define the directory in which

Save you want to separately save the attachment(s) of the displayed document. To save the

- displayed document, select Save document or, to save it as a PDF: Save document as
PDF.
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Send as email or email as pdf file

document as an attached file. If you want to send the entire dossier, go back to the hit list, select the
entry, and press the Send button in the Hit list tab — Edit group.

Hit list tab — Edit group — Send button

- — - = — =

)=
_" / - . - .
= Search Hit list View Information
7 & | Ereuck 3 By [
0 | oA g “’ 22 | )
gt %=1 Send |+ I Al dz | L=l
Print Save Change - Fit Fit Rotate
: info = @More.. ~ | [y width  height
Fqnt;tio_n:- View

View tab — Function group — Send button

g —— = = = —
€y >

_.' . - . . .
= Search Hit list View Information
r\ Informatlon k4 Save ~ (&) Forward ‘,”'j
==V & Print %=1 Send (1 | P Backward sl
Show Fax-Druck

X Clear @& More... ~ | @ Delete histor 2
Edit

If you define in the settings (mail settings) under Extras to display a selected —

page, you will be asked which page will be the email attachment if the

document has multiple pages Receipt No.:
Total pages: noooz
From page:
To page: 00002

The commands can also be accessed by right-clicking the
@ context menu.

[ ok |[ sbon |
’ All others ]

In addition, documents can be sent in PDF format by selecting the menu %= end |~

item under the Send button. Corresponding licenses are required to do _

%=1 | Send as mail

this. The hit that you want to send is automatically converted to a PDF
file in the email, provided these are TIFF documents. Files that are
archived in original format will be attached again as such.

Page | 66

Send as POF-mail
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3. Affix annotations

Various annotations can be affixed tot he document in the document display:

° Notes
. Texts
. Markings
. Editings
. Stamps
PR R S — ==
—t Sewrch Hit Wt View Informatien |
¥ Fas-Diuck %y = v [ : e
2 (£ Ee B0 BB S| @ B e |G D@
Pant 'u-.: 'J't:":qe o e, - P WV:“ P{l‘;ﬂ' Fotate o Mo - Active Jﬁmuwn A gy - S Mare ‘.lt_rh Back (Close
Frratices Yinw Annulaticns Art=h

View tab — Annotations group

are also only active in document display mode.

The original document is not changed but stays in the archive in its original form (once
only). The appended notes etc. are saved separately in the database linked to the
document.
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Active
To change comments (also called annotations) on the Clear
document you have to be in editing mode (active). To do so Edit
click on the icon; the document gets a red frame. You can now ha
change comments as long as you have the appropriate Redaction properties v
authorizations. Show versions...
’a; ' Genweal [Dnplay) -~
” ayh L of Ny Ve Wormaan '
Eravorue o 2o ma T e i |8 A
- H f Nserd - i &s Monn @ W e 3 L il o.\)
L R, B S R AR Lo [ RS L R B
~8 7
F4
-
4] < e r
Created by: Mike Schmit P
At: 15/10/2009 At: 15:53:27 p
I e v G S L e T A, ST o TP -.u,d‘-* '.._,..,_}/

y Text marker

With this function you can mark (highlight) any passages in the document by holding down
the mouse and drawing a frame around the areas to be marked (1+2). The default setting for
the markings is yellow, but you can customize this using the pop-up menu. The foreground
color changes the font color, the background color changes the fill color (3).

Ihre Bestellung 778456 o
Auftrag Nr. 228178

Ihre Bestellung 778456 e
Auftrag Nr. 228178

[m} O
DE! Clear
v Edit
Hilite properties 4 Foreground color
Show versions... Background color
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] Notes

e
I

|

Use this icon to attach notes to the document. Attach a note to the document by holding
down the mouse button and drawing a frame on the document. The note is already
preconfigured with your name and the compilation date and is ready to record information.

_@2 e s G D)
Search Hat et View information
Pt S AT TSN D Ftwidth B2 Zoown out J [Z Note
ked Seve - i Send ~ L/ L\Fthegm B Zoomin Y
# Changewdo  (More - | 10 % Rotate & Mare.. - e o Redactio
Functione New Abey
‘
“Created by: Habel system user
On: 10/17/2011 At; 13:32:57
No reduction allowed.
i
WIR MA

T Text

If you just want to add passages of text to the document you can use this function to compile
free text.

_.@\@) < BR L s cenemDips

Search  Hitlist | View | Information

| @ Print ‘ & Fax-Druck % £] Fit width ﬁ Zoom out

| | Save ~ 8= Send ~ 1 2 L)Fitheight | M Zoomin

| |[# Changeinfo ' G More.. ~ || [y [ Rotate @ More... ~
‘ Functions ‘ View

Created by: Habel system user
On: 10/17/2011 At: 13:34:37
Special price is okay.
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To cover certain areas, use the edit function by clicking this symbol. To do this hold down the
mouse button to draw a frame round the area you want to conceal. You can choose any color
(for example if you choose white the concealed area appears "invisible").

Geneeal [Treplay]

Sawch Lut of Pds Vo Inf oronatan
= byt X Pax-Drih Jptwth | Sleamne | @ I ke P raanatis =] T e N m
b Save - N2 Serd - CiFetegpe  Mroomn P | Y Ten ] oo E
- i - <
A Chamerfo | (5 More Mimstae | Mo e o Pedacton st > e Bock  Cess
Frantatan Ve vl =1 ALl
CRDER CONFIRMATION-No. 4421568469 Your consutart. Manuets Schwarz
Fon 0711 /553-
2
8 July 2005
Dear Mrs. Spér,
we thank you for your offer. We confirm you the folowing tams
Pos  Quarsty  ArthokNr  ltem cescrition Price inE
1 ' UaAss5810 VDO uksbox Pasmon G241
24 Sot, 720 68, 5051
1 UDOdrwe, 30 GB
2 ] Ha56825 PEGASLS InveStare NT-5C25
For connecting the WORAMJukebax 220mx
to tha NT server
Totel posivons 1049000
8 Stamp ~ Stamp

=

=

%)- __Q_ A~ ; 'Gene;al[Dis?

Search  Hitlist | View | Information
& Print ¥ Fax-Druck | %3 L Fitwidth | = Zoom out
| Save ~ 4= Send ~ 1 2| BFitheight | f®Zoomin
[# Changeinfo ' & More.. ~ || [3% Rotate (@ More... ~
Functions View
—_— S YT TGy DURUTIET
o o

HABEL Genth 6. Co, K FUstae 148 D782 Tumevgen

HABEL GmbH & Co. K

I‘I{LI* DIGT

Mi.lnlﬂlmtlonn, e S N -

<
(
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Use this icon to apply stamps to the document. The stamps available are

Erledigt

predetermined. The individual stamps can be accessed via a selection
Bezahlt box. To apply the stamp select your required stamp and use the mouse to
Bezahlt2 drag it to the document into the correct position and size.
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H Save

All comments attached to the document have to be saved using this icon. If you do not save
these annotations before moving on to the next document or switching to the hit list you will
be asked if you want to save the data.

Confirm x

Reload
By using the Reload command, the last annotation attached and deleted is = Mere- -
restored (provided it has not been saved in the meantime). Copy
Reload
Page settings
Chverview
Show versions...

Page settings

To print a document, the default settings can also be deactivated on a one-time basis via the page
settings function. A selection box appears with information on text and notes and how they are to be
processed in accordance with the default print settings. If, for example, you do not want to include the
text or notes for this particular print job, although the setting is configured to include them, untick these
items. The default settings will apply again for the next print job.

£, Seiteneinstellung - =X

viMotiz Erstellt von: Svstembenuizer Habelidm: 27 05,2000 Um: 16:45:08[0ieferung bitte ausiubhren
w| Temt  Erstellt von: Syztembenutzer Habelldrn: 27052010 Um: 16:43:17|K.unde hat reklariert

Ok Abbrechen

Page | 71 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

I \VE CONVERT DOCUMENTS INTO ENERGY

User manual
Il. Retrieval
Document display

Overview
If you are using Overview you can search the hit lists for documents that have a note or text appended

to them. Select all the entries of the hit list (CTRL + A), and open the command Overview in the
Display tab — Annotations group — More button.

You will get an overview of the documents with attached comments. The overview also shows what
type of comment it is (text, note), who made it and what its content is.

Ll Owverview - = X

File  View

Page ¢ | Thype T ext
B B Eelegnummer

1 Tent Created by HABEL system user

Created by HABEL systemn user
Orc 10722001 Ak 12:23:56

1 Mote Created by HABEL system user

Created by: HABEL systemn uzer
Or: 10742011 Ak 134553

Double click on the entry to go directly to the document on which the comment is attached.
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Show versions

The Show versions command is only active if there are annotations with different versions on the

document. By clicking on the respective version information you will see this displayed on the
document as originally applied.

d BT T T T T s

Search  Hitlist I View | Information

H Ef ig:-:rixck @ m‘ Q E &} ‘ﬁloomfmt @ ‘Fﬂ’]Note

2 & Zoomin TText

Prgnt Save Change 1 Fit Rotate .
= TS @ More... ~ | s wndth height @ More.., ~ of Redactior
' Functions | View | 2

Created by: Habel system user

On: 10/17/2011 At: 14:03:56 HABEL

NO dISCOUnﬂ Doakumentenmanagament

/N VIR MACHEN DOKUMENTE ZU ENERGIE

B Version information on annotations =
HATEL GraM A Co MG Foseon 149 DSR2
Informetica AG Yersion l Benutzer ] D aturn [Zeit |Aktion
Unzergasse 65a 1 Habel 104172011 14:.04  Preparation
RSk > Habel 10/17/2011 Change
I | Display | | Close I [
. ITYeUOT TOUYOY
Datum [} 18.08.10
Kunde 26160
Ihre Anfrage 2080768 vom 15.08.10 Betrausr Kerin Beck
Auttrag Nr. 228162 Teleton Batreusr 07481/9353-18
E-Mail Betreus koaox@habel do

Hide / show annotations

By clicking on this icon you can hide and show all annotations applied to the document such as notes,
highlights and stamps.

B show [frvide]
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Pop-up menu in conjunction with annotations

When you attach annotations to the document you also have access to a pop-up menu for editing
these annotations. The settings apply only to the selected annotations. If other settings are generally
applicable, this can be defined in all tabs by the default setting in the Extras button — Settings menu

item.
Notes

Delate Delete removes the attached note, the tick beside the
 Edit "Edit" command shows that the editing mode is active

for the note. Properties allows you to change the

Pushpin properties  # M foreground and background color and the size, type and
Background colou ‘ color of the font.

Fonk

Redaction

Delete removes the attached note, the tick beside the
_ "Edit" command shows that the editing mode is active
v Edit for the note. The foreground and background color can
be modified via Properties.

Delete

Redaction properties  # Foreground colour

Background colour

Text
Delate Delete removes the attached note, the tick beside the
v Edit "Edit" command shows that the editing mode is active for

the note. Properties allows you to change the foreground
and background color and the size, type and color of the
font.

Texk properkies  F Foreground colour
Background colour

Stamp

Delate Delete removes the attached note, the tick beside the "Edit" command shows

that the editing mode is active for the note. You cannot make adjustments to
M the stamp as it is a graphics file.
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4. Logs and history

Show post basket history / create post basket entry

in the document display. Using the command Show post basket history, you can display a history of
the document in the post basket (the route taken by the document through the company). To generate
a new post basket entry from the search, use the command Create post basket entry. You can find
additional information in User Manual Ill. Post basket.

Hit: list

Cavors Hit list View Information
A [ “# Fax-Druck ’ PN
.~ H \ f o E =S [_; [_j
N 3 —t %=1 Send ~ L & Az
Print Save Change | | : Fit Fit
- info |G More.. -]/ [y width  heigh
Functions Show post basket history
Create post basket entry

Show log entries

View tab- Functions group — More button

P -

History for Document type: 0066, document
number: 0000009539

Post basket history

Froms Schmier, Mike at 6711272003 31 19:30 ANL bty iraim =
Sert 1o Abele, Mantin, Completed ca 07132003 o 1036 AM Sender: Habel, Systembenutzer
L
Mevazr Engmgwechiasg profrm Recipient: | Abele, Martin -
Auer, Franz =
o New srary from Abele. Marsn to Emag. Passla ot 071272003 2 1032 AM Banzhaf, Sandra EI
Mewsage Hallo Paula. Hast Du das UDO-Lasfwerk 0 bestelk? Kl

Coaypleted co 07137003 2t 1034 AM
o New evtry from Emig, Pauda to Hause, Masfred 2 07132003 ot 1034 AM
Message: Hallo Macfed Hast Du das UDO-Lafwerk 10 bestelt?
Completed ca 07132003 af 1035 AM ENTWCKLUNG -
» New enory from Hame. Madked to Abele, Martin at 07132003 a 1035 AM
Message Ja, tobe das bewel Rechousg i (O
Comspleond ca O7/132003 ar 1036 AM
 New eomry ficen Hame, Marthed 10 Eotg, Poetia ar 077132005 a1 1054 AM
Message Ja, babe dis beitek Rechoeg i O [ Do by: 17102011« 14:24:25 &
Complesed 00 07232005 o 1039 AM

Message:  FYl -

(0] | | Cancel

@ With the Hit list, these functions are also available under Edit — More and also within
Information under Information — More.
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Show log entries

logged (display, information, print, email dispatch, etc.). Display the log using the command Show log
entries. You will be given an overview of which actions have been performed by which user with this
dossier/document.

NED i+ » PEEEENEEEN

Search Hitlist | View ‘ Informatlon

,g@_ H / gﬁFax-Druck @ JT: F

W2Send - | [] O &) 4=

Print Save Change i Fit Fit
- info |G More.. |-|/| [ width  heigh
Functions Show post basket history
Create post basket entry

Show log entries h

Go to next hit Ctrl+Right
Goto previcus hit ~ Cirl+Left
Go to page... Ctrl+G

View tab — Functions group — More button

[-% Loy -y
-
2 ook )
|
| Fin Mo Paga No Dae [Tove. Uses | Acscn
0000 0 51472008 100020 rdea schee Show g
24000 0 5N42008 100020 e schae Show
24006 0 5n42008 10e0x4 e schres Pue —
2400021 0 51472008 10248 ke schme Show
2400021 0 571472000 0EE ke 2choes Shawr
240002) 0 871872008 12123 Hastel Show
2400021 0 B/252M8 105813 Habal Show
2400001 0 85752008 10%13 Habel Il ormabony
240000 105218 Habel ndonmalon
24000 S Habel Show
2400021 AT Habel Shear
2400021 084811 Habel Show
2400021 100017 Hatel Show
2400621 133124 Hatwl Show
2400031

123383 Habwl Show

yanwr

Llose

@ With the Hit list, this function is also available under Edit — More and also within
Information under Information — More.
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5. Printing of text lines

During 'the QOcu'men't capture ‘l‘ &) - General [Display] V.
process information is printed at the L) @
top margin of the document. The > Search List of hits View Information

fields concerned are predefined and | =fint | Zracoudk (S5 | Diptwdh | S zo0m o @ = ,a:
configured.  This  might be | kdSve -  S=3Snd - {1 0 Difcheight | @ Zoomin |l
information such as the input F changeinfo | @imare, + || | [ERotate | Gamore., - || A® l‘J .
barcode and the date of capture. Functions View A"notaﬁon!

Barcode: SCAN-Datum: 17032008
e = 0 Y

6. HABEL-ACCOUNT ASSIGNMENT STAMP

information captured on the dossier in the View tab. The data shown as account assignment are
predefined. This display is often used in conjunction with incoming invoices that have to be assigned
to various cost centers.

@, Kentierungsinformation zu: 9580 = x
Beleg Mr Document date Kunden-/Lieferanten Mr Einzelpreiz
kd 74222009 70827
——
Cloze
When printing you will be asked whether o w
you also want to print the additional
information (account assignment) on the @™ Print document(s) with additional information?
document.
- No || NotoAll || VestoAl
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Document information

The information mask can be opened from the hit list. This is where all values from the database fields
for the selected dossier are displayed.

Search ’ Hit list ‘ View  Information

a®

Reewnl

— — { X
— : E b Save ~ &) Forward ] 5
= Y3 5end ~ (P Backward
Show | Information | Print  Clear i Fax-Druck
I @& More... ~ | @ Delete history =
| .
\ Edit
Hit list tab — Edit group — Information button
'a ‘
- Sepnh  Hiim Yiow Irfvernatren
i F— — " il A
22 QTN Omene i (A By oy Sy @
Pert Mam.  Vw  Semt O et || D Lann Chunge  Uewls  Ad Evm Sl Ueee
v - sev tem v
famanee st
Compen 201 HABE Gt A . KG - Adticte W 7 1000
Cocument typs 008 LS Ovow corfermation - Artiche rarvw 7 WORM-FLATIT FLASMON 3.3 08
Documes! date 7 WIS ” Sevigl b 7
Cocurrent Ns / % | Stemad Decument No 7 axna
Qe e / 100eaz Cuvercy 7/ Em
Qedur No L remrrad) g% Tetal cluwr amoct 7 0%
Dwbowry Niete Na 7 T VAT 9% s
[—— 7 &nm Tetah gress ermoust 79830
CuntamanSuppher Na. g Prapactne #
Hane 7/ WTERCOMECT 46 Pasject des0apton 7 HABEL Debuenemmimaragerrent
we 7 sess Cubowry date /s =
Location 7 MUNTHEN Mg 1D 7
w2 /0 Acem bz PE 0002
“abgerion 7 Archiing date w200 =
Sutagec) 7 O¥e ating! 7’ -
Irfe 7’ Octen pasting! 7 -
Osles- cecfmmon! 7 -
Dubvwry ncte snteg! s -
Irngeis sistng’ 7/ -
aman s
/’
7’

Letrte Andesing duch

}"&C&'};" dthetves ]
=

Copgep ® TR 1y MAREL Gt §Ca £ TIRES Fattor bl w19 1 e

Document information
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The Information tab has several functions for editing the database fields.

Printing and viewing | A s
2| @ |5
Select Print to print out the document from the current o =
dossier. Select View to view the dossier. Print | More... | View | Send
Information
Information tab — Information group
Change

make changes to field contents or delete items in the information mask. Which fields can be changed,
is marked by the editing pen.

HAE: It is possible to configure, that only the info field
’ can be changed without using the module

01

Document type 0005 5L53

Document date 05/21/2009 provided with an editing pen — as long as you
Document Mo, have the access rights.

Offer No. 100202
Order Mo.(internal) 225612 f
s, Pl Notelo, ... b4 o botve o BOOAOG . onn

With Change the editing mode will be activated. You can execute the changes by clicking in the input
fields. The changes will be saved with Save or cancelled with Cancel.

ke Save f » % \Hshave Y 4

| €) Cancel || Change:| Delste  Add @Cancel Change Delste Add
| & Cance ¢ ‘ C
item tem | | tem item

i i |

Information tab — Changes group
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Pressing save opens a window which contains all the changes you have made. Here you can check
whether the changes, and also the allocations, were correct.

If you choose “Process” for the changes, the change will be executed for the whole process. If you

choose “Item”, the change is only valid for this position. Alternatively you can also choose “None”,
whereby the position will be excluded of the change.

|, Save changes - =X
|Desr.:ri|:|ﬁon |Field name |Dld value Mew value Change
Customer /Supplier Mo, KLiNr 23317 F0735 Item
MName KuLiNam Interconnect AG HABEL GmbH Item
PLZ PLZ 30668 8212 Item
Location Ort Manchen Neuhausen am Rheinfall Item
LKz |ikz o e 1= - |
Mane
Process
Save Cancel
Editing items

Add item is used to make changes to the dossier items, e.g. add more items. To add items activate
the "add" mode. The other buttons change.

: 2
€ Cancel | | f € Cancel e d

A Add Change Delete Add %‘.Add Change
‘ item  item e

Delete  Add

item item

vor Klick auf die Schaltflache Position hinzufiigen nach Klick auf die Schaltflache Position hinzufligen

Other items can now be added to the corresponding fields by entering terms or by master access if
they are fields with master access. Please note that the fields with master access have to be cleared
before entering new terms into them. Click Add, and the new entry can be seen in the item box.

Article no. | Artikelbez.
10099 WORM-Platte Plasmon 5,2 GB
10099 WORM-Platte Plasmon 5,2 GB
Boe e ]
Item box
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If you want to delete individual items, select the item and click the
button Delete item. You will be asked whether you really want to
delete the item. If you select yes, the entry is deleted.

Confirm x

e

Really delete item?

If you select several entries in the hit list and switch to Information, you can change back
and forth between the individual entries with the Forward and Backward buttons.

PR o
Search Hit list View Inform
'r:.%‘_‘i @ }g =] | © Forward

Print More.. View Send @Backward

v v

Information

Information tab — Information group — Forward / Backward button
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Options / settings

All tabs contain the Extra button under the Action group. Various setting options are available under
this menu item.

2" —— senca o]
Search Hit list View Information
‘ @) Forward = £ ?
03 B Export RO Fomeas ®, |3 Searchall databases Q g SVE3S £ §> m
P Clear (P Backward [# Edit Bl
Find P . <7 el G I Z Display search Extras Close
@3 More... ~ ' @ Delete history = ™ AET MG f:vo)r’ites = ‘| New -,
Search Archive Search saved Settings  Shift+Ctrl+S
m HABEL GmbH & Co. KG v Artide No. Save menu settings
Loament.type T Artide name Reset menu settings
Document date Serial No. ] -
Document No. L External Document No. Reset docking settings
Offer No. Service report No. Run NetViewer
Order No.(internal) Contract No.
- About...
Delivery Note No. Currency S

All tabs — Action group — Extras button
Save menu settings / Reset menu settings

If you make changes to the menu (such as additions to the quick access bar or minimized display of
the multifunction bar), save them with the command Save menu settings .They can be recessed with
the command Reset menu settings.

Reset docking settings

To reset settings concerning the docking of windows, the command Reset docking stations is
provided.

Run NetViewer

The command Run NetViewer automatically starts downloading and running the NetViewer that is
used by HABEL employees to contact each other at their workplace and make arrangements or
provide help.

Information

In the Information command, you are provided with additional details on your system version and
important information.
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1. Settings

General

L, Settings X

[+ General

[+ - Digplay

L Hit fist

I+ - Prink settings Application

& Mail settings ¥| Cloze program with =
[+ Style

Always on top

V| Save hiztory upon cloging

All tabs- Action group — Extras button — Settings menu item
In the General window, you can make general settings such as

e Close program with X

You can define whether the entire search program The  selected  function
closes when you click on X within the hit list, or @ continues beyond the end of
whether only the page with the hit list is closed and the search.

you are returned to the search input mask.

e Always on top

If the function is activated, the search always remains active in the foreground, but it can also be
minimized. Note: The selected function continues beyond the end of the search.

e Save history upon closing (search history)
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General — Document group order

D, Settings X
4 General
Document group arder |
Feyboard shortouts
External programs @) Uzer name Global
> - Display
Hl.t it . Mo, Caption
[+ - Prink zettingz
. . 01 General
- Mail settings
b Shyle 02 F'er.sonalmanag.jement
03 Freight forwarding
05 ertragsmanagement
06 Adata Lobn/Perzonal
o7 Hatel
0a Dl D

All tabs — Action group — Extras button — Settings menu item

The order of the databases in the selection box can be varied without having to modify internal
numbering. The selected group is moved up and down by pressing the arrow symbols (you can
alternately use drag & drop). The selected sequence is saved by clicking OK and transferred to the
archive selection.

Using the User/Global buttons, the administrator can determine a sequence that applies to all users.
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General — Keyboard shortcuts

£, Settings x

4 General
-~ Document group order
. | Keyboard shortcuts|
i Ewternal programs Commands
> - Display - -
L Hit list |Eapt|on ! |Keyboard shortcuts |Ke_l,lt||3 |A
1+ Print settings itAbout... ! i=
i Mail settings Eadd AR
[+ Style LB righter Chrl+H Bt

&Cancel C

tChange El

%Change info El

EClear C

&Cold info Cl

%Copy C

EDarker Ctrl+Dr BL

LDisplay 8]

Encrease A+ + us

EMark il

Edark EOM

ses .

Editar Image

KeyTip i
ShortCut [Hone]
| Reset |
Save | | Cancel |

All tabs — Action group — Extras button — Settings menu item

You can define own shortcuts for the quick call of commands with the editor. Choose the
corresponding command in the table. The definition or edit of the shortcut is executed in the editor.
Under KeyTip you can enter the combination of letters / numbers, which will be visible in the menu by
pressing the ALT button. The literal hot key will
be defined as shortcut. If you enter a shortcut, ,
which is already used, an error message Search | Hitlist V@/ Inforﬁjtion
appears.

L
@ @ Export \__) Forward e l__} S
P Clear () Backward

Find ® : n
@& More... ~ | 2 Delete history G ([ echive | Ge

The settings will be saved user-dependent.

A Shortcuts, which are used by other applications, e.g. MS Office, cannot be considered.
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General — External programs

D, Settings X

4 General
Diocument group order

Feyboard shortouts

H Extemal programs Definition of external viewers
[+ - Dhzplay
L Hit list = Enample entry ==

) ) [Estenzionhbifopen]

[:> - Print settings Command=p: \delphi. 32\hpwshow, exe
- Mail settings Params=%1

[+ Style
[Estenziondwghopen]
Command=gwim.axe
Paramz=31

[Estenzsion'tathprint]
.Command=notepad.exe
Params=21

Definition external viewer

You have the possibility of setting different viewer programs, which shall be used for the display or
print of the archived files, over an editor access. Example: You want to open rtf-files (created in
Wordpad) with your MS-Office Word. For this just erase the Semicolon out of your setting file
(semicolon means, that the following information will not be considered). Afterwards you add the file
extension and the program to open it (command).
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Display

D, Settings

4 - General
.~ Document group order

- Keyboard shortcuts -
Extemnal programs Settings

Pl splay V| Optimize document-display?
- Hit st
1> - Print settings Keep zoom settings?
i Mail settings
Style

All tabs — Action group — Extras button — Settings menu item
In the View window, you can make settings for the view such as

e Optimize document display
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).

pearh Hiiklist Niew Infomation Search Hit list View Information ‘

=5 e V; k) Save ~ \JF.}* = sz 1A o Save ~ S 3
‘% Rt ¥ Send ~ @B; ‘g f;/:é’ x o 2 .

Show Information Print Clear 3 5 Y1 5end - @
@ More... ~ 2 Deiff Show Information Print Clear
A = More... ~
. s { Edit
|Preview l;’ , v

BaLana vz rasvin
I (1 MALHER DOKURMENTE 24,

———er e . o e

FraTrases A0

A -~ Ay, Ay o gl

Linowgasne &5 0
T
s
Angebot 103390
Do B Anpebot
Kirse
e Aiage 2575 von 176810 [ Karin Back

At P Tt Btrwnt oraer/us 8- 18 “matazn s s 1amace
A3 e

E-Ma Betreus e

W badeske uzs O Fre Acvege und Untertna Jan o . pades Argabet
i~ Ry - R R Tl Nezrean. mle omAckaned o

B s

RE S

with document optimizing without document optimizing

e Keep zoom settings
If you want to display the same area enlarged over several documents, you can save this setting.
These setting remains active for all documents you have highlighted in the hit list and shown in
document display, so that you can leaf through several documents comfortably in zoomed
condition. To return to normal view from the zoom setting just click on the document. Zoom
settings remain active until the command is deactivated.
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Display — Document preview

D, Settings

General
4 Display

‘- Document preview

- Hit list Preview

: Prnr}l setpngs Preview-interval
- Mail settings

Style 1000

Document-preview page-count
0

Print message, when reaching this limit?

All tabs — Action group — Extras button — Settings menu item

With the preview-interval you can set, after how many milli-seconds the selected document will be
displayed in the document preview. That means: after how many milli-seconds after you have
highlighted the hit (by clicking or with the arrow keys) will HABEL begin to display the document.

If you e.g. want to move fast through the hits by using the arrow keys and only sometimes want to
display the document, it is enough to set a higher interval value. Using a low interval value the
document will be displayed very fast. This causes a “nervous“ document preview, because the
document will be displayed immediately, even if you only wanted to pass over them.

If the documents are not in the cache directory (but e.g. on a jukebox) and the interval will
be adjusted very low (<1000 ms), almost every document will be recognized as identified
while you scroll through the hit list. For each identified document a query will be sent to the
Jukebox to deliver the document. This slows down the performance).

Document preview page count

This is where you can define how many pages are to be loaded into the document preview and which
can then also be displayed in the document preview using the navigation function. 0 means no limit. It
is worth setting limits here if documents with a large number of pages, such as extensive accounting
journals, are likely to occur as hits, because all pages are prepared for display in the document
preview and this results in a long loading time.

If the settings are such that a message appears when the page
limit is reached, this will look as follows when selecting the hit
(with more pages than the preset limit):

 Not every page of this process can be displayed
Pages(2] fima:(l)

oK

dossier in the preview.

@ Use the display button to access all pages of the
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Hit list - General

D, Settings =
[ - General
[+ - Dizplay
| Hit list|
[+ - Print settings Hit lizk
kail settingz:

& - Shyle W Sarting is caze-zenzitive
¥ Collapze hit hist after zearch

| Show a goup's hit-count

I Hit-count format

Filker

[ Filter caze-sensitive
| Reset filker before next search

W Activate filker

Hit

=

Show items in hitlist

3000 = = = Masimum hit-count

Compression

& Show mail condenzed

Combine documents

" Show "Combine documents"?

1000 = = » Document viewing delay

Save | | Cancel

All tabs — Action group — Extras button — Settings menu item

General

e Case-sensitive sorting

If this function is not activated (checked), the sorting procedure does not take into account if the
field contents are upper or lower case.
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e Collapse the hit list after searching
If this function is activated, the hit list minimizes after the search is triggered if the grouping is
activated based on a database field.

= |Document type Name T | \--.
|Dn::|..|mer1t type Mame bl | ) ‘
' |Document type T |Document datelProjectNo.ICusbot
Document type Order confirmation No. ﬁ_ (=] Document type Name : Supplier Order conﬁrmaﬁoné
Document type Name : Doku-Editor || 0015 7/8/2008 900221 7052
[*] Document type Mame : Drawings ' | 0015 7/3/2009 900221 70523
[ | [2] Document type Name : Finance Invoice: % L— o1 1/18/2008 65a9
B [#] Document type Name : 5LS Correspondence L s et 666?
B [z] Document type Mame : 5LS Delivery note o S{21/2009 S
— . | | 0015 1/10/2008 777{
|| [*] Document type Mame : 5LS Enquiry K L 0015 2/18/2008 Z?
|2 PecgsIt g Nam oFl 5 Songice gamn. et tﬁu-m}‘- Supplier Oggnt s
0 ""t o
minimized View expanded View

e Show number of hits in the group
If this function is activated, the number of hits per group appears in the hit list (00 stands for two
decimal places).

Example

{Document type Name

(]
|
i»‘ o

|{Zocurent type ~ [Document detefProject ho. [Cuasames Sugder o Order condrmston s, |1
3 Document type Name ; SuppberfOrder confrmaton 07

| &) Documert type None | SprberfOrder (08)

33 Doamert byps Hame * Spckerd)Mer (10)

"’:i.._.‘___..._‘“f“'“‘_'-W\'\"‘"".r*u‘u_"\_I'\.,“"“"‘*—ﬁ"
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It is possible to prefix alpha-numeric signs, so that you can enter here e.g. “Quantity = 00” and see
this result.

|Document type Name w |

@, Settings
Document type © |Document date |Project Mo, |Customerf5upplier Mo,
kd [*] Document type Mame : Supplier Order confirmation (Quantity=07) : g;zr;zyal _
|| (@ Document type Name : Supplier Order (Quantity =08) I Hit fist
| [#] Document type Mame : Supplier Offer (Quantity=10) b. Print settings Hit lizt
|| (8] Document type Name : Supplier Invoicd (Quantity=04) Mail settings o -
|| [ Document type Mame : Supplier Enquiry (Quantity=13) 5 - Style ] S b erpeaElie
[*] Decument type Mame : Supplier Delivery note (Quantity=09) ™ | Collapse hit list after search
: [#) Document type Mame : SLS Order confirmation (Quantity=33 7| Shaw a goup's hit-caunt
[#] Document type Mame : 5L5 Order (Quantity=01) -
B [ Document type Mame : 5L5 Offer (Quantity=32) M

Filter

e Case-sensitive filtering

If this function is not activated (checked), the filter does not take into account if the field contents
are upper or lower case.

e Reset filter for new search

If this function remains activated, the filter stays active even when a new search will be executed,
so that the results may be limited.

e Activate filter

By using filter functions, the selection within the hit list can be made clearer. If you do not want to
use the filter, you can deactivate it here.

Hits

e Show items in the hit list
By activating this field, items will also be displayed in the hit list.

e Maximum hit-count
For setting the maximum number of hits in the hit list. This can shorten the search time when

searches are performed that yield a very high volume of results. If more hits arise than the
maximum number of hits, a message appears.

Compression

e Show mails condensed
If this function is activated, archived emails will be displayed condensed. E-mails will be archived
for one as a TIFF file, as well as the original file (in MS-Outlook, Lotus Notes version 6, Mozilla
Thunderbird). If Show mails condensed is selected, the e-mail is displayed as one hit in the hit list.

Document t * |D0c|.|n'|er1t type Name b |Dncument date |Cusbomerf5upplier Mo, |Name |Lomtinr| |
0033 5L5 Correspondence 10/10/2011 00001 HABEL GMBH & Co. KG A Rietheim-Weilheim
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With condensed displayed e-mails (if the archiving took place in the original format, with or without
attachments) it is still possible to open the e-mail in the original format. If you display the item and
open by double-clicking the file displayed separate. The e-mail can then be processed again
(answer, forward, etc.)

= B Algemein [Anzeige] —ax
- m | Sveddenen i T2 o |k AR O\ m
ey = ¥ 4
D & .’ bl g | ; % @ n | AYergaBern T e . i ¢ el g
T @ ) O ere ~ Akt JRadakto- T e Exiras Zirick  Besnden
ive = - Extras =~ Back Close = s b ;
J = & ~ o Anmedungen
Annotations Action ”
-100115063.001
2003 1054
| g Homepege
| sricht pdi {2)
Document display condensed mails Document display condensed mails with attachment

If the function Show mail condensed is deactivated, the e-mail will be listed with several hits
(depending on the configuration either as a TIFF-file and original file or as TIFF file and separate
the attachments.

Document type (1) * |[Document type Name (2) * |[Document date|Project Mo |Customer /Supplier No. [Name Location |File extension

0033 5LS Correspondence 10/10/2011 00001 HABEL GMBEH & Co. KG A Rietheim-\ MSG

Display of a not condensed mail in the retrieval (as TIFF-file and original mail)

0033 WE Kaorespondenz 22.09.2009 noood HABEL GMEH & Co. KG A FRiietheim-\w'eilheim
0033 YK Korespondenz 22.09.2009 00001 HABEL GMEH & Co. KG & Rigtheim-weilheim pac
0033 YK Kormespondenz 22.09.2009 00001 HABEL GMEH & Co. KG & Rietheim-weilheim FOF

Anzeige in der Recherche als nicht verdichtet (in Form TIFF-Beleg und Anhénge separat)
Combine documents

e Show combined documents
Here you can also activate, that combined documents will be displayed.

e Document viewing delay
Here it is activated after how many milliseconds, when scrolling the hit list, it shall be displayed
whether there is a combination for this document or not.
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Print settings

D, Settings #
b - General
b - Display
fee Hit list ;

Print settings | Standard printer

¢

| Microsoft XPS Document ‘Writer
v
107 i 11 -
R T e

L = o P -
", . PR B 4 ’ - oo b ™ .
- ,‘m'\_‘,"\\ L '0, Nhmn gt mats \._“‘!;" e B an ~ }\"

All tabs — Action group — Extras button — Settings menu item

N

st anh

adl

A selection is available for defining the default printer for printing.

Print settings — Archive print

D, Settings

[» - General
> - Display
i Hit list
- Print gettings The fallmwing text can be printed on the document

Printarchive |

h Text
Annotations
- Automatic printing ARCHIVDRUCK

b e Missellaneaus
- Mail settings Print test?
bose Always

@ Mewer

Upon request

Document bype

1 Prnt COLD?

¥ Print documents/graphics

All tabs — Action group — Extras button — Settings menu item

The administrator can define which text is printed on the document (in this case: ARCHIVE PRINT). In
addition, it is determined if the text specified by the administrator is printed always, never, or upon
request. This can be selected by the user. This same applies when printing COLD documents or for
documents archived in another way.

Page | 93 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

I \VE CONVERT DOCUMENTS INTO ENERGY

IIl. Retrieval
Export functions

Print settings — Annotations

D, Settings
[ - General
b Dizplay
i Hit list
4 - Print seftings When should annotations be printed?
L Printarchive 0 Always
Annotations | Wesver
Automatic printing Upon request
Mizzelaneous
i~ Mail zettings The following annotations are taken into account while printing:
[+ Style 1 Mote
| Text
V| Redaction
| Marker
W Stamp

All tabs — Action group — Extras button — Settings menu item

also to be sent by email (always, never or on request). In this menu, you can also define which of the
comments will be printed.

Print settings — Automatic print

‘ ethingt ’
1 Genenal
Doplay
Hi kt
4 Pt setings | Pant i bos | Bunt accouirg sdo | | Pt hoacn? \
Printachive Abways 25 yroce J
Annctalions O Nevet | @ Never O Never »
w“*-'_ weous | Puntwchee | Pt mad [ Pt bachground ’
?d ettee fdvasgrs Myt Ay L .
e o Never & Never o Meyer <
| Prolanotaioess | Priw (
= Miciosctt XPS Dooument Winee =
Never gttty (
PR | 4 (
e z
st -
(
\

A o M g \v.’"“"'\ G _‘..l‘ J~-~..,“' ———_ P ~ ,\\_“ .,. P

All tabs — Action group — Extras button —Settings menu item

Unless it is defined that as part of HABEL CONNECTION plus the document will not be displayed but
immediately printed, the same settings as for the archive printer are possible. Moreover, the option

Print annotations and a printer selection for the direct printing can be used. It should be noted here
that the only choices are print always or never print.
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Mail settings

D, Settings
= - General
.>-Displa_l,l
e Hit list
4 - Print settings Frint info line Frint accounting info Frint header?
i L. Printarchive Always Always Always
Annotations Mewver Mewer Mewver
: Automatic printing @ Upon request o Upon request o Upon request
i Mizcellaneousz

Fririt rail Frint background
> - Style Alwaps Alwayz
@ MNever @ Mever
|Jpan request Jpon request

All tabs — Action group — Extras button —Settings menu item

The headline presents the content of a information field. You can use the Print headline menu to
determine whether the content of the information field is never to be printed, always to be printed or
printed on request.

ACCOUNT ASSIGNMENT STAMP.

Likewise, you can determine in the Print header menu whether the header is to be printed (always,

purchased and is composed of the defined database fields.

If the archived document is an email, you can define in the Print email with attachment menu whether
any attachment is also to be printed (always, never or on request).

be used on request. In the Print background form menu, set whether the background form is also
printed out while printing (always, never or upon request).
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L, Settings

[ - General

[+ - Dizplay

i Hit ligt

4 - Print zettings
Printarchive
Annotations
Automatic printing
i Miscellaneous

i| Mail zettings |

[+ - Style

Settings

| Allow zelection of pages

‘when should annoations be added when sending mail?

Always
0 Mewer
Upon request

“When should annotations be added with colors?

Always
0 Mewer
Upon request

‘When should the background be taken into account when sending mail?

Always
0 Mewer
Upon request

All tabs — Action group — Extras button —Settings menu item

Under the menu item Settings — Display selected pages, you can specify when sending email

documents will be sent. If comments are added to the sent mail, you can also set in the menu if the
comments are to be colored and if background should be included (always, never, upon request.
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Style
D, Settings
1> General
b Display |
i Hit list : ‘
4 - Print settings Presentation J
Pnntarchwe ¥/ Bibbon
- Annotations
At.Atomahc PG Available skins
----- Miscellaneous
- Mail settings Office2007Blue E
b Style

e  Multi-function bar (Ribbon)

Change between the display in the menu / tool bar and the multi-function bar (ribbon). To activate
the selection you have to restart the retrieval.

e Available skins

The user interface can be displayed individually. Depending on the selected style sheet, the colors
and symbols are represented differently in the masks.
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Style — Layouts

D, Settings
[ - General
> - Display
i Hit list
i» - Print settings Lapout
i Mail settings :
2 Style A - Trefferlisten [ Copy lavout ]
| Layouts | + Habeltono .
[+ - Annotations P Habel Edit Layout
- E_|ngabemasken
i Habellnputtemplate Delete layout
Azzign
Hit lizt
Habelk ono
Selection window
Habelk ono
Input mazks
Habellnputtemplate

All tabs- Action group — Extras button — Settings menu item

This is where the layouts for the graphic representation of the hit list are defined and are available for
editing. Here you can make settings concerning colors, fonts and font sizes of all components of the
masks. For this you can choose the Layout and work on it by pressing edit layout.

Which layout has an effect in which component, is to be defined over Zuweisen. It can be defined
differently for the hit list, the selection window and for the caption masks.
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;&::f"r,;!: - ;
i - General
b Display
- Hitlist
» - Print settings Layout
i Mail settings i
Q-S_lyle _ ) O # T:eff‘?"fStf"f [ Copy layout Q
i Layouts | @y StyieSheet Editor
[> - Annotatior
| Styles Preview
Backaround - - -
BandBackaround Date ¢
BandHeader | Farbe .g g
Content =
ContentEven Grundfarben:
= i il _imticd Sl B 0
B TETEEN
Fotes EEEEEE NN -
ro
i ENEEEEEN
o= EEEEEEEREN .
(=] Elamer EEEEET N
|:[ Clcor... |1 ~-io| | Benutzerdefinierte Farben: k
2| Elont | EEEEEEE.
|

| Save H Cancel |

To create a new layout, you have to copy an existing layout (1). Afterwards you have to choose the
respective fields, backgrounds, etc. Over Bitmap (providing of images), Color (providing of colours
(3+4)) and Font (providing of fonts) you can define the layouts. You receive a preview of your changes
within the preview window.
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Style — Annotations — General

L, Settings

[+ - Gerneral
[ - Diizplay
- Hit list
[ - Pritit settings [] Color definition of documents with annotations
I ail settings
4 - Shyle
Layouts
[ Annotations

All tabs — Action group — Extras button — Settings menu item

In the general comments menu, you can define the frame color of the documents with a comment (in
our example: blue).

Search . ' Hit list | View  Information

ﬁ - E E k] Save - &) Forwate
= y35end + | () Backwa
Show Information Print Clear

| @3 More.. ~ ' @ Deletef
‘ . Edit

Created by: HABEL system user
Cn: 10/17/2011 At: 12:22:58
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Style — Annotations — Notes

D, Settings
I - General
b Display 1
i Hit list
I - Print settings | User name o Global
i Mail settings ; ;
i v
4 Style —D|splay active hote
- Layouts | .| Font
4 A‘nnotations —

Note comments [ ’ Background color
‘. Text annotations —

Definition of preassigned text

Created by: $UsrvName$ $UsiNName$
On: $Dated At $Timed

All tabs — Action group — Extras button — Settings menu item

If Display active note is not ticked, then only a pin is shown to indicate that there is a note attached to
the document. To display the note itself you have to click on this pin. You can make settings for the
note in the Font menu and Background color menu. The default setting is a yellow background and
red font. The administrator can make additional settings for the Definition of pre-assigned text per user
or global.
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Style — Annotations — Text

e
i - General
P-Display
- Hit st _ _
b - Print settings | * Username © Global
- Mail settings '
4 Shyle
’ Layouts
4 Annotations
Created by: $UstYName$ $UsiNName$
On: $Date$ A $Times

All tabs — Action group — Extras button — Settings menu item

For text entries, this menu offers the options of defining the font and pre-assigned text_per user and
global (settable by the administrator).
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2. Adapt input mask

(only active within Search and Information)

Using the context menu it is possible to change the layout of the mask, that means you can fade in
and out fields individually, because you (don’t) need them for using.

Subject Access to P
Info Ard‘livinJ
Full text Offer existig
Order exi
‘ Adjust template-layout h ' Order -co§

' Delivery

Invoice

Save template-layout as default
Save template-layout with receipt type Release
Release 2
File exte
Dossier

S Ama a8 .
e G N B st P b b,

-

If you choose Adjust template-layout, a box appears to adjust lines and/or categories..

7

Salesperson Delivery d
Department Message!
Subject ustamize ‘ Access to" !
Info Archiving dj
Full text Offer exi
Order ef
Order-con

} Rows ;! Categories

Delivery
Invoice
Release §
Release 2 4
File extensi?

Dossier

e ! !
S f‘l . Anmata T ’-"'- e B 0 e e, L~
Rt PO YNNI e o Bt el _\"5"” N \~~-" \'st- B2 "
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Now you can fade out a database field just by pulling it into the box.

Salesperson Delivery d:
Department Message II
Subject Access to |
. Archiving ¢

Rows | Categories <

Offer exisi

&,_umn text Order exis
I I} Order-con

Delivery n
Invoice ex
Release 1

Release 2
File extens

Daossier cul

Likewise, it can be pulled back into the mask. With the same method database fields can be moved
from one place to another and this way individualize the mask for the user.

If the field Project no. is dropped here, it will be added as sub-item of the Project description (visible
because of the two bars, which don’t stand among each other.

Account description

Project description #
DelProject ne. I}) £ =
Message ID s

[=lProject description

Message ID

If the field Project no. is dropped here, it will be added as the next item after the Project description
(visible because of the two bars, which stand among each other).

Account description

Project description #
DelProjectno. = Ez3
Message ID =
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Project description

Delivery date Es3 Es3
Message ID

This logic is also valid for the placing of fields out of the selection box.

@ The settings are user-dependent.

To save the changes, a respective command is provided in the context menu. If these changes are
only valid for special document types you have to choose the document type in the database field
before making changes in the mask. If you do not save the changes you will be prompted to save
them before closing the program.

o | Adjust template-layout

Save template-layout as default L}

Save template-layout with receipt type
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Export functions

General

HABEL provides various export functions, to make data available from the archive for other
applications and to allow retrieval of information for searches independently of accessing the archive.

If the Export program is started by an icon, you are offered a selection box. The following selection
box contains all possible export functions and may differ from your own system if you are not using all
export modules.

Search Hit list View Inform:

"3 2 Export ‘\_) Forward

P Clear e Backward
Find : ) )
(@3 More... ~ ' @ Delete history
Search
Export x

Export formats

(7) Default Ascil format fixed sentence length
(") Acii format with header and TAB zeparation [such az Excel]

@ DBC database format for local installation

Path: C:h

File: HPFHAB200.ExF

[] Overwrite if exists?

Start export program

|_,.... :

Selection Ahbaort




HABEL-EXPORT Retrieval
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archive in standard ASCII format. This data can be used e.g. for evaluations.

First of all enter the required search criteria
into the search mask, so that you only
retrieve the data you also want to export.

@

If you do not enter any data the content
of the entire database will be transferred
for export!

Start the program by clicking the export icon in the Search tab.

Export

Export formats

[-@- Default Ascn format fixed sentence length ]

(") Azcii format with header and TAB separation [such as Excel]

") DBC database format for local installation

Path: C:A

File: HPHABZ00.ExF

["] Dverwrite if exists?
Start export program
| K

Selection Abort

» | As necessary choose another path
using the selection button, to save
the data, and start the export
process with OK.

If the file already exists, it can be
replaced by activating "Overwrite if
exists?".

Export

File: c:\messe\habel\JX001030

Written: 473
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If, for example, the data are exported to an Excel table, the result might look as follows.

Export X
E xport formats

(") Default Azcii Format fixed sentence length

|§I Aszcii format with header and TAB separation [zuch az Excel]

(") DBC database format for local installation

Path: Ch

File: HPHARB 200 ExP

[] Dverwrite if exists?

Start export program

| ] % Selection Abort

Export

| File: c:\messe\habel\XX001030 |

| Written: 473 |

Result:
(O d9-¢ & - HPHAB200.¥ls - Microso
Ve
Start Einfugen Seitenlayout Formeln Daten Uberpriifen Ansicht Entwicklertools Add-.
K25 -~ _f.| ‘3
A B G D E F G H | J K L
1 DateiNr SeiteMNr WormNr ScCokz FormMNr Firma Filiale BelArt UBelArt Barcode BelDt AngebMr
2 | 115003 0 1 2 1 33 24.04.2008
3 115004 0 1 2 1 15 28.04 2008
4 1 115011 0 1 2 1 33 08.05.2008
5 | 115012 | 0 1 7 1 33| 08.05.2008
6 | 115013 & + 5 “ - 09.05.2008 (
7 | 118014 0 1 T 1 a3 09.05.2008 Y
g | 116014 0 1 2 1 19 29.05.2008 1
9 | 118016 0 1 2 1 5 800253 29.05.2008 ‘r/
MM 0 L le 2 g L S e BB e

Page | 108 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

[ D V£ CONVERT DOCUMENTS INTO ENERGY

IIl. Retrieval
Export functions

Furthermore you have the possibility of transferring index and document files for offline research. This
type of export is useful, for example, for field sales consultants, who might like access to archived
dossiers when visiting clients. To use the document retrieval function offline (i.e. disconnected from
the link to the in-house archive) it has to be installed on the Notebook.

First of all enter the required search criteria into the search mask, so that you only retrieve the data
you also want to export. If you do not enter any data the content of the entire database will be
transferred for export. Start the program by clicking the export icon in the Search tab.

If the file already exists it can be replaced by activating "Overwrite if exists?".

Export X

Export formats

() Default Ascii format fixed zentence length

(71 Ascii format with header and TAB separation [such as Excel]

[ﬂ DBC database format for local installation ]

Path: Ch

File: HFHAB200.EXP

[] Overwrite if exizts?

|:| Start export program o_

| ak. Selection | Abort

By activating the function "Start export program” (1), the local archive is compiled immediately after
exporting the data and documents. If you first want to collect various exports and then transfer all of
them into the local archive at the end of the process, leave the tick out until the last export.
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-
Lokales Archiv erstellen - SQL S——

Quelle.: C:\MESSENHABELS
Ziel.....: CAMESSEALOKALDIRA

[V|Bestehendes Archiv Uberschreiber

[7] Belege nicht laschen? |
[7] Programme/Dlls nicht Libertragen?
|| Update Yerzeichnis kopieren |

[ Programm nach Ubertragung schlieben?

MySOL-Programm kopieren?

Operation :

Status :

Menu for compiling the local archive; it becomes active on starting the export program. The data to be
exported are copied from the source and saved in the destination. If the existing archive is to be
overwritten this function has to be ticked. You have the option of activating "Do not delete documents",
so that documents that have already been exported are not overwritten. This makes the export
process quicker. Likewise, you can opt out of transferring the current programs for the local archive
(saves time) and the search and find process is then based on the existing status.
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Using export profiles

used for the export process. This is senS|bIe if the same data are often used for offline searches.

A separate program is available for storing the profiles and for subsequent export.

r _ = b
[(] HABEL - Export Plus Eh
Exportprofi: [ L - & X |
Statusmeldungen: |

Choose an export
profile, and start
exporting with
Export.

|~ Ausfiihrlichg #atusinformationen zeigen
|Exporﬁeren| Testen Erstelle Setup Abbrechen Beenden

Edit the profile

b4 Delete the profile

B New profile
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To edit a profile you get a separate window for carrying out the changes:

,

[SETTINGS] -
DisplayName=Demo Profil 1

ExportDir=c:\exportsidemol
SetupCfg=c:\PATH TO GEDOSODMini‘hpexpadvisetupl.cfg

Users=all

MediumCap=680

[EXPORTS]

If you then start the export and the previous directory is not empty, you will be asked whether you
want to empty the file prior to export.

|F

iA Das Ziel "c:\exports\demol\" enthalt schon Daten. Ordner vor dem Export leeren?

Nein | Abbrechen I

|

Then test the export using the "test" button and check whether the required data are available. Then
create a setup file for offline searching using the button "Create setup".

HABEL-EXPORT Disc

also your searches, so that people who do not have HABEL installed can be provided with data from
the archive. Possible application: forwarding data to tax consultants.
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HABEL-WEB

data via a web interface (for example the entire archive or parts of it, which can also be stored on
external web servers). This is useful, for example, for field sales consultants who want access to their
own data, business partners etc. The access data will be made available to you by your administrator.
Note: The archive for web access is not kept at HABEL but on your premises or at another vendor.

HABEL

Dokumentenmanagement

£ WebRecherche  Suchmaske - Windows Internet Explorer ‘A_; 3] You reach the Web
G o [ 8] it b archve, e Pabebt EECT1 L0220 CAFAEBMOCEEED ¥ | o9 X P - search mask, the design
ey 3&1-«« Meatt  Favoken  EBare 7 of which varies
& & | Bwnecete - Satwads e wmco-0-"l somewhat from the

usual mask.

Recherche Allgemen v

Fama HABEL GmbH v Aakalnumensr
Balegart E Allg Beleganen v Acticelbezeichrung
Balegrummer Senenmememes
Belegdatum Betrag
Angobat Nr Batred
Bestel Nr i
Frueelagrummes Message D
Saemce-Bancit Nr Zugn® Postkom
Vertrags Nr Erassungsdatum
Auftrags Nefrtem)
Rapgamtur N
RIMA Nr
Produkisparte
Herstslier
Ku N
HNamo
KuLi-Kurzbeacht
EMail
On

Fartiy & irtaeret L% -
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After entering the required search terms and starting the search with the search button, the matching
hits will be displayed.

{= WebRecherche - Trefferliste - Windows Internet Explorer |Z| |§| E|
@ \t_: - |_§, hiktp: v habel-archiv, de/habelwebfEXEC 1 2/ 10302201 CAF4ES440CSEES: W 4| X | | L2~
Datei  Bearbeiten  Ansicht  Faworiten  Extras 7
ﬂi‘ "1";1\? @ WebRecherche - Trefferliste ] ‘ ﬁ . G E%Q i ﬁ* _’:{E' ?
Beleg Belegnummer Belegdatum KuwLi-Nr Name Ort An®
02 (100202 04.03.2002 26159 Interconnect AG 80668 Minchen
0 125612 06.03.2002 26159 Interconnect AG 80668 Minchen
| 09 Ho1400 13.03.2002 26159 Interconnect AG 80668 Minchen
00206 23.05.2003 26160 informatica ag 50937 Kaln
B o\ 225615 27.05.2003 26160 informatica ag 50937 Kaln
0 o9 1495 05.06.2003 26160 informatica ag 50937 Kaln
0 12 50020 28.06.2003 70528 Bergmann Software Ring 78056 Villingen-Schwenningen
5] 14 |so0 02.07.2003 70528 Bergmann Software Ring 78056 Villingen-Schwenningen
O] 12 50001 29.06.2003 70527DIGI-IT 70607 Stuttgart
0| 14 600203 03.06.2003 70527DIGI-IT 70607 Stuttgart
B 13 93574 01.07.2003 70527DIGI-IT 70607 Stuttgart
B 15 9379 08.07.2003 70527DIGI-IT 70607 Stuttgart
0 17 9386 14.07.2003 70527DIGI-IT 70607 Stuttgart 33:
0 17 9391 8.07.2003 70527DIGI-IT 70607 Stuttgart 33:
5] 19 @390 70527DIGI-IT 70607 Stuttgart 33¢
D 13 9504 70528 Bergmann Software Ring 78056 Villingen-Schwenningen
D 15 [9516 70528 Bergmann Software Ring 78056 Villingen-Schwenningen
B 17 9328 07.072 70528 Bergmann Software Ring 78056 Villingen-Schwenningen
B 17 9524 09.07.2003 70528 Bergmann Software Ring 78056 Villingen-Schwenningen
0 19 9339 11.07.2003 70528 Bergmann Software Ring 78056 Villingen-Schwenningen
0 01 9343 22.05.2003 26160 informatica ag 50937 Kaln
O] 04 9346 26.05.2003 6160 informatica ag 50937 Kaln 100
5| 07 300503 29.05.2003 60informatica ag 50937 Kaln
O] 07 Booso4 29.05.2003 informatica ag 50937 Kaln )
5 01 9354 03.03.2002 terconnect AG 80668 Minchen
] 04 19550 05.03.2002 comnect AG 80668 Minchen 100+
< | >
\ € Inkernet ®100% v
M
By clicking on the document display icon the 05
relevant document is made available by download. @t’) 00 Sichio Sl (hose Datch tieon 0 spoichasm?
A document preview is not possible. u S
Tygr TIFY Codarsace, 15,000
Wire o hateh eedvy 30
/ [ Owren || Specten | [ Abtsschen |
Generally the web search offers only limited editing and adjusting £ e don s oo Dt o ot aiom
Options. D shmar sz chewn Irbarrd bcewn it dhch s dbar raanche
" e i e L
richl vetawsmn ‘Wekten flicha bedtett?
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Overview function keys and/or shortcut keys

Program Function

All Print CTRL+P

All Back ESC

Retrieval Master data access CTRL +L
Retrieval Start the search F3

Retrieval Open new search CTRL +N
Retrieval Settings under EXTRAS CTRL + Shift + S
Retrieval Search direction (forward, backward) ALT + arrow keys
Retrieval Open information F7

Retrieval Change (all) F12

Retrieval Clear search fields F6

Retrieval End search Alt + F4
Retrieval Help F1

Retrieval Document display/full screen F11

Retrieval Overview of active users CTRL+U
Retrieval Send email STRG + M
Retrieval Lighter/darker STRG + H/D
Retrieval Reduce / increase STRG + +/-
Retrieval Fit width (hit list) CTRL + Shift + 4
c?i(s)grar;em Rotate document clockwise CTRL+R
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