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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 and
handling 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

Depiction Meaning

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

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

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 of care. However, the possibility of errors cannot be completely excluded. HABEL
does not accept any legal responsibility, liability or warranty for incorrect information and the consequences thereof.

HABEL Dokumentenmanagement GmbH

HABEL GmbH & Co. KG Schweizer Niederlassung

Untere Hauptstral3e 1 Rheinstrasse 36

D-78604 Rietheim-Weilheim CH-8212 Neuhausen am Rheinfall
Telephone: +49 (0) 74 61/9353 -0 Telephone: +41 (0) 52/6 74 81 — 51
Fax: +49 (0) 74 61/93 53 -99 Fax: +41(0)52/6 7481 -50
www.habel.de www.habel.ch
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IV. Administration
HABEL administration

V. Administration

HABEL administration

All the important administration programs of HABEL are brought together in a graphical interface. You
can access the HABEL administration program via the corresponding icon or

execute hphab888.exe in the 32-bit directory. %:&
gt
Py .
&5 HABEL-Administration [E=R S
E--% System Module Drescription
EI% Konfiguration
Basisparameter

Konfiguration bearbeiten
EI% Unternehmen

Firmen / Filialen
Benutzer -f Gruppenverwaltur
Belegarten
Beleggruppen [ Datenbanken
I'_—'l--% MNummernkreise

@ Arbeitsplétze [ Scanlizenzen
EI% Rechteverwaltung
4% Benutzermanager (Rechte)
Benutzerrechte (Alte Version)
El--% Medienverwaltung
Eﬂ Basisparameter
|| Medierkonfiguration
- {)| Medienverteilung
- {f] Export-Kennzeichnung
EI% HABEL-Programme
EI% Erfassungsprogramme

£3, Scan KOFAX
-8, Scan TWAIN
% Snap
g Verschlagwortung
é Archivdrucker
.?.:w/ Client Index
EI% Finden & Verwalten
8} Recherche
g Postkorb
I'_—'l--% Werkzeuge

Grafischer Workflow-Editor
Fehlerlisten

Maskeneditor
8% phwesenheitsassistent
El"% Support
3| Update-Service
] Netviewer
4 1 | »

The HABEL administration includes the programs for defining the companies/branches and document
types/sub-document types and the administration of the users and their rights. In addition, programs
can be placed in the quick start and called up from here. The structure is developed via an INI file. If a
program is called up in the left-hand column, this is normally to be seen and used in the right-hand
window of the HABEL administration.
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HABEL administration

1. Basic parameters

Base parameters EE

Deposition structure SOL configuration
Servertype
Server
Port
Syztem parameters Detabase
BemiEery Uszer name
st Pazsword
Receipt type Display password encrypted

Sub-receipt tupe

Scan with booking year

Compress
Character-set

MySOL Post-basket

HABEL-Autologin
Uzercaunt Ability to start server existent
COLD-suppart Protocal

Auto-logoff after
Address and serial nurnber
Number of months Belsic

Marne
Contairer

Street
Access cantral "

ace
Tivoli Storage Manager
Aty
New licenze measuring
irnber

Wersion 2 Pazswaord

c Changes within the basic parameter are only made by HABEL employees!

In the "Basic parameters" section, various basic settings are executed. The award of rights is decisive
for changes being permitted. As a fundamental principle, the settings/adjustments of the basic
parameters are done by HABEL employees; the administrator has the option here of querying various
settings.

Filing structure

Changes in the filing structure are only to be done by HABEL!

There are two filing structures (old + new) in HABEL. With the old filing structure, the documents are
placed in a directory; with the new filing structure, the filing of the documents is done in a directory
with tree structure.

System parameter
Information on character length, use of auto log-in, number of assigned licenses, filing in container,
etc.

SQL configuration
Information on the database, server type, etc.

Page 5 www.habel.de | www.habel.ch
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2. Companies/branches

Companies/subsidiaries

Caompanies

M. Caption
m HABEL GrbH & Co. KiG
0z HABEL Dokumentenmanagement GmbH
03 HABEL Beteligungzgesellzchaft mbH
I3 Ungarn Yollkest
07 DacuGroup Kt
0z HABEL GrbH & Co. KiG ML
na HABEL Ezpania - Mo estructurado de la em...
93 Crurnmy Belegleser Firma

Murmber

Caption

Jelete Compan),

e

L — —
Additional companies/branches can be created here. It is also possible to delete existing
companies/branches at this point. If the New company button is pressed, the number and the
description are to be entered and confirmed by pressing the Save button.
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3. User/group administration

General

In the user administration, the names of the persons who work with the HABEL system are stored.
There, comprehensive access rights of the users for databases, etc. are also stored. In order to be
able to assign rights to users, these must be assigned to groups.

Note: Employees who have left the company should be set to inactive. The data for links to workflows
and documents thus remain, but access by this user is no longer possible.

The user and document groups are administered in the group administration. Within the user groups,
users are brought together who, for instance, are responsible for a department, team or area and thus
also have the same or similar access rights and optionally represent post basket recipient groups.
Document groups are the merging of document types, for example, according to departments such as
financial accounting, HR. Functionalities are also managed via the document groups, such as, for
instance, in the retrieval the "Correction" or "Export" functions.

In addition, the administration of the settings for the client installation is done within this application.

Program structure

o
File Edit About..
oups | Document groups | Cient Installation |
Account Name First name la Data ]Gruups}
001 mabeke Abele Martin
002 fauer Auer Franz Usernummer 001
003 sbanzhaf Banzhat sandra Usersystemname mabele
004 Kbutschle Butschie Kaus Passnort o,
005 doskar Dilger Oskar
006 heisermann Eisenmann Heike Nachname Abele
07 pemig Emig Paula Vorname Martin
008 hfriedrich Friedrich Helmut Telefonr
09 afiisen Frisen Andreas Eandi
010 agabel Gabel Alexander
011 kgerth Gerth Kurt E-Mail Adresse
012 mhause Hause Manfred Standort
013 sherzog Herzog Syivia Benutzer skt 1
014 mheinen Heinen Maxi
015 rkehrer Kehrer Renate Postkorb aktiy 1
016 jkach Koch Jakob Sprache
gi; “ﬂ”E:’t :"”%E’t \K:" Benutzerkirzel  mab
wmartin artin erner
b imerk Merk Trene Geotlecht |1
020 gmessner Messner Gerhard
021 uschmidt Schmidt Udo e
100 nachijob Nachtjoh
123 mike,schmitt Schmitt Mike:
350 Habel Habel Systembenutzer EN
[~ Inaktive Benutzer ausblenden

User: Habel |

In the left-hand area, all the created users are displayed (1), the data for these are visible in the right-
hand area according to the selected user (2). There, access is possible to the different functions such
as "New", "Change", "Password", "Delete", "Save", "Cancel" and "Close" (3).

Copyright € 1996-2011 by HABEL GmbH & Co. KG, 78604 Rictheim-Weilheim
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Menu bar — Symbols

IV. Administration
HABEL administration

F———
EH User adm Via the File menu, different functions can be reached:

File | Edit

About...

Print

i Import from Active Directory

Close

Print

Overview of all users stored in this administration
indicating all information entered under the "Data"
section.

Import from Active Directory

Users can also be adopted from Active Directory. After that, only the allocation of the rights needs to
be done and/or the password stored (if required), etc.

Close

Quits the program. For this, the button "Close" in the right-hand section of the mask can be used or

the window closed via "X".

[E=ren

In the Edit menu,different functions can be reached (also available as buttons in the right-hand section
of the mask):

File [Edﬂ:] About...
Userg Mew
N[ Change
001 Delete

ooz

o3 Save
004

005 Cancel
(i3] Password
007 —

Page 8

New
Creation of new users

Change

Change of the selected user. In "Change mode", the three additional
commands "Save", "Cancel" and "Password" become active for
selection.

Delete
Deletion of the selected user.

www.habel.de | www.habel.ch
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HABEL administration

User administration
To create a new user, select the "New" command.

Data |Gmup5| Please assign
| Usernummer | [ New e e et un al
Usersystemname b reely definable, three-digit, unique, numerica
Change
Passwort User system name
Nachname corresponds to the log-in name for the
Vorname registration of the HABEL applications.
Telefon-r Delete Requirement for the auto log-in: Windows user
E-Mail Adresse other personal data
Standort = are optional
Benutzer aktiv 1
Postkorb aktiv. =~ 1 E-mail address
Sprache If an e-mail address is entered, this user can
Benutzerkiirzel Ie:)l;o be defined as the recipient of the Autojob
Geschlecht
Close

The following fields are pre-defined

User active
not highlighted means that the user is not active (no usage of HABEL applications possible). Inactive
users can be hidden in the overview.

wiz LIL= 0.9 "I uace
EEE--I
021 uschmidt Schmidt Udo

100 nachtjob Nachtjob

123 mike. schmitt Schmitt Mike

950 Habel Habel Systembenutzer EN

Close
[\ Inaktive Benutzer ausblenden

Copyright © 1996-2011 by HABEL GmbH 8 Co. KG, 78604 Rietheim-Weilheim |User: Habel A
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Post basket active
not highlighted means that the user cannot use any post basket and is thus not available as a recipient
of a post basket.

Language
Definition in what language the system interface is available to the user

Please allocate a password. This can be changed by the user in the registration window by clicking on
the key symbol. If the auto log-in is in use and the user system name (log-in name) corresponds to the
log-in name of the computer, you can work with HABEL without having to tab anew each time.

in the "Data" section. The respective user is logged out automatically after a defined time of "non-use"
of the retrieval. This means license access points become free again. This is expedient because the
access licenses are competing licenses that can be effectively managed with the auto log-off.

It can also be defined for certain users that these are excluded from the auto log-off rule if O is entered
in the field.
Note: The entry has the unit "minutes”.

Sprache D eutzch
LagUff 0 |
Email PF.-M ailinfo

When you create new users, the document group allocation opens automatically after activation of the
"Save" button.

Available groups g S8/ vou should select one or more group(s) for this
new user here in which he or she then becomes

Mo. Description a member. Based on this user group, the first
300 SOFTWARE rights that the user will have are assigned. If no
210 ENTWICKLLUNG user group or a user group that has not received
320 PERSOMAL any rights assigned to it is selected, the user
330 GF may have full rights!
340 VERTRIEE
350 FIEU
299 Systembetreuer

Ok Cancel

Page 10 www.habel.de | www.habel.ch
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Users that are already created can be subsequently assigned to other groups ("Groups" tab).

Data  Groups

Page 11

Via the "Add" button, the user can become a
member of other groups, and via "Delete"
excluded as a member of groups accordingly.

Note: No changes to the groups are made in

this mask but rather to the membership of the
selected user in these groups.

www.habel.de | www.habel.ch
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HABEL administration

The administration of the groups is to be done within the user/group administration tab groups

—
D e e

File Edit About..
Users Document groups I Client Installation I
) Users
Mo. Description Posth... A=signed Mot assigned
o Tsoruaee Do | :
310 ENTWICKLUNG Ja Mo. User name Mo.  User name
320 PERSONAL Ja 002 fauer mabele
330 GF Ja 007  pemig sbanzhaf
340 VERTRIER Ja 012  mhause kbutschle
350 FlEU Ja 013  sherzog daskar
993 Systembetreuer Ja 017  Kangert heisenmann
hifriedrich
afrisen
agabel
kgerth
mhieinen
rkehrer
016  jkoch
018  wmartin
019 imerk
020 gmessner
021  uschmidt
100  nachtjob
123 mike.schmitt
124 fheim
950  Habel
Group number: Group description:
Copyright © 1996-2011 by HABEL GmbH & Co. KG, 78604 Rietheim-Weilheim |User: Habel

Here, it is depicted in a clearly structured manner which groups exist and which users are assigned to
which groups. At this point, an allocation and/or removal to/from a group can be carried out by clicking

on the arrows (1).

New groups can be created via the New button. Changes and the Deletion of the groups are also
possible. If the New button is clicked, the "Group number", "Group description" and "Available as post
basket recipient" fields are emptied. These are to be supplemented and confirmed by pressing the

button Save as a new group.

A

If groups are deleted and this means that users are no longer assigned to a group, these
acquire full rights if no rights are defined at user level. Consequently, it must therefore be |
checked before deleting groups which user is assigned to this group and whether he or |
she is a member of other groups.

Page 12
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Document groups
The allocation of the document groups to the user groups is done within the "Document groups" tab.
There it is defined for which document groups the group has access rights.

,

File Edit About..

Users I Group:

Document groups ||Client Instalation |

| User groups

IV. Administration
HABEL administration

I Retrieval document groups I

Mo, Description Mo, Description

300 SOFTWARE

310 ENTWICKLUNG

320 PERSONAL

330 GF

340 VERTRIEB

350 FIBU

999 Systembetreuer e

Add Delete

Copyright © 1996-2011 by HABEL GmbH & Co. KG, 78604 Rietheim-Weilheim |User: Habel v

The administration of the document groups is done within the "Document groups / Databases" menu
item, which is also integrated in the HABEL administration. Details on this are described later on.

Client installation
The client installation is used for the uniform and rapid set-up of workstations. Settings for the client
installation are carried out within the user/group administration. New users can be incorporated via the
import from Active Directory into the administration or by carrying out the program hphab859 (client
installation) at the respective workstation. This procedure is described in the chapter Client installation.

Page 13
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B3 User adminl'strdti
| File Edit About.

Users I Groups I Document groups  Client Installation

IV. Administration
HABEL administration

ProfID

c7553...

PCHo  PC-Mo for ...  User name Computer  Office Outlo... Schn... Tobit Retri...

HABEL Mike Schmitt I I
A gl DE-CLI-38 O a 1} I

HABEL \fheim o

4

[

Change

Delete
Save

Cancel

Set default values

Edit user
PCMo.:

PCHo for archive printer:

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

In the administration, the users / workstations created are depicted as an overview (1). In addition to
the profile ID, the assigned PC no. and PC no. for the archive print, and the user name are also
stored. In addition, the overview includes the links and programs that are assigned to this user.

Explanation of the flags

Uninstallation/installation will be done during the next start

Not installed / no installation necessary

Has been successfully installed

0
1
U

Uninstallation is being carried out

Changes to the links can be done per user with the Change button. The Links selection box becomes
active and is available for the extension or reduction of the assigned links.

Page 14
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E User administration
File Edit About..

Users I Groups I Document groups ~ Client Installation

ProfID PCMo PC-Mo for ... User name Computer  Office Outlo... Schn... Tobit Refri... Post .|| Links
ABEL Vike Schmitt T T T [ HABEL-OFFICEINTEGRATION
c7553 - DE-CLI-38 0 0 0 I 1 DHABEL—TOBIT—ADDIN
HABEL \fheim ["] HABEL-RETRIEVAL Change
I HasEL PosT BASKET )
HABEL-DATCOLD
[ HABEL-ERR.OR. LOGS
[7] Aministrative tools Delete
Context menu
[7] HABEL Outiook 2010 Integration e

[] HABEL Schnellstart r——
Cancel

In our example, the "Office" and "Retrieval" links are uninstalled (U) during the next start and the post
basket reinstalled (1) for the user HABEL\Mike Schmitt. Each further application that is selected is
available after activation of the "Save" button for the installation during the next start. The column then
also contains the flag I.

Depending on the user, the default values are set in order to be able to define the fundamental setting
for new users. The Links selection box is activated by pressing the Set default values button. Here, the
corresponding selection can now be made which is seen as a basic setting for future users. With Save
default values, the setting is adopted.

File Edit About.

Users I Groups I Document groups  Client Instalation |

ProflD PCNo PCo for ... User name Office Outlo... Schn... Tobit Retri... Post.| | Links

HABEL \Mike Schmitt I I I [C] HABEL-OFFICEINTEGRATION

1-33 0 0 i 1 1 [”| HABEL-TOBIT-ADDIN

["] HABEL-RETRIEVAL Cchange
[V] HABEL-POST BASKET
[¥] HABEL-DATCOLD
[ HABEL-ERROR LOGS
("] Aministrative tools Delete
Zl Context menu
] HABEL Qutlook 2010 Integration Save

[Fd|HABEL Schnellstart

Cancel

[ Save default values ]

Edit user

PCHo.:

PCHo for archive printer:

Fl

Copyright © 1996-2011 by HABEL GmbH & Co. KG, 78604 Rietheim-Weilheim |User: Habel /)

The PC number and the PC number for archive printers must be different (1). These numbers are
used to issue the names of archive files. If a computer number was not issued, the user will be
automatically assigned a free computer number the next time a HABEL data entry program starts. "PC
no. for archive printer" is required when two HABEL data entry programs have to be opened
simultaneously such as the scanning program and archive printer.
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4. Document types
Receipt-type Editor

Mo.  Caption o Feceipt groups:

age
WE Angebot
0003 WK Kalkulation
0004 WE Bestellung
0005 WK Aufragsbestatigung
0006 Wk Fertigungsauftrag
0007 WK Lieferschein
0o0g W Speditionsauftrag
0009 Wk Rechnung
0010 WK Gutschrift
01 WK Pllichtenheft
0012 EK Anfrage
0013 EK Angebot
0014  EFK Bestellung
05 EK Aufragsbestatigung
0016 EK Liefermahnung
0M7  EFK Lieferschein
0018 EK Riicklieferschein

BO1 - Unknown Allgemein 9 - All

B0Z - Unknown Personalmanagement

B3 - Unknown 5Spedition
BO4 - Unknown Yertragsmanagement

BOE - Unknown Adata

BO7 - Unknown Hotel

G071 - Habel DIG Allgemein

GOZ - Habel DIG Perzonalmanagement
G03 - Habel DIG Spedition

G004 - Habel DIG Yertragsmanagement
GOE - Habel DIG Adata

GO7 - Habel DIG Hotel

PO - Archive-printer Allgemein

P02 - Archive-printer Personalmanagement
P03 - Archive-printer 5pedition

m
m

1 = o o =

Compaies:
0013 EX Rechnung [V] 01 - HABEL GbH & Co. KG A T
Do EK Gutschit [¥] 02 - HABEL Dokumentenmanagement 5mbH
0026 Produktinf ti L =
02 Dekukdir [7] D3 - HABEL Beteligungsgesellschaft mbH
0029 ‘Wartungsvertrige /| 0 - Ungarn Yalltext I

N7 - DiaeolRroaon K

0033 WK Kormespondenz

0034  EF Komespondenz > )
0035  Service-Bericht Sub-receipt types:

0036 WK Mahnung New
0037 Mahnung Lieferant
0038 WK Messelead

0039 Vertrage Femove
0044 Protokolle
0050 wetthewerbzunterlagen Delete
0051 Presseberichte ;
0053 Zeichnung [ Fulltext receipt type

0056 WK Besuchsbericht MNumber: Description:
00E3  EK Preisliste 0001 YK Anfrage

Fibu Rechnung
e Mews ] ’ Delete ] Save Reset

New document types (1) can be created and also assigned to the respective document groups (2) and
clients (3). In our case, the SLS Enquiry with the document type key 0001 is assigned to the document
groups HABEL DIG General, Archive Printer General and General. This means that the document
type is available in original format in the keywording and for selection for the archive print, and is also
visible within the retrieval. The allocation to the clients defines in which clients this document type
(taking into account the respective document group) can be used.

Change

Via the All / None icons, a rapid selection and/or a prompt deactivation of the document groups and
client allocation can be done.

In order to create a new document type, existing document types can firstly be accessed and these
copied (4) or a corresponding mask can be called up via the New button (5).

For the document types created in this way, further settings need to be carried out with
@ regard to the masks and rights. The administrator training at HABEL is to be attended
and/or the HABEL mask configuration used for this purpose.
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0035 Service-Bericht
0036 WK Mahnung

0037 Mahnung Lisferant
on3g WK Messelead
0039 Wertrage

0044 Protokolls

0080 wWettbewerbsunterlagen
0051 Pressebenichte
0053 Zeichhnung

0056 WK Besuchshericht
00E3  EK Preislists

00EE  Fibu Rechnung
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Sub-receipt types:

Mew
Change

Remaove

Delete
0|:| Fulleest receipt type
MNumber: D escription:

Copy receipt type

MNew Delete Save Reset

If a document type is selected and the button Copy document type pressed, the mask only changes to
the extent that the description is emptied. The corresponding information (description and number) is
to be entered here and the new document type is to be saved. During this process, it can e.g. also be
defined whether the document type is to be a full-text document type (1). This is implemented by
ticking the field. With existing document types, the document type for full-text document type can be
changed by ticking the field (note: already archived documents, however, will not be full-text

recognized subsequently).

Sub-document types cannot be assigned until after the new document type has been saved. The New
button (2) becomes active as soon as the new/existing document type is clicked in the selection of the

document type.

0181 Tageszabzchlul
0182  Anfrage
0183  Angebot
B4 “ertrag
0185  Mahnung Dehitor
0186 Tagungsraum [Miete]
87 TagungF &B
0188 F&B Anfrage
0183 F&B Angebot
0130 F&B Bestellung
0191 F&B Auftragzbestatigung
1132 F&B Lieferschein
0133 F&B Rechnung/Gutschrift

Sub-receipt types:

KE]

Chaty

Remove
Delete

[] Fulltext receipt type

Humber: Descips

0184

Coour ink bucy
Create/Add sub-receipt type

V101 - Gesellzch.Vertrag
W102 - Beteilig. Vertrag
103 - Geschaftsf Vertrag
104 - Satzungen

Y105 - Vollmachten

Y106 - Miet-/Pachty. Grund
Y107 - Miet-/Pachtv.Immob
108 - Consulting Vertrag
109 - Kaufvertrag KFZ
110 - Leasingvertrag KFZ

LR

| »

Nurnber: |

Description:

Ok

Page 17

Save Resat

At this point, new sub-document types can be created by entering the
number and description or existing sub-document types assigned
through selection from the list.

Assigned sub-document types can be edited further via the Change /
Remove (deleted allocation to this document type) / Delete (delete
sub-document type entirely from the selection) buttons.
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The creation of new document types is done in a similar manner to the copying of document types —
but via the New button. After the button has been pressed, document group and client allocation as
well as the name and number are emptied. The data for the new document type can be entered and
the document type created.

The deletion of individual document types is also possible in this program. Firstly, the document type
has to be selected and removed from the database by Delete.

I E
a2
a3

mas
mnae
ez
mnas
omas
]
]
o9z
a3

Tagezabzchlub -
Anfrage Sub-receipt types:

Angebot M e

Wertrag

t akitiung D ebitor
Tagungsraum [Miete) Remove
Tagung F & B
F&B Anfrage Delete

Change

FhB Angebat .
F&E Bestellung [] Fulltext receipt type

F&B Aufragsbestatigung Mumber: Drescription:
F&B Lieferschein 014 Vet

F&B Rechnung/Gutzchrift - d

Copy receipt type [ Mew [ Delete 3 Save Feset
Al

The deletion of the document type does not result in the deletion of the entries. These
remain in the database.

@ With "Close", only the document type administration is closed; the HABEL administration

continues to be opened for the use of other functions.

5. User manager

See detailed information in the chapter User manager
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6. User rights

Within the user rights, the setting is created whether the user has the right to see or archive the type of

IV. Administration
HABEL administration

9, HABEL - Verwaltung - Benutzerrechte

=] % System
[?E‘nggur.atlon (%) Rechercherechte ScanRechte Archivduckerechte ‘
asisparameter
% Unternehimen
Firmen # Filialen Benutzer Belegarten
Benutzer -/ Gruppenvenyaltung —
s nan 2
- Beleggruppen / Datenbanken = )
Gy Rechtevge?w;&ng 002 Aver, Franz [ 0003 - WK Kalkulation
Benutzemanager [Rechte] 003 Banzhaf, Sandra * | 0004 - VK Bestelung
9 (04  Butzchle, Klaus * lv] 0005 - WK Auftragsbestatigung
: Benutzemechte 005 Dilger, Oskar [#] 0008 - VK Fertigungsauftrag
-6 Support 006 Eisenmann, Heike * [¥] 0007 - WK Lieferschein |
007  Emig, Paula * i
ggg Er!edricz, :elmut * - Rechnung
risen, Andreas * [7] 80110 - WK Gutschrift
U10 - Gahel, Alexander * [7] 0011 - VK, Plichtenheft
M1 Gerth, Kt =
M2 Hauze, Marfred * 4] 0012 - EK Anfrage
(13 Herzog, Sylvia * v| 0013 - EK Angebat
014 Heinen, Maxi v 0014 - EK Bestellung B
015 Kehrer, Renate * v 0015 - EK Auftragsbestatigung
0E  Koch, Jakob = [v| 0016 - EK Liefermahnung
017 Langet, Karl * ] 0017 - EK Lieferschein
018 Martin, Wermner * l¥| 0018 - EK Riicklieferschein
019 Merk, Irene * [¥] 0019 - EK Rechnung
020 Messner, Gerhard * [¥] 0020 - EK. Gutschrift
021 Schmidt, Udo* [+] 0026 - Produktinformation
100 Machtjob, * [#] 0029 - ‘Wartungsvertidgs
123 Schmit, Mike [¥] 0033 - VK K.omespondenz
[#] 0034 - EK, Kaorespondenz
[¥] 0035 - Service-Bericht
[#] 0036 - K Mahnung
[] 0037 - Mahnung Lieferant
[#] 0038 - WK Messelead v
* =YWollzugriff

[ Speichern ] [Zur'u'c:ksetzen] [ Beenden
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Client installation

The program hphab859, the client installation, is available for the prompt and uniform installation and
maintenance of workstations. The requirement is that with systems that were installed before 2009, a
corresponding changeover of the existing client installation to the new option has been done. It is also
conceivable to operate the existing and new client installation in parallel, but at this point reference is
made to the fact that "older" workstations then have to be maintained manually. The following
information only applies in conjunction with the new client installation.

If a drive letter was set up to access HABEL, you should use it to start the installation
@3 program HPHAB859.EXE. Alternatively you can use an UNC path such as \\habel-
server\habel\gedosod\32-bit\hphab859.exe.

@ HABEL workplace installation is divided into
three program parts that must be globally
installed on the workplace:

- Profile update
- Archive printer driver
- Outlook interface

Profilaktualisierung Installieren
Archivdruckertreiber Installieren
Qutlookschnittstelle Installieren

HABEL - Arbeitsplatzinstallation
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1. Installing the profile update

When installing the profile update, the program "HABEL Profile Setup" (HPHAB854.EXE) is added to
the workplace's system-wide autostart menu.

Information

\i) Die Verknupfung zur Profilaktualisierung wurde erfolgreich ins systemweite Autostartmeni eingetragen.

"HABEL Profile Setup" checks which HABEL program -

links should be available for the logged-on user. The HABEL Profile Setup |

"user administration” program is used for —
administration.
If the HABEL user is new, the user must first . B«
@) be created using the program "HABEL user . .. g
administration". i
(%

After the user has been created using the "user °

administration" program, a new entry is saved automatically for this user in the "Client Installation" tab.
The user name consists of both the domain and Windows user name. In HABEL, the Windows user
name is also termed the "User system name". Details on this are described in the chapter "HABEL
administration” at the start of the manual.

U dministrati I e
ﬁ ser administration I — P
File Edit About..

Isers ] Groups] Document groups  Client Installation

/_\ If the corresponding entry is not in the list, manually execute "HABEL Profile Setup"”

ProfiD PCHo  PC-No for archive prin... User name Computer Office Outlo... Schn... Tobit
HABEL \Mike Schmitt I
HABEL

(HPHABB854.EXE) on the workstation. The program automatically generates a new entry
for the corresponding user. The program can be found under Start - Programs -
Autostart.
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2. Setting up the links

When you start the "HABEL Profile Setup”, the program checks if there is already an entry in the
"Client Installation" for the logged-in user. If there is no entry, one is automatically created, and the
profile ID (Globally Unique Identifier) is automatically entered. HABEL identifies the logged-in user
using the profile ID.

ProflD PC-Nr.  PC-Nr. fuir &rchivdiucker  Benutzername Office  Rech.. Postk.. DATC.. Vemwa.. Konte..
3434404b73a84167b61 7befebddd7221 2 SYSTEM3%kop 1 1 0 0 1 0
7bebfc37998f4677a3593db15c98080b 3 SYSTEM3\rasch 0 1 i} il 0 0
8e7b989648ae4f39bec5ab248a406116 4 SYSTEM3\bluft 0 1 0 0 0 1
63462fb1c1fd4830b967bc5b5be0480f VM-ADMINSCHAmike.schmitt 1 1 1 1 0 1 j

S ATA Tl e ey AL AT An A e A aetia B e A b, At s A A A e O A A 5 e o A s 8 B 5 0 Aem e & B e A

In Control Panel - Software, an uninstallation routine "HABEL Client" is generated if it does not yet
exist.

"HABEL Profile Setup” continues to check which links should be available for the logged-in user. The
corresponding links such as retrieval, post basket, etc. are automatically placed on the desktop and
start menu (or removed if necessary) for the logged-in user.

&Y HABEL DATCOLD

v

M 1@ Verwaltungsprogramme  » N
o o = .

A, HABEL Recherche HABEL DATCOLD HABEL Recherche HABEL Postkarb

T Functions such as the expansion of the pull-down menu with "Archive
E)Beispielbilder (HABEL)", HABEL Office Integration and the e-mail archiving from
= TOBIT are installed or removed if necessary.

Offnen

Drucken

Bearbeiten

Vorschau

Depending on which version of Microsoft Office is used, the function buttons are
provided in the Office programs. The Office integration can be used for Microsoft
Office 2000 to 2007.

29

A standard Windows user is not authorized to remove the program
"HABEL Profile Setup" from the system-wide autostart menu.

The required links can also be manually set up using the program hphab857. You can get help with
the call parameters by starting the program hphabh857.exe in a DOS prompt.

Page 22 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

N \WE CONVERT DOCUMENTS INTO ENERGY

IV. Administration
Client installation

3. Installing the archive printer driver

Installing the archive printer driver adds a local printer
"HABEL archive printer" to the workstation. This
printer allows you to archive documents in HABEL \\i) Der Archivdruckertreiber wurde erfolgreich eingerichtet.
from a wide range of applications.

Information

Each user can change the layout, paper and quality settings using the printer settings. The default for
the quality is black-and-white.

& Druckeinstellungen fiir HABEL-ARCHIVEPRINTER ()5 Bl  pruckeinstellungen fiir HABEL-ARCHIVEPRINTER 3]

Layout lbap.e./qt\?ma{ | Layout | Papier/Qualiat |

Orientierung Farbe

(® Hochformat D . -2
s =8) © sctwocnen =& OFete
Beidseitiger Druck
@® Kein

O Lange Seite
O Kurze Seite

4. Installing the Outlook interface

The installation routine adds an add-in to Microsoft Outlook that is supported for Microsoft Outlook
2000 to 2007.

By installing the Outlook interface, three -
in Outlook Outtlgiku ;eOrOlO)atzegOg;nlg"sﬁ;)C&;\agg i ) Die Outlookschnittstelle wurde erfolgreich eingerichtet.

starting with the Windows 2000 operating Unter 'Systemsteuerung' - > 'Software' - 'HABEL Outlook Add-In'
system lasst sie sich wieder entfernen,
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@ before you start with the installation.

IV. Administration
Client installation

5. Uninstalling the HABEL workstation installation

You need local administrator rights to uninstall a workstation. Close all open programs

Uninstalling the links

Start the "HABEL user administration" program, and select the user entry to be deleted in the "Client
installation" tab. The following options exist for deleting the entry:

Right click > Delete

Edit menu - Delete

Delete button

Or press the "DEL" key

Then go to Control Panel - Software. Select the entry "HABEL Client (logged in user)" and uninstall
it.
Uninstalling the "HABEL Profile Setup”

To uninstall the "HABEL Profile Setup", delete the corresponding entry in the system-wide autostart
menu, such as C:\Documents and settings\All Users\Start menu\Programs\Autostart\HPHAB854.EXE
In addition, check the following entries in the registry:
HKEY_CURRENT_USER\Software\Microsoft\Windows\CurrentVersion\Run
HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Windows\CurrentVersion\Run

Archive printer
It is sufficient to delete the printer "HABEL archive printer" as a user with local administration rights.

Outlook interface
Go to Control Panel - software. Select the entry "HABEL Outlook Add-In" and uninstall it.

Office integration
Go to Control Panel - software. Select the entry "HABEL Office Add-In" and uninstall it.
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HABEL USER MANAGER

1. General

You have granted higher-level rights (access to document groups) to the users created in the user
administration through the allocation to user and document groups in the document group
administration. The HABEL USER MANAGER enables you to control the access rights of users down
to field level. Within the HABEL USER MANAGER you can assign rights for groups and/or single
users, and therefore protect the entire archive from unauthorized access.

You can access the HABEL USER MANAGER via the button or by selecting the
program hdhab881. If you have the HABEL administration in use, you can access the
program directly from there.

Mkt s Lo =1
[ HABEL-Administration -!
- L4 System o
E% Konfiguration ’

Basisparameter
Konfiguration bearbeiten )
[—];a Unternehmen
i-fly| Firmen / Filialen !
-2 Benutzer -/ Gruppenverwaltu
Belegarten
.|| Belegaruppen fDatenbankE)
= % MNummernkreise
-8 Arbeitsplétze [ Scanlizenzen
i‘b Rechteverwaltung '
¥ Benutzermanager (Rechte)
@ Benutzerrechte (Alte Version,
El% Medienverwaltung

Basisparameter

kY f MW’{U{ atign
. “ilopa il

In general:
1) If there are no rights assigned to the user, he or she will be fully authorized! The moment you

define at least one authorization, the user can only use the assigned rights. Exception: HABEL
can set up system-wide access protection, i.e. users have no access to HABEL until the
corresponding authorizations have been assigned.

2) An assigned right cannot be abrogated by another right. This means, for example, that if a right is
assigned to a single user, the right will not be abrogated because the user is a member of a user
group for which the same right was not assigned.

3) All positions of an archived document are checked for rights and not just the first position.

s —an 94
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o

User level

No defined rights

Example 2

-> Result: Full right

o

User level

No defined rights

Example 3

Group system administrator

No defined rights

- Result: Full right

o

User level

No defined rights

Example 4

5%

Group Sales

- Execute program

- Search "Database general"
- Display

- Export

- Information

- Print

- Result: - Execute program

- Search "Database general”
- Display

- Export

- Information

- Print

o

User level

Execute program

Example 5

S5

Group system administrator

No defined rights

Group Sales

Execute program

Search "Database general”

Display
Export
Information
Print

- Result:

- Execute program (via user)

- Search "Database general" (via Sales :
Group) i

- Display

- Export

- Information

- Print

o

User level

No defined rights
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e

Group system administrator

- Execute program

- Search "Database general"

Group Sales

No defined rights

- Execute program (via user)
- Search "Database general"

- Result:
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E User rights manager [Recherche]

File Edit

EXH X E| =@
Program: List...

Access  Info

Dezcri.. |Value | Allowed

mabele 001

Copyright © 1336-2011 by HABEL GmbH & Co. .G, 78604 Rictheim-w eiheim

Wall.. |Vali.. | 'With...

s
Jser Groups
u Logintame | Mame
» Abele,Martin

02 fauer
003 sbanzhaf
004 kbutschle

Auer Franz
Barzhaf Sandra
ButschleKlaus

005 doskar Dilger D zkar

006 heizenmann  Eizenmann Heike

007 pemig Emig.Paula

008 hfriedrich Friedrich.Helmut

009 afrisen Frizenfndreas =
Rights Document group Compan Document lype Subdacun| ¢ [

Description |=
~{hdapt input mask i
i Add document to process

Adddremove input mask fields

Annotations

Change

Change all

Chanige all non-indexed fisldz -

<« Copy (F9)

06.07.2011 09:36

(1) Selection of the program for which you are assigning rights to the respective user/group
(2] Display of the selected user and the assigned rights (tree structure)

© Selection of the users and/or groups

(4] Administration of the rights down to the level of the individual database field

Please note that you must assign rights to the users for each program (retrieval, data entry, post
basket)! Due to different functions or the existence of additional functions, it would not be expedient for
the rights stored in the program to be transferred to other programs.
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3. Menu bar — Symbols

IV. Administration
HABEL USER MANAGER

Within the "File" menu, various functions are available:

E. User rights manager [Recherche]

File | Edit Access Info

Print

Print preview

Close

g

Lizt...

Print (symbol bar &)
Overview of the rights of the selected user is printed out

Print preview
Preview of the print

Close (symbol bar i;l )
Quits the program

Within the "Edit" menu, various functions are available:

Eﬂ User rights manager [Recherche]

File | Edit | Access Info

=

| Frog

Copy rights to user (CTRL+B)

Copy rights to user...
Copy rights to group...

Strg+B
Strg+G

Assigned rights can be copied to other users

Copy rights to group (CTRL+G)
Assigned rights can be copied to groups
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Within the "Access" menu, various functions are available:

r
E User rights manager [Recherche]

File Edit [Access| Info
& X Delete Entf
Permit/forbid Fo
P g
rogram |: Save Strg+5
View all
Mame Check rights Strg+R
El--ﬁ User
Ham Inside/outside date range F7
Ha Ar Edit date range
~fa A

The commands Delete, Permit/Forbid, Inside /outside date range and Edit date range are available as
soon as a right has been selected within the user/group. You can save the settings as soon as you
have made changes to the rights.

Delete (symbol bar ><)
If you want to delete assigned rights for a user / a group, select the right in the left-hand area and
delete this via menu access or the Del key.

Permit/Forbid (F6) (symbol bar ¥ %)

If a right is assigned and is marked as forbidden (symbol X ), the opposite applies for the user. For
example, the Display right is assigned for documents for which the field "Subject" is filled with
"Complaint”. If this right is then inverted with "Forbid", the user may see everything except for the
documents for which the "Subject" is filled with "Complaint". With this function, for instance, assigned
rights for a user can be temporarily deactivated without deleting these from the rights tree. The
command can be reached via menu access (alternatively functional key F6).

Save (CTRL + S) (symbol bar = )
Changes carried out are to be saved.
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Complete display (symbol bar Lh )
With this menu item, you gain a complete overview of the user selected and his/her assigned rights
(from user allocation but also from group allocation). Under the "Name" column, you can see the origin
of the right in each case.

2y Start workflow

- é Show protocol

é Show post basket history

- é Show post basket history
= é Save input mask a3 default

15 Gave

é Save

-5y Prink hit list presview
= é Pririt hit list presview
-y Pint hit list

é Pririt bit list

- Print

é Pririk

-5 Page layaut

é Page layout

2y Overview

- é Overview

2y Mal as PDF

-5 Mail as PDF

% Mai

[
[
Recht [Benutzer 001]
Recht [Benutzer 001]
Recht (Gruppen 310]
Recht [Benutzer 001]
Recht [Benutzer 001]
Recht [Gruppen 310]
Recht [Benutzer 001]
Recht [Gruppen 310]
Recht [Benutzer 001]
Recht (Gruppen 310]
Recht [Benutzer 001]
Recht (Gruppen 310]
Recht [Benutzer 001]
Recht (Gruppen 310]
Recht [Benutzer 001]
Recht (Gruppen 310]
Recht [Benutzer 001]
Recht (Gruppen 310]
Recht [Benutzer 001]
Recht (Gruppen 310]

AR LI HLULIURY

S s R RN 1L,

B Access right " s E@g
File
1 [«
Mame Dezcription WValue | Allowed Yalid from Valid to "Within date range
=8
2y View Riecht (Guppen 210)
é View Recht [Benutzer 001]

mn

L

IV. Administration
HABEL USER MANAGER

Note: Each element is assessed individually. For instance, the "Find" right is assigned to several
groups. Within the first group, a document type is excluded for the search (e.g. correspondence),
which means that everything may be looked for apart from the document type "Correspondence". In
the second group, the search for just a document type (e.g. applications) is explicitly approved, which
means that no document type apart from this may be searched. If the rights of these two groups are
taken together, the user would only be able to search according to the document type "Applications"

as one right is assigned, according to which the others are sorted out.
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Check rights (CTRL+R) (Symbol = )

You can determine based on the rights whether the respective user (1) has also had these assigned
too. You either select the individual rights and check whether the user has access (2) to this function
by activating the "Check" button (3). Alternatively, you can call up a complete overview of all rights
with display (access yes/no) regarding the respective user via the "Check all rights" button (4). The
selection of the assigned rights can be restricted to document groups, companies, branch, document
type, sub-document type, etc.

i Check rights - =NECN[ X
—

ol . ———— -

Description
- {sdapt input mask 7 | ger: 001 [B] mabele Ahbele
--Add document to process

13

- fddremove input mask fields DeEumst grou;:[ 01 &llgemein - ]
- Annotations

-~ Change Company. |01 HABEL GmbH & Co. K -

- Change all =

- Change all nor-indexed fields Subsidiary:

+Change fonts and eolors Drocument typ4 0007 Yk Anfrage - I
--Chatige input mask of user
- Create ERR-enties Subdocument hd

- Create post bazket entry
--Delete
--Delete pogition

- Digplay version info of annotations Da.taNr: 2
- Edit item Seitenr: @
- Execute external programs wiarmMr:
- Execute program ScCokz
- Export FarmMr:
-~ Find Barcode:
- Information BelDt: i
M ail - L
Right Aocess -

Adapt input mask

Add docurent to process
Add/remove input mask figlds
Annotations/Marker/Change
AnnotationsMarker/Delete
Annotations/Marker/M ew

Ani
A

AR YRR

Check Check all rights |

k g— — —

Inside/Outside date range (F7) (symbol bar * = )
It would thus already be possible to define today in what time range the right for an employ should
apply (e.g. he or she may only use the function on a particular day (in the date range) or if applicable
also vice versa: not use (outside of the date range)).

Edit date range (symbol bar 3 )
Via this menu item, it is possible to enter the period of validity for the assigned right (for instance,
activities over a certain period of time).
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4. Rights management

In order to assign rights to the users or groups, the following steps are required:

1) Selection of the program via the "List" button Pragram: List

)
i Program list : (=] O ey

Proagra... #
hphab200
|| hphab&0T
|| hphab&02
|| hphab&03
|| hphabB55
|| hphab?55
|| hphabi305
|| hphaba40

Dezcription

Fecherche
Yenwaltung Firmen

Yemwaltung Belegarten/Unterbelegarten
Yemwaltung Benutzer

Poztkorb

Fehlerlizten

Autajab

Wiorm-Eigenzchaften verwalten

DU s [

You will receive a program list for the selection of the program (program name and description of what
is behind this program name).

2) Selection of the user or the group

ILlser | Groups |

001 |mabele

002 fauer

s Ll;ginName ] | Mame

Ahbele Martin

Aver Franz

003  sbanzhaf Banzhaf 5 andra
004 kbutzchle Butzchle Klauz

005  doskar Drilger,Ozk.ar
006 heisermann Eizenmann Heike
loo7 pEMmig Ernig.Paula
008 hiedich Friedrich,Helmut
: 003  afnzen Frizen.Andreas -
Copy rights to wser... Copy rights o group...
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3) Assign rights
After you have selected the user, you ensured that this is marked as selected in the left-hand overview

window.
Mame | Description |"alue | Allowied |Valid from |"alid to | ‘within date range |
E--g User mabele 0
I¥=Y Change input f uze Recht

Create post basket entry Fecht
Change Fecht

<<
++

You can now assign the desired rights on the right. For this, always move from tab to tab (from left to
right). If you have selected an allocation that cannot be allocated in this way, the "Copy" button does
not become active. Please note that on the left the right directly "above it" must always be marked in
order to be able to also assign the next level below it.

Note: The user requires the "Find" right in order to be able to search at all and also be able to receive
other rights such as e.g. attach note, print, etc. Display is important in order to be able to have the hits
displayed as a document (also in relation to the document preview). Care should therefore be taken
that these rights are assigned.

IFlightg ‘ Document group ‘ Company | Dacument bype | Subdocun| 4 |«

-

Diescription F2
- fdapt input mask,
- Add document to process
- Add/remove input mask fields
- Annotations
- Marker
E-Mote
- Change
- Delete

inj
n}

mn

- Migw
- Redaction
[ Stamp
- Text
- Change L5
- Change all
- Change all non-indexed fields
- Change fonts and colours
- Change input mask of user
- Create ERR-entries
- Create post basket entry
- Delete

- Delete position
Dizplay version info of annotations
Edit item

- Execute external programs
Fueribe nranramm

<< Copy [F8)

First assign the right to the user or the group, such as for instance in this case the creation of notes.
After selection of the required right, click on Copy (or use the functional key F9). The right is assigned

to the user.
| |
Name: | Description |value | Allowed | Walid from | Walid to | twiithin date ra...l
=3 mabele it
%) & nnotationsMoteMew Recht W 4 I
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If necessary or expedient, you can restrict assigned rights to document groups in the second tab (1).
Here too it applies that if nothing has been selected, the user has the right for all document groups

listed here.

ﬁﬂ User rights manager [Recherche] I

File Edit Access Info

EXgm X PE2E

Progran: (HFHAE 200 List..

[Vali... [vali. [wi.. |

Hame

=) g User

| Descii... |Value | Allowed
mabele 001

IUSEI | Groups |
|

Us. # | LoginHame

0oz shanzhal
004 kbutschle

005 doskar

(06 heisenmann
on? perig

oog hiriedrich
009 afrizen

Rights || Document graup

Copy rights to user...

| Name

Abele Martin E
Auer Franz

Barzhaf Sandra

Butschle Klaus

Dilger.Oskar

Eisenmatin, Heike

Emig.Paula

Friedrich Helmut

Frizen Andreas -

Copy rights to group.

pany | Document type ‘ Subdocument type | DB fields | Edit figld: | Left |

Copyright @ 1936-2017 by HABEL GmbH & Co. KG. 78604 Ristheim-\eilheim

=T L
P T
03 Spedition
04 Tribiquity
s Wertragsmanagement
08 Adata Lohn/Personal
07 Hatel
08 Dl

<< Copy [F9)

0B/07/2011 14.55

In our case, we restrict the right to find to the "General" document group, in which we select the "Find"
right on the left-hand side, and, on the right, under the "Document group” tab, the "General" document
group. With Copy or F9 we adopt the restriction of the "Find" right to the "General" document group
into the assignment of rights of mabele. Incidentally, this user must also be assigned to this document
group in the document group administration; otherwise, an assignment of rights is not possible.

|Description | V.. |4, Wali.. |Vali.. |wit.. |

E--ﬁ Uszer mabele
'@ Annotations/Mote/New Recht

Allgemein

oo
el

01 g

4
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5) Assigh company
Within the next tab, the companies to which the user or the group is to have access can be defined. In

this case, a restriction to the access of the company 01 is stored for the "General" document group.
T B Rt — o]

File Edit Access Info
EXE x| E=E |
Program:  [HPHAEZ00 List IUser | Groups |
| ‘ Us... / |LoginName | Name
Mame | Description |V..|A...|Va|i... [%ali.. | it ‘ 00 nabele Abele Martin
E‘g User . Mabele oo 00z fauer Auer Franz
é---@Annulatluns#NUlaﬁNew Recht w £ 003 shanzhaf Banzhaf 5 andra
=& Fid Recht o + 004 kbutschle Butschie Klaus
g Belliip Allgemein E 005 doskar Dilger.Oskar
00g heisenmant Eisenmatin Heike
o7 pemig Ernig,Paula
00g hiriedrich Friedrich,Helmut
U] aftizen Frisen Andieas -
Copy rights to user... Copy rights to group...

FRights | Document group || Caompary | Document wpe Subdocument bype DB fields Edit fields | Left |

[ ~

43 Firma /| Tent
b
a3 HABEL Beteiigungzgeselzchaft mbH
06 Ungarn Volltext
a7 DaocuGroup Kft.
0g HABEL GmbH & Co. KG NL
09 HABEL Ezpania - No estructurado de la empresa
93 Durarmy Belegleser Firma 2
<< Copy (F4)
Copyright © 1936-2011 by HABEL GmbH & Co. K&, 73E04 Rietheim-Weilhaim OB/07/2011 1468

The rights tree of mabele is extended; his access rights have been restricted further.

Program:  |HPHARZ00 Ligt...

M arne: | Description | V.| A Wali.. |Wali.. |wit..

E--g ser mabele 0m
E----@Annutatiuns#Nate#New Recht P &ﬂ;
By Find Recht v 4
=-E4 BelGip tllgemein 01 4 ok
R F HABEL GmbH 01 4=
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6) Assign document type

If the user is to be restricted with regard to the access to document types, this can be defined under
the "Document type" tab. By pressing the CTRL key and clicking on different document types, several
can also be selected at once. These are adopted into the rights tree with "Copy".

H User rights manager [Rechen:heﬂ .L

File Edit Access Info
(axXdbxHlE- U
Program:  |HPHAE 200 List... Il_lsar | Graups |
| | Us.. 7 | LoginMame | Marne:
Narme | Description [V, [ A |Vah.. | Vall... |wit... | 0 nabels Abele M artin
E‘Q User mabele o1 ooz fauer Auer Franz
"@Annotatlons/Notef’New Recht v % filie] shanzhaf Banzhaf Sandra
= Find Fiecht v + 004 kbutschle Butschlz Klaus
B E}gf”’ ﬁEBEE‘LE'E - gl v i 005 doskar Dilger, Dskar
e o = oG heisenmann Eisenmann Heike
o7 permig Emig.Paula
oog hitiedrich Friedrich Helmut
003 afiisen Frizen Andreas -
Copy rights to user... Copy rights to group..

Rights | Crocument group Cornpany “ Document type | Subdocument type | DB fields | Edit fields | Left |

£ | Tewt
| = BelGip: 01 |
L] —| Firma: 01
- ~—
'
o]
z
|| oo VK. Auftragsbestatigung
|| onos VK. Fertigungsauftrag
ooy WK Lieferschein i
<< Copy [F3)
Copyright © 1996-2011 by HABEL GmbH & Co. KG, 78604 Ristheim Weilheim 06/07/2011 15:02
Name \Desciiption  |Value Al |Vald.. / [Validto  |withind.. |
EI--g User mabels 0m
%) ArnotationsMNoteMNew Recht e 9
Fiecht o
Allgemein 01 :

HABEL GrbH & C 01
W, Anfrage oo
W Angebot ooz

Beldt VI Kalkulation 0003
k Beldit Wi Bestelung 0004

CLLLE
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7) Assign sub-document type
In the next level, the restrictions can also be done on sub-document level if sub-document types are
also available for the previously selected document type.

8) Assign database fields

Within the document types, rights can also be assigned to individual database fields. If a
corresponding field is selected under the "DB fields" tab, it is possible to enter which content the field
should have so that the user can also have access to this.

8B User i ] (=1 i
E User rights manager [Recherl:he]‘ LEI

File Edit Access Info

exXHbxElE=g |

Prograrm:  [HPHABZ00 List... I User | Groups ‘
| [
| ./ |LoginName | MName F
Name | Descriptian [Value # [Allowed | Vaid from | Validta |Withind...| Abele Marlin L
E‘Q User ) mabele 001 002 fauer Auer Franz
g----@A.nnotatlons.-"Note.-"New Recht A4 + 003 shanzhaf Banzhat Sandra
E‘"% gda o EITCh‘ _ o v i 004 Kbutschls  ButschieKlaus
- elGip gemein a
; 005 dosk Drilger 0 sk,
5458 Fima HABEL GmbH & Co. KG 01 o R oskar 1get.skar
X 006 heizenmann Eisenmann Heilke
Beldut VK dnfrage 0001 v 4 007 : Emin Pal
Belat WK Argehot 0002 W 4 pemd 922
) Belirt VK Kalkulation 1003 o a4 oog hfr!ednch Fr!ednch,Helmut
i Belit VK Bestellung 0004 o de 003 afrizen FrizenAndreas -
Capy rights to user.. Copy rights ta group...
| Document group Company Document type Subdocument type ||DB fields [« [«
[EQ FreiesFeld + | Text s
BestDa Bestellung varhanden? ]
BestMr Bestell MNr
» Betreff Betreff
Betreuer Betrever
EiruBet Gesamt Metto
Content Irhalt Yalltest
MNFCMame Mame des Kanitel! Ahzchnit i
<< Copw [F3)
Copyright € 1336-2011 by HABEL GrabH & Co. KiG, 78604 Rietheim-wWeilhein 943042011 1:46 PM
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After activation of the "Copy" button (or F9), you will receive a selection window to make entries for the
field content.

E.g.

User mabele may search for everything at the company HABEL GmbH & CO. KG (document group
general) within the document type correspondence if the "Subject"” field is not filled with the "Secret"
term.

rfE.Entry l':' Eﬂh1

Defing permission values. Operators are surmounded by squared brackets, while examples are »
surrounded by curly brackets. You can specify multiple values by separating then with
semicolons []. The following operators are available;

[..]- Declares arange. e.g.: "1000..2000". Ranges can anly be used in connection with digits.
e g

{1000..2000;2500..3000;:}

[11- Forbids a value. Thiz operator has to be zet individually for each value. e.q.:
{1000..2000;2500.,3000:2001..2499;}

[~] - Caze insensitivity. Thiz operator has to be set individually for each value. e. g.:
{“HABEL} would evaluate hits ke "Habel", "habel", "HABEL" oder "haBel" as valid.

[7] - Placeholder for any character at the chogzen position, e. g.:

{?ABEL} results in "LABEL" and "HABEL".

[*] Replaces an unlimited rumber of characters at the chosen pogition, Everything prior to the
value will always be valid, if the operator was set prior to the value. The same applies for the
operators follawing the value. Everything between hwa values will be valid. if the operatar was
zet between o values,

Wariants

{*GMBEH} - Evaluates every hit as valid, if "GMBH" shows up at the end of the term. e.g.:
"HABEL GMEH" or "Example Company GMEH"

{HABEL"} - Evaluates every hit az valid, if "HABEL" shows up at the beginning of the temn, &,
g.: "HABEL GmbH & Co. KG" or "HABEL Dokumentenmanagement GmbH"

{H*L} - Ewenpthing beginning with H and ending on L iz valid. & g "HABEL" ar "HALL"

1" - Represents empty database fields. IF this value is set, the user will only be allowed to
execute a function, while the field iz amply.

{E@} - If thiz operator is set, the user must not execute a function, while the field is empty.

Wert[e] flr ARstTr:
|

| ok || Caneel |

With what characters values can be excluded or specifications entered is described in the input box.
Please note that if empty database fields are to be excluded from the awarding of rights, the character
@@ must be entered.
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9) Assign edit field
Edit fields are editing fields and control the "Change" right. In combination with the information about

database fields, the change rights can also be permitted for certain fields/values.

10) Links

If rights are to be linked to one another, such as e.g. the "Find" right and "Export" right (user may
export the same what he or she is also allowed to search for), this can be done via the last tab "Links".
Select the right on the left (here: Export) and the right to be linked under the tab "Links" (here: Find)
and adopt the link by pressing the "Copy" button or F9. The user may now export in an identical
manner to searching. If changes are made within the right "Find", this has the same effects on the
"Export” right. It is thus ensured that changes to the "Find" right also affect the "Export" right and for

instance with restrictions in the "Find" right, the user would no longer have any rights in "Export".
S—— R=nae

r
ﬁﬂ User rights manager [Recherche]

- | ———
File Edit Access Info
(X mXEE =@
Program:  [HFHAEZ00 List... v L
Grou.. Narne
Mame Description Walue Allowed Walid fr... | Yalid to | within ... 200 SOFTWARE
.| E..%Qg,nup FIBLI 350 310 EMTWICKLLING
) Export Recht o L 20 PERSOMAL
&8 Find Recht o + 20 GF
E@ BelGrp  Allgemsin m ' L WERTRIER
CFima HADEL Gk 802 K5 v +

S pstembetrever

Copy rights to user. Copy rights to graup.
Document type Subdocument type DE figlds Edit fields Links a >

Description

Execute external programs
i+ Exgcute program

L Ewport

‘:|
i+ Infarmatian |
- Mail
i--Mai as POF
Overview -
<< Copy [F4)
Copyiight © 1596-2011 by HABEL GmbH & Co. KG. 78604 Rigtheim Weilheim 9/30/2011 1:43 PM
Mame Dezcription Walue Allowed Walid fr... | Valid to | within ...
=458 Group FIEU 350
Elé Export Recht & aF
Find Werkniipfung @ F
=5 Find Fecht s @
E-E3Belp  Allgemein m v %
"4k Fima HABEL GmbH & Co. KG 01 W 4
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Existing rights can be transferred to users or groups. Select a user and activate the "Copy rights to
user" button. You will then receive a selection of the users to whom the rights of the selected user can

be transferred.

Copy rights o group...

Copy rights to user. . %
|
E Benutzer

o) e |

U.../ |LoginMame | Marme

Auer Franz
Banzhaf.5andra
Butzchle Flaus

003 sbanzhaf
004 kbutzchle

005 doskar Dilger Ogkar
006 heisenmann Eizenmant Heike
| o7 pemig Emig,Paula
008 kfriedrich Friedrich, Helrmut
1009 afrisen Frizen Andreas
oo agabel (3 abel Alexander
011 kgerth Gerth Kurt
2 mhause Hauze Manfred

Copy

-~

m

LCloze

If you would like to transfer user rights to groups, activate the "Copy rights to group" button after you

have selected a user.

Copy nights to group... I |

-

Lm Gruppen ==

300 |SOFTwWARE
A0 ENTWICKLUMG
320 PERSOMAL

330 GF

30 WERTRIEE

380 Finanzbuchhaltung
360 Qualitatzzicherung
933 Swystembetreuer

LCopy Cloze
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You have to confirm the final copying process with the following prompt for confirmation or can also
end the copying process ("No") or cancel it at this point.

i Confirm " uw

./.._..\.

Really copy rights?

(e J[ v ][ e

If the user has already been assigned rights, the system enquires whether these should be overwritten
with the new rights. The copying process can be ended ("No") or cancelled at this point. If it is
confirmed with "Yes", the existing rights will be overwritten and not just the new rights.

[ Confirm ﬁ1

Rights still exist for Benutzer (Auer,Franz); should they be overwritten?

Ve || No || Cancel

This copying option is also available in the "Group” tab in order to ). [ Groups,
transfer rights from the group to another group or from the group to
users.

Tip: If you have users/groups that largely have the same rights, it is
worthwhile coping these and then assigning further rights to the user/group who are to have more
rights. This has no effect on the other users/group.
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6. Overview of the rights within the retrieval

Change all
The right "Change all" is linked to the "Information” right. The access to the "Change all" button is
thus managed in the search information which makes it possible for you to change all fields if you are

Change all non-indexed fields

If fields are empty, these can be changed when the right has been assigned. Note: If there are no
rights assigned to the user, he or she will be fully authorized. The "Change all non-indexed fields"
right, however, is not covered by this rule and needs to be explicitly assigned.

Change

The "Change" right is linked to the "Information™ right. The access to the "Change" button is
controlled in the search information (as a standard feature, only the content of the "Info" field can be
edited). The "Change" right is controlled via edit fields.

Annotations

administered here according to the specific user's requirements. The award of the rights for the
respective tool, however, is only possible on the lowest level ("Change", "New", "View", "Delete").

Two special rules apply here:

e Forthe "Redaction" tool, the "View" right cannot be explicitly awarded; it is always active.

e A user may always delete his or her own comments that he or she has created himself/herself,
even if the "Delete" right has not been explicitly assigned to him/her.

View
If you have found documents in the hit list, the "Display" right controls whether you can also display
the document or not. The "Display" button is activated accordingly.

Information
This right controls the access whether you are allowed to display all the available index data for a
document found. The activation of the "Information" button in the hit list view is also done here
accordingly.

Add document to process
This right controls whether the user can also add documents to retrieved processes. Add document
to process is started from the search, but is part of the data entry programs.

Print

Documents founded can be printed out with the "Print" button or via the menu bar. The access to this
button can be managed with this right.

Page 42 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

e S \VE CONVERT DOCUMENTS INTO ENERGY

IV. Administration
HABEL USER MANAGER

Save input mask as default
With this right it is defined whether the user can save the arrangement of the fields in the
retrieval/information mask as a standard setting for all users.

Adapt input mask
The "Adapt input mask" right controls whether the user can change the arrangement of the fields in
the retrieval/information mask or not.

Change input mask of user
If the user has been assigned this right, he or she can call up and display the input masks of the
other users.

Add/remove input mask fields

Database fields can be hidden or displayed for the display in the mask. The right must be assigned in
order to be able to use this function. Important: If users are allowed to add or remove fields, it could
affect the functionality of the entire system. Consequently, this right should only be awarded to a few
users.

Settings for annotations

annotations and tools. The award of the "Settings for annotations” right gives or withdraws from you
the right to carry out changes to these settings and then to save them.

Execute dialog
"Execute dialog" controls access to the "Comment" menu item.

Export
If a user is allowed to export data from the retrieval and thus also the "Export" button is activated,

system.

Execute external programs
If scripts are stored in your system that access external programs, you hereby award the right for the
user to use this function.

Delete

This entry controls whether the user may delete entries (index data) from the archive or not.
Mail

managed of sending retrieved documents or also just individual pages as an e-mail.
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Mail as PDF

licenses can be sent as e-mails in PDF format.

Edit item

recording (adding, removing) in the information mask.

Create post basket entry

here for generating a post basket entry from the retrieval or if a workflow is defined, starting it.

Show post basket history
The selection of the same name is available during the display of the document, e.g. in the "File"

Execute program

If general access protection was saved for the system so that the user may do nothing before rights
have been assigned, this is a very important right. If this right is not assigned (as soon as any other
right is assigned), the retrieval can no longer be started as Execute program means the actual
program is called up.

Change fonts and colors
With this right, the user can set colors and fonts in the retrieval.

Page layout
With this right, you have the opportunity of carrying out settings in order to freely create, for instance,
the design of the print-out of the hit list (e.g. insertion of the company logo, etc.).

Save

This award of rights controls whether a document displayed may be saved using the menu option
"File — Save under” as a file (*.tif) in any directory or whether attachments can also be saved. The
menu option "File — Save dossier" remains unaffected by this right.

Find
The award of "Find" rights controls whether a user can search and thus the "Find" button is activated.

Print hit list
You can thus print the hit list displayed.

Print hit list preview

Like right Print hit list. Here, it is controlled whether the "Print hit list — Print preview" menu option is
activated or not.
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Overview

Overview" menu option, you can display all the comments in an overview window.

Display version info of annotations

have been inserted with the tools "Marker", "Note", "Redaction"”, "Stamp" and "Text" are logged in a
version administration. This right controls whether you are able to see the version info of the
annotations.

Start workflow
The right permits the re-start of a defined workflow if this has not started automatically or should
restart.

7. Overview of the rights within the data entry programs

"Marker”, "Note", "Redaction”, "Stamp" and "Text" can be administered here according to the specific
user's requirements. The award of the rights for the respective tool, however, is only possible on the
lowest level ("Change", "New", "View", "Delete").

Two special rules apply here:

e For the "Redaction" tool, the "View" right cannot be explicitly awarded; it is always active.

e A user may always delete his or her own comments that he or she has created himself/herself,
even if the right "Delete" has not been explicitly assigned to him/her.

Print
Documents can be printed out with the "Print" button or via the menu bar. The access to this button
can be managed with this right.

Save input mask as default
With this right, it is defined whether the user can save the arrangement of the fields in the data entry
mask as a standard setting for all users.

Adapt input mask
The "Adapt input mask" right controls whether the user can change the arrangement of the fields in
the data entry mask or not.

Change input mask of user

If the user has been assigned this right, he or she can call up and display the input masks of the
other users.

Add/remove input mask fields

Database fields can be hidden or displayed for the display in the mask. The right must be assigned in
order to be able to use this function.

Settings (in deviation in the data entry programs Scan and Archive print)
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The "Enhanced settings" right makes it possible to use different setting options in the data entry
programs. For instance, with the award of the "Delete empty pages" rigth, the user can make settings
in the data entry program with regard to the file size from which empty pages can be deleted. With
the "Preview settings" right, the user can set individually how the document preview should work. In
the list for the data entry by scan, other rights exist for the setting of the barcode recognition, scanner
and directory settings, and graphic filters that can be assigned to the users. Rights can also be
assigned for the saving of the settings/saving of the standard settings.

Execute program
Important right for if this right is not assigned (as soon as any other right is assigned), the data entry
program can no longer be started as Execute program means the actual program is called up.

Change fonts and colors
With this right, the user can set colors and fonts in the search.

Save

This award of rights controls whether a document may be saved using the "File — Save under" menu
option as a file (*.tif) in any directory. The "File — Save dossier" menu option remains unaffected by
this right.

8. Overview of the rights within the post basket

React to payment approval

This right is relevant for users who have to start a special function at the end of a workflow chain,
such as e.g. create a special file after the payment approval. This right controls whether the user may
carry out this activity.

Set up automatic clean-up
If this right has been assigned, you thus have the option of automatically cleaning up your recycle bin
and your outgoing mails according to a defined number of days.

Database information
This right controls whether you are entitled to display the index data via the Information button. If the
information is called up based on your authorization, you move into the view of the "First page".

Database information (additional details)

This right is based on the right of the "database information". If there are further details on
transactions in your system (e.g. from the financial accounting division), this information is displayed
on another page (can be set per page). In addition to the "First page" tab, another tab is displayed. If
you are assigned the right "Database information (additional details)", the other tab and thus also the
other details can also be displayed.
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Display document
If this right has been assigned, you thus have the option of having the dossier displayed as a full
image or in the document preview in the post basket via the View - document preview menu option.

Save input mask as default
With this right it is defined whether the user can save the arrangement of the fields in the post basket
mask as a standard setting for all users.

Adapt input mask
The "Adapt input mask” right controls whether the user can change the arrangement of the fields in
the post basket mask or not.

Save input mask with document type
This right defines whether the user can save the arrangement of the fields depending on the type of
document.

Change phrases

As specification in the selection box of the notifications with post basket entries, texts are stored.
With the "Change phrases" right, the user can add, change or remove other texts. The changes apply
for all users (globally)

Delete protected entries

Protected post basket entries that are still open or which are subject to certain rules, e.g. a specified
workflow. If a document has been captured that is not meant to go through the workflow as e.g. an
employee is not meant to see this document in the workflow, entries of this kind can be deleted after
granting authorization. However, this right should only be transferred to the administrator and
employees in corresponding positions.

Edit item — Remove item — Add item
With this right, field content filled by item recording can be either edited, deleted or added.

View post basket

This right defines which post basket can be viewed by the user. At least the user's own post basket
must be assigned as otherwise the user cannot call it up.

Note:

In the award of rights for the post basket, there is also the additional tab "User ID" in order to control
access to third-party post basketes.

Document type Subdocument type DB fields Edit fields

Drescription

Edit post basket entries
The "Edit post basket entries" right controls the "Changes permitted" option.
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Remove post basket entries definitively
Here, the authorization to definitively remove entries from the recycle bin is administered.

Redistribute post basket entries
Makes it possible e.g. for a team leader to forward the documents distributed from a group post
basket to an administrator to another employee (for instance if the first administrator is ill).

Execute program
Important right for if this right is not assigned (as soon as any other right is assigned), the post basket
can no longer be started as Execute program means the actual program is called up.

Change fonts and colors
With this right, the user can set colors and fonts in the search.

Change column properties
Right to display and hide columns, and to change their order and labeling.

Refuse payment approval immediately
Cancel payment approval chain
Start payment approval chain

These rights in turn are those that relate to a special workflow and with which e.g. payment approvals
are also awarded. These rights control whether the user may intervene at certain points or not.
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Practical examples:
If employees are to receive rights that are only to apply for a particular value in the database field but
across all document types, this can be done by assigning the database field at rights level.

For instance, user Auer should only be able to search for documents with which the cost center field is
filled with 1234 or is empty (empty is therefore important as e.g. document types exist such as
correspondence that do not require any cost center). If empty fields are to be excluded, the characters
@@ are to be inserted as values.

If several employees exist who have the same rights but variable values would have to be entered in
the database field, these values can only be depicted via variables. A separate file is maintained on
the variable that is linked to the rights tree.

4B User rights manager [Recherche] e — = 2

File Edit Access Info

EX W ElE—-

Frogram:  [HPHABZ00 List... User | Groups
r (- ‘;
| =
Name Description Value Allowed Vald frof L ETErY - - h = —
2§ User mabele ool Define permission values. Operators are surrounded by squared bracksts, whils examples are = |
B Change input mask. of user Recht e surounded by curly brackets. You can spesify muliple values by separating them with r =
Create post basket enlry  Fiecht o semicalans [ The following operaters are awailable
-5} Change Flecht e X " " o with dicil
Chorme ll aindesed fie Racht o [e :]g PE:\aIEs arange. .9: "1000..2000", ianges can only be used in conmnection with digits
Change al Flecht w |
Changs fonts and colows Frecht v {1000..2000:2500.,3000:} 3
Delet Flecht
! D:‘Z: posin HZEM : [1- Forbids a value. This operater has to be set individually for sach value. &.g.
Edititem Flecht « {1000..2000;2500. 3000;12001. 2435:}
-5} Create ERR-entiiss Fiecht v P
Display version info of ann Recht o ["]- Case insensitity. This aperator has to be set individually for sach value. e g i
E
S e = {~HABEL} would evaluate hits lice "Habel", "habel”, "HABEL" oder "haBel” as valid Copy tights ta gioup.
o dofani-Frank
& 7] - Flaceholder for any character o the chesen position. . g
Export " Recht :/ Subdocument tpe DE fields Ef«|s
B Information Recht - {7ABEL} results in "LABEL" and "HABEL" A ‘
Frint Recht o ["] Replaces an urlimited number of characters at the chosen position. Everything prior to the |
- Mail Fiecht Ve value wil shways be vald, if the operator was st prior to the valus. The same pplies forthe [
Mail as FOF Fiecht W a
By Print bit ist Recht o wertle] fur KstBez s
Print kit list preview FRecht v 1234 )
-5} Page layout Fecht v i
Save Fiecht W |
-5 Overview Fecht v |
Add document to piocess Frecht v I
B view Fecht v £
Show protocel Fiecht v £ -
-2y Show post basket history  Recht o 4 KuLiMam Mame
Start workflow Fecht 3 T KoLt KulLiNr
) Adapt input sk  Pscht v 4 KuenTem Kiindigungstermine
Asdd/remove input mask fie Recht W 4 e =
LadeHr Ladsstelle i B
Ladelit Ladestells Ort =
LadePLZ Ladestelle PLZ
Ladeland Ladestelle Land b
Ladename Ladestelle Hame:
Lf:Da Liferschein vorhander?
Lfshir Lisferscheinnummer
LiefDat Lisferdatum
MSGATTID Message Attachement ID
MSGID Message ID
S e s e hles
H . .‘
E'-é Find Fecht "
. [EQ KstBez Fostenstels Bezei 1234 ' .
By Saue input mask gs defaul Recht &
; . g P N R Y i << Copy [F9)
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HABEL MASK CONFIGURATION

1. General

The structure of a retrieval, data entry or post basket mask is configured individually pursuant to your
specifications. If changes are to be carried out subsequently, this is possible with the corresponding
effort. For this purpose, configuration files are available in HABEL that you are familiar with and learn
to edit after completion of the administrator training courses. In addition, you can also carry out a large
number of these changes with a graphical interface with the program HABEL MASK

- Activate/deactivate database fields

- Create new database fields

- Define the sequence of database fields
- Define mandatory/optional/item fields

- Properties of the database fields

Important note:

are no plausibility checks whether the changes carried out entail further adjustments. Consequently,
changes that are not carried out completely/correctly and taking into account further adjustments to
masks, databases, for example, result in the system no longer running properly. In order to work with
at HKI-?;E-I:."I-f--fﬁ-é"b-r-(-)-é-é-s-éééué-r-é ‘understood that bring about changes, the program can be used as a
convenient tool.

hphab88g2.

AN
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2. Program structure

r Mask configuration L E@g
File Extras Settings Info :
Active fields: Field properties Program mask:
¥ Show selection boxes I LI
[~ Display field positions e —

Available fields:

Sort | [ Display unused fields
I Display system figlds

[~ Show change details

When you started the HABEL MASK CONFIGURATION, this initially appears "empty". The first step is
the selection of the mask to be edited. For this purpose, you can use the Program mask selection box
on the right-hand side.

Program mask: Select the mask here that you want to edit. Generally, the masks
in HABEL are to be seen separately from one another so that
each mask could differ from the others. If you are carrying out
changes and would also like to assign these for other masks, you
must adopt the changes accordingly.

Vertragsmanagement
Adata Lohn/Personal
Fidelio &

Page 51 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

N WE CONVERT DOCUMENTS INTO ENERGY

IV. Administration
HABEL MASK EDITOR

If you have selected the program mask, you will have the document types displayed in the column
below that have been activated for this program.

Mask configuration L IEI@M

File Extras Settings Info

Active fields: —Field properties Program mask:
¥ Show selection boxes
I~ Display field positions
Serial number: I 0001 - SLS Enquiry N
Field . 0002 - SLS Offer Tl
€id name: I 0003 - SLS Calculation
Display length (in pixels): I— 0004 - SLE Order
0005 - SLS Order confirma
5 T I vI 000& - 5LS Manufacture Do
. 0007 - SLS Delivery note
Required field: I vI 0008 - 5L5 Shipment Docum
5 0003 - S5LS Invoice
Field type: I I
= 0010 - SL§ Credit memo
Fill out field with: I 0011 - 5L5S Specifications
0012 - Supplier Enguiry
Alignment: | vI 0013 - Supplier Offer L
) 0014 - Supplier Order
Wirite protected: I 'I 0015 - Supplier Order con:
Read with company: Iﬁ 001& - Supplier Order rem
0017 - Supplier Deliwvery 1
ComboBox without entry:ohne Enq vI 0012 - Supplier Return no
0019 - Supplier Invoice
Delete field: I vI 0020 - Supplier Credit me:
Capitalization: Iﬁ 00ze - Pruch.lct informatio
0023 - Service contract
Check master field: I vI 0033 - 5L5 Correspondence
0034 - Supplier Correspor:
Available fields: Check length: I vI 0035 - Service report
0038 - S5LS Reminder
Access type for master access: I 'I 0037 - Supplier reminder
Transfer field from master: I— 0038 - SLS Fair report
0039 - Vertrige
Master database: I 0044 - Support
. . 0050 - Competitor Documen:
Search with field in master: I 0051 - Press reports
Default value: I— 0oss - Draw:u.lg? X
0056 - 5LS Visiting Repor
Input mask: I 0083 - Supplier Price lis'
0088 - Finance Invoice:
Field name: I 0070 - Bewerbung

Sart | [~ Display unused fields 0071 - Contract of emplow
I Display systern Figlds 0072 - Denunciaticon >

I~ Show change details Save Close

Document types:

m
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After selection of a document type, the fields active for this document type and available are displayed
in the left-hand section of the HABEL MASK CONFIGURATION.

> »
Mask conﬁguration)-“ R & E@u

File Extras Settings Info

Artive-fields: Field properties Program mask:

l— ¥ Show selection boxes ISG” Kofax LI
I— [ Display field positions Document types:
Document No.: Bar Serial rumber: |
I— Field i 0002 - 5LS Offer T
1€l name: I 0003 - SLS Calculation
Offer No.: AngeblNr Display length (in pixels): l— 0004 - 5LS Order
External Document No. : FBelNr - 0005 — SLS Order comfirma §
N search direction: I vl 0006 - 5LS Manufacture Do~
Order Mo. (internal): Aufirhir ) 0007 - SLS Delivery note
Projektnummer: Projir Required field: I vl 0008 - 5LS Shipment Docum
Projektbezeichnung: ProjBez Field type: lﬁ 0008 - SLS Invoice
0.1 T o) h 0010 — SLS Credit memo
Delivery Mote No.: Lfshir Fill out field with: I— 0011 - 5LS Specifications
Invoice Mo.: RechMr ) 0012 - Supplier Enguiry
— Alignment; | vl 0013 - Supplier Offer
- ’ 0014 - Supplier Qrder
Write protected: I 'l 0015 - Supplier Order com:
Read with company: Iﬁ 0016 — Supplier Order rem
PLZ: PLZ 0017 - Supplier Delivery 1
- ComboBox without entry:ohne Enq 'l 0018 - Supplier Return no
Location: Ort 001% — Supplier Inveoice
Delete field: = 0020 - § 1i Cradi
LKZ: LKZ z upplier Credit me
o 0026 — Product informatio
i : Capitalization: I l
Artide No.: Artr ;I + i 00293 - Service contract
Check master field: I vl 0033 - 5L5 Correspondence
Available fields: 0034 - Supplier Correspon:
Check length: I vl 0035 — Service report
Empfanger bei Archivierung Postkorb: InfoAP ﬂ Access type for master access: lﬁ oo03s - SL8 R?"‘imﬂer_
Empfinger bei Archivierung ist Vorgesetzter: InfoAV 0037 - Supplier reminder
2 . Transfer field from master: l— 0038 - SLS Fair report
Empfanger bei Wiedervorlage E-Mail: WivoAE 0039 - Vertrige

Empfanger bei Wiedervorlage Postkorb: WivoAP Master database: I 0044 - Legs

0050 — Competitor Documen®

|»

Customer /Supplier No.: KuLiNr

E-mail: email

Empfénger bei Wiedervorlage ist Vorgesetzter: WivoAY Search with field in master: I 0051 - Dress reports
Empfanger zu Ablauf Gultigkeit E-Mail: GuelAE Default value: l— 0053 - Drawings
Empféanger zu Ablauf Giiltigkeit Postkorb: Guelap 0058 - SLS Visiting Repor

o R R R i

Input mask: I 0083 - Supplier Price lis
Fmnfinnar =1 Ahl=of Giiltinkeit iet Varnesestetar Gosl Ay LI pu

0088 - Finance Invoice:

Sort [~ Display unused fields Field name: I 0059 - Belegleser Dokumen

[~ Display system fields 0101 - Zbrechnungsbeleg -

[~ Show change details Save Close

Note:

Blue fields are required fields, light blue fields are mandatory fields with item recording; yellow fields
are optional fields, light yellow fields are optional fields with item recording.
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If you then click on a field, the middle area is also filled with the field properties.

r MaskconﬁguratioP N 5 Eléu

File Extras Settings Info
Active fields: ~Field properties Program mask:
= ¥ Show selection boxes ISG” Kofax LI
[~ Display field positions Document types:
Serrnber o
Field . - 0002 - SLS Offer
1€ld name: IFlfma 0003 - 5L§ Caleulation
Offer No.: Angebhir Display length (in pixels): o 0004 - SLE Order )
E al Document No.: FBelNr : 0005 - S5LS Order cunflr:ma'=
= direction: I l 000& - 5L5 M. fact Doy| =
Crder Mo. (internal): Auftrr fixed = 0007 - SLS T e

Delivery note

Projektrummer: Projir Required field: Yes - 0008 - SLS Shipment Docum
Projektbezeichnung: Projez Field type: [comboox =] || [ 2202 - Si8 Inveice

o_] T o) b ComboBox b 0010 - 5LS Credit memo
Delivery Note No.: Lfshr Fill out field with: l— 0011 - SLS Specifications
Invoice Mo.: RechMr ) 0012 - Supplier Enguiry
Customer/Supplier No.: Kui e Alignment: |ﬁu5h left vl 0013 - Supplier Offer

0014 - Supplier Order
0015 - Supplier Order con:

E-mail: email Read with company: No - 001& - Supplier Order rem
0017 - Supplier Delivery 1

PLZ: PLZ ComboBox without entry:ohne E”qNo vl 0012 - Supplier Return no
Location: Ort

001% - Supplier Invoice

LKZ: LKZ Delete field: Inever delete field vl 0020 - Supplier Credit me:

Write protected: Mo -

o 0026 - Product informatio
i : Capitalization: I l
(R j = normal font/charact: ¥ 002% - Service contract
Check master field: Ivalue must be found vl 0033 - SLS Correspondence
Available fields: 0034 - Supplier Correspon:
Check length: Mo - 0035 — Service report
1. Empféanger bei Archivierung Postkorb: InfoAP it Access type for master access: 0038 - SLS Reminder
1. Emofa bei Archivi et Vi InfodV D flush left hd 0037 - Supplier reminder
- er ivierung ist Vorgesetzter: -
2 _ng - 4 g Transfer field from master: I 0038 - 5L5 Fair report
1. Empfénger bei Wiedervorlage E-Mail: WiVoAE 0039 - Vertrige
1. Empféanger bei Wiedervorlage Postkorb: WivoAP Master database: I 0044 - Logs
0050 - Competitor Documen:
1. Empfénger bei Wiedervorlage ist zter: WivoAY Search with field in master: I 0051 - Press reports
1. Empfénger zu Ablauf Gltigkeit E-Mail: GuelAE Default value: lUl— 0053 - Drawings
1. Empfanger zu Ablauf Giltigkeit Postkorb: Guelap 00S& - SIS Visiting Repor
N e - Input mask: 0063 - Supplier Price lis:
1 Fmnfinner =1 Ahlanf Giltinkeit ict Unrascatzher Gial Ay I 0088 - Finomee Tnvoice:
Sort | [ Display unused fields Field name: ICompany: 0093 - Belegleser Dokumen
I Display system figlds 0101 - Zbrechnungsbeleg -

[~ Show change details Save Close
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3. Menu bar

File | Extras Setting

Save

Close

File — Save (1)
With this command, the changes made are implemented. Alternatively, a button in the footer is also
available.

File — Close (2)

With this command, the HABEL mask configuration is ended. If you have not saved the changes that
you have made, these will also not be adopted. You can also close the program via the button "Close"
in the footer or the X in the top right hand corner of the mask.

[~ Show change details o Ea'uee Close |

X
o N )

File | Extras | Settings Info

Activ Document types adminstration
Document group overview
Generate new program mask from the entry screen
Do Copy mask to
Restore [

Create new database fields

Extras — Document type administration

With this menu item, the document type administration is started. There, the clients, document groups
and masks are assigned to the document types, among others. Details see Point 6 (Document types
administration).
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Extras — Document group overview

Overview which document type is assigned to which document group. What is a document group? A
document group is the combination of similar document types. There are document groups for the
retrieval, data entry programs, etc. Different program functions can be coupled to the document group;
this is normally derived from the document group name (e.g. retrieval HR correction). Can also be
reached via the pull-down menu in the selection of the program mask

Receipt group overview - @
Select document type: E wists in receipt group:

€01 - Habel DIG Allgemein

0002 - VE hngebot ~ | |FO1l - Archive printer Allgemein

0003 - VE Ealkulation =| |R01 — Rllgemein

0004 - VE Bestellung 1 ROE - DIV

0005 - VE Ruftragskbest@tigung — |501 - Scan EFE/TWHN,/CLI AZllgemein

000 - VE Fertigungsauftrag Z01 - ScanfSnap Allgemein

0007 - VE Lieferachein

0008 - VE Speditionsauftrag

000% - VE Rechnung

0010 - VE Gutachrift

0011 - VE Pflichtenheft

0012 - EE Anfrage

0013 - EF Angebot

0014 - EE Bestellung

0015 - EE RZuftragskbestitigung

001e - EE Liefermashnung

0017 - EE Lieferschein

Program mask:
0018 - EE Ricklieferschein
0013 - EE Rechnung Scan Kofax =l
0020 - EE Gutschrift Document types:
002 - Produktinformation
0025% - Wartungswvertrage s SLE Offer
nn2e — ¥ Farrosmondans

5L5 Calcu
SLS Order

h Docurnent group overview

Copy mask to
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r
Mask configuration

File | Extras | Settings Info

Active Document types adminstration properties
Document group overview Show selection boxes
Generate new program mask from the entry screen Display field positions
Copy maskto al number: IW
Restore 3 Restore HDHABCFG
Create new database fields Restore HDHABPAR

Extras — Generate new program mask from the entry screenthe entry screen

With this command, new masks can be generated from existing data entry masks. Important: Via the
menu Settings — Default values for new fields, it is defined how the field properties of a new mask will
be. If a new program mask is generated from a data entry mask, it should be ensured that expedient
data are stored here. For instance, required fields that make little sense in a retrieval mask are stored
in the data entry mask. Details see Point 7 (Creating and copying masks).

Extras — Copy mask to
With this command, any masks can be copied to other masks (e.g. after changing the retrieval masks,
these can also be adopted to the data entry masks or post basket masks). Details see page X

Extras — Restore

item, the changes can be reset accordingly. You will receive a query which of the back-ups you would
like to use for the restoration.

Offnen W — ﬁ
Suchen in: | | backup j £ EF-

Marne : Anderungsdatum Ty

| belegleser 27.05.201017:39 0}

| HDHABCFG.TXT.2011062813403100000001.T... 28.06.201113:38 Te

1 | 1 3

Dateiname: ||
Dateityp: |HDHABCFG Backup | Abbrechen |
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File | Extras | Settings Info

Active Docurment types adminstration

Docurment group overview

Generate new program mask from the entry screen
Do Copy mask to

Restore *
Zj Create new database fields

Extras — Create new database fields
Via this menu item, it is possible (if MySQL and/or MSSQL database is available) to create new fields
(i.e. search criteria) for the database. Details see Point 5 (create new database fields).

File Extras [Settings] Info

Active fields: | & Ask about comprehensive changes each time

Always for all document types
Always for other masks

Save the last mask selection and do not ask again

Default values for new fields

Settings — Ask about comprehensivecomprehensive changes each time
"ComprehensiveComprehensive changes" means changes that could possibly also be adopted into
other masks or document types. If " Ask about comprehensive changes each time comprehensive" is
activated (recognizable by the tick before the menu item), the other commands "Always for all
document types"”, "Always for other masks" and "Save last mask selection and do not ask again" are
grayed out and cannot be selected any more. With each comprehensivecomprehensive change, it is
now asked whether these changes should also be adopted into other document types or masks. If this
command is not activated, the following three commands can be used:

Settings - Always for all document types

All comprehensive changes such as e.g. the adding of fields that have not been active up to now are
adopted for all document types. Important: If you have this function active, the changes are adopted
for all document types without a renewed request!

Settings - Always for other masks

All comprehensive changes such as e.g. the activation of required fields are adopted for all masks.
Important: If you have this function active, the changes are adopted for all document types without a
renewed request!

Settings - Save last mask selection and do not ask again
The last selection made after the query will be adopted in future without a renewed request.
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File Extras [Settings] Info

Active fields: |« Ack about comprehensive changes each time

il

Offer No.: A Default values for new fields

Settings — Default values for new fields
If you frequently use the same values for new database fields, you can store specifications that are

used when creating new fields. For this, you use the command "Default value for new fields" and store
the required definitions.

If program masks are created from data entry masks via menu Extras - Generate new program mask
from the entry screen, it is absolutely necessary that the correct data are pre-defined for retrieval
masks (required field: no, etc.).

Enter default values for new fields

Mask type: I Ertry screen

—Field propertie

[ Display figld positions

Check master field:

=
E
-
| o 4

Dizplay length [in pixels): |1 A t
Search direction: In,:, editing |
Required field: IND LI J
Field type: IStandard |
Fill ot field with: I }
Alignment: | lush left |
"white pratected: IND LI \
Read with company: INU ;I (
ComnboB ox without entry: IND ;I i
Delete field: Iheader fiedd | (
Capitalization; Inu:urmal font/characte v | -

i<

walue must be found
Y -n’- » o —

Page 59 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

N WE CONVERT DOCUMENTS INTO ENERGY

IV. Administration
HABEL MASK EDITOR

4. Administration of search criteria (database fields)

In order to activate existing fields within document types, to carry out changes with regard to
required/optional fields, etc. or to create new fields, comprehensive options are available in the
HABEL MASK CONFIGURATION.

When you have selected the program mask and within this the document type, the active and
available fields are displayed in the left-hand section of the program.

-
Mask configuration l E@ﬂ

File Extras Settings Info

Active fields:

Field properties Program mask:
[+ Show selection boxes |Scan Kofax j

Doamepe st I ey b ot i
Document o r seralrumber —

0002 - S5L5 Offer

Offer Mo.: AngebMr

Display length {in pixels): li 0004 - S5LE Order
External Document Mo. : FBelNr "JG"Jé 5LS Order confirma
Order Mo, (internal): Auftrir 333:
Projektnummer: Projir Required field: I—L| 0008
Projektbezeichnung: ProjBez Field type: I—L| 3323
Delivery Note No.: LfsNr

Fill out field with: 0011

Invoice Mo.: Rechr : 001z
" . T Ali t:

Customer [Supplier No. : KuLiNr ‘gnmen A 0013

m

SLS Manufacture Doy
5LS Delivery note
5L5 Shipment Docum
SLS Invoice

SLS Credit memo
5L5 Specifications
Supplier Enguiry
Supplier Qffer
Supplier Order
Supplier Order con:
Supplier Order rem
Supplier Deliwvery 1
Supplier Beturn no
Supplier Invoice
Supplier Credit me:
Product information

0014

Write protected: - 0015
E-mail: email Read with company: - oole
0017

PLZ: PLZ

ComboBox without entry:ohne Eing - 0018

Location: Ort 0013
LKZ: LKZ Delete field: = 0020
P nozeE

Article No.: Arthr j Capitalization: - 00;;
Check master field: - 0033
0034

Check length: - 0035

Service contract
5L5 Correspondence
Supplier Correspor:
Service report

Available fields:

1. Empfanger bei Archivierung Pos Access type for master access: I—L| 0036 - 5LS Reminder

X X - N ' 0037 - Supplier reminder
1. Empfanger bei Archivierung ist Vorgesetzter: InfoAV m -

plang d = Transfer field from master: 0038 - 5LS Fair report

1. Empfanger bei Wiedervorlage E-Mail: WivoAE 0033 - Vertrige
1. Empfanger bei Wiedervorlage Postkorb: WivoaP Master database: 0044 - Logs

= o = = . . 0050 Competitor Documen:
1. Empfanger bei Wiedervorlage ist Vorgesetzter: WivoAY Search with field in master: 0051 - Press reports
1. Empfanger zu Ablauf Giltigkeit E-Mail: GuelAE Default value: li 0053 Drawings
1. Empfénger zu Ablauf Giiltigkeit Postkorb: GuelAP 008& - SLS Visiting Repor

- Input mask: 0083 Supplier Price lis

1 Fmnfinner 711 Ahlanf Giilfinkeit it Yarnecatzter GalAy oogs

Finance Invoice:
Belegleser Dokumen:
Abrechnungsbeleg -

Sort [ Display unused fields Field name: 0039

r 0101

[~ Show change details | Close |

The active fields (1) indicate all database fields that are visible for this document type in the mask. The
different colorings of the fields indicate whether it is optional fields (yellow), optional fields with position
recording (light yellow), required fields (blue) or required fields with position recording (light blue).

All database fields that have not been used for this document type to date but are available in the
database are classified under "available fields" (2).
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4 If there are fields available in the database
f that have not been used to date in any
mask, these are "unused fields". You can
have these displayed by setting a tick next
to "Display unused fields". In addition, the
command "Display system fields"
becomes active. The "System fields" term
refers to the fields that are not intended for
the actual search but are important for
internal purposes.

Available fields:

. Empfanaer bei Archivierung Postkorb: InfoAP
. Empfénager bei Archivierung ist Vorgesetzter: InfoAv #
. Empfanger bei Wiedervaorlage E-Mail: WivoAE
. Empfanaer bei Wiedervorlage Postkarb: WivoaAP 4
. Empfanaer bei Wiedervarlage ist Vorgesetzter: Wivoay /
J
1\.

. Empfanager zu Ablauf Glltigkeit E-Mail: GuelAE

. Empfanager zu Ablauf Glltigkeit Postkorb: GuelAP
Franfanner 71 Ahlanf Giillinksit iet Wnrneestztar Ghslay

P e P P I P ) e

v Dispiay unused fieids: These fields are displayed in light gray
sort [ Dl System fiekis font in the "Available fields" section.
v @ oo A f

-

In order to activate database fields for this document type, to move them from the "Available fields"
column into the "Active Fields" section, the available fields are to be pulled to the active fields by
drag&drop. Conversely, active fields can also be hidden for the usage by them being pulled back into
the "Available fields" column.

After the change has been saved, the order of the fields can also be changed. For this —
purpose, the "Sort" button is to be activated and the order set in the selection box.
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The order of the fields, as they are set here, is the

Change o @ standard order of the mask. Each user can set the
Company: Firma " order of the fleIC{s h|mself/her'self within the mask
Document type: Belart (usgr-dependent, in the respective mask' such as e.g.
Unterbelegart: UBelrt | retrieval mask, data entry mask, etc.). Fields that are
Document Mo.: Bart 3 not used by the user can also be hidden individually
Barcode: Barl there.

Document date: Bellit
Offer Mo.: AngebMr )
Order Nao.: Besthr In order to move fields for the standard mask to
External Document Mo.: FBelMr another place, the "Sort" command is used in the

Service report No.: ServNr ol | HABEL MASK CONFIGURATION.

Contract Mo, WertrMr
Order Mo finternall; Attt
Order Mo [internal]; Attt
Delivery Hote Mo LisMr
|Fvoice Mo.: RechMr

Credit Memo Mo GeMr : " " . wi
Request No: Anfrhr Via the "Save" button, the changes are adopted; with

Customer/Supplier Mo.: KuLiMr "Cancel" you can leave the box without any changes

Customer/Supplier Mo.: KuLiMr (2).
Perzonal-Mr.; K.uLiMr
Marme: KuLiMam
Marme: KuLiMam
Marme: KuLiMam
E-mail: email

E-mail: email

PLE: PLE
PLZ: PLZ
PLE: PLE

Location: Ort
Location: Ort

Initially, the field is to be highlighted with a click and
can then be moved up and down with the arrows (1).

Save | Cancel
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In order to carry out changes for the database field yourself, various options are available under the

"Field properties" section.

Field properties
[v Show selection boxes
[ Display field positions

Serial number;

013
Field name: |.-5.uﬂ:rNr
Display length (in pixels): |15|:|

||'u:- editing J
Required field: |N|:| j
Field type: 9 |master with Aimdex |
Fill out field with: |
Alignment:; |1:|,_,S|-I left ﬂ
Write protected: |N,:, j
Read with company: |N|:| ﬂ

ComboBox without entry:ohne EinglNEI j
|header field j
|n|:|rma| fc-nt,."dﬁarau:tfj

|a beep sounds if n-:utﬂ

Delete field:

Capitalization:

Chedk master field:

~

Chedk length: |N|:| ﬂ
Access type for master access: |ﬂ|:|at[frEE]I j
Transfer field from master: |.ﬁ.u1"trNr

Master database: |HDHBL'5|25

Search with field in mas e |KuLiNam

Default value: |

Input mask: |

Field name:

|Clru:ler Mo, (internal):

Page 63

Only after clicking on the field in the "Active
fields" section or "Available fields" do the
field properties in the medium range of the
HABEL MASK CONFIGURATION become
active.

You can choose whether you want the view
of the field properties mnemonic with or
without selection boxes or as field positions
with or without selection boxes.

In order to work without selection boxes or
with field items, you should be familiar with
the existing administration of the search
criteria. You get the view of the field
properties in the form of number
abbreviations and parameters in order to
administer them.

Field properties
[v Show selection boxes
[v Display field positions

18-20 12 L

21-28 |.-5.u1"h'Nr

29-31 150 -
=

-

-
> re— ?‘

What is behind the individual field properties
is described in the sections below.

-l
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Field properties

[v Show selection boxes
[ Display field positions

Serial number: ||:| 13
Field name: |,.5|,_,1'-|J-Nr
Display length (in pixels): |15|:|
||'u:| editing J
Required field: |N|:| ﬂ

Serial number | The position of this database field

Field name Internal description of the field.

Display length | Indication of the display length of the field with non-shiftable fields in pixels (1
character incorporates around 8 pixels).

Search flush left/right |no editing -]
direction The value of the term sought is left/right-flush aligned in fush left
the field. flush ride
fixed
Fixed or float(free) float{free)

The value must tally precisely with the term sought |ogk ssarch™
(fixed) or it is sufficient if only parts of the database field information field
content match the term sought.

*SQL search*
* are placed before and behind the value entered, which triggers a float search
with SQL databases.

No editing
No longer active

Information field

Definition of this field for use as an information field. Information fields are
displayed as a note on the document and can be changed by users via the
"Change" button in "information” mode (without the existence of the HABEL
CORRECT module).

Required field | Here, it is set whether the field is to be a required field. |Nu:| j
Yes means: It is possible to leave the field without input,
but the field cannot be saved without input. Yes with H
check means: Leaving the field without input is not |yag with check
possible.
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| red e @) -
Field type Definition of the field type |
Standard a
Standard ComboBox h‘ F
Free entry of individual numbers, Egﬁgﬁ‘:ﬁ“” field 2
letters, words, etc. date field 4
date without mask (only search)
ComboBox* E
Definition as a selection box with pre- |field with information file h
defined terms. Combobox with detection option
field with information file + composite key
Information field Egsll_letae': E:fg ) E
no longer active master with Aimdex L
Aim master with information field E

Edit field
no longer active

Date field*

Date input can be carried out within this field. For this, the input of . as a divider
between day/month/year is not necessary. Abbreviations such as ., +1, -10,
etc. can also be used. The field has the format DD.MM.YYYY

Date without mask (only search)*
Unformatted field with the option of entering a date.

*Other settings necessary at different points (part of the advanced administrator training)
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Field type Definition of the field type Standard -
ComboBox k =
Additional information with hit list* fjﬁrgflgﬂn field =
Access to index master with hit list. date field =
] o ) ] date without mask (only search)
Field with information file* additional information with hit list

Access to index master without hit list. ' [field with information file
Combobox with detection option
ComboBox with detection option* field with information file + composite key
Definiti . . . Boolean field (¥ /M)

efinition as a field with selection box | . ... a4
and also for free input. master with Aimdex [

Aim master with information field E

Field with information file + composite

key*

Access to index master without hit list, but to other key (example: the company
and name from the index master is taken into consideration for the result).

Boolean field (Y/N)*
Setting option whether it is a field with a selection "Yes/No".

Counter field*

Setting option whether it is a counter field. A serial number is awarded within a
counter field via the functional key or menu access and this number can be
used, for instance, to merge host data (see I. Recording — The Electronic Barcode)

Master with Aimdex*

Definition of this field as a field with master access. After entry of a value in this
field, data from a master are used in order to be able to adopt the values from
this in the defined fields.

Aim master with information field*

As master with Aimdex, but a value is displayed in the field (example: Entry
post basket recipient name — Display of post basket recipient name and post
basket recipient number in the split field).

Delimitation index master — Aimdex master
With the index master, the search result is case-sensitive and the term must be entered in such a way
that it matches the hit starting from left to right.

*Other settings necessary at different points (part of the advanced administrator training)
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Fill out field with: |
Alignment: |ﬂ|_|sh left
Write protected: o

Read with company: |N.3

ComboBox without entry:ohne Eing|ND

Led Lol Lef Lef Lo

Delete field: |header field

Fill out field with | Definition with what character free spaces until the end of the field
(depending on field alignment left or right) are to be filled.

Alignment Definition, whether the values are to be aligned left- or e
right-flush in the database fields. flush right

Write-protected Definition (yes/no) whether the field content is write-protected so that this
cannot be filled by the user.

Read with | For fields with a master access or ComboBox, it

company can be defined that an Aimdex access applies. F—ﬂ
. . . access with company
During access, a filter with the company or the laccess nith company/document type

compiled key is thus placed over the company and document type for this.

ComboBox Definition (yes/no) whether the field has a one-part (yes) or a two-part
without entry ComboBox (no) (frequent example: Document type: key + name)
Delete field Can only be defined for the fields in the -3 rad

data entry masks nosition field

Head field only delete after 'Save position”)
The field is defined as a head field and is emptied after saving the data entry.

Position field
The field is defined as an item field and is emptied after the item is saved.

Never delete field
The value is retained also after the captured data are saved. Note: is the
standard setting with the creation of new database fields.

only delete after "Save position"
Field is emptied after "Save position" but remains filled after saving (of the
entire dossier).
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Capitalization: Inormal font/characts v |
Chedk master field: |a beep sounds if nu:utﬂ
Check length: INo ~|
Access type for master access: |ﬂ,:lat(ﬁ-EE:| j
Transfer field from master: |.-5.u1‘trNr
Capitalization If normal font/characters are not [ o Le s le o e e e e h e

changed is selected, the |writeall characters uppercase

Characters entered are not write all characters lowercase

changed. With fields that have been assigned "Write all characters
uppercase"”, everything is displayed in capitals after the characters have
been entered; with "Write all characters lowercase", the characters are
written in small letters. Depending on the definition of this field property, the
display is done independently of the actual syntax convention on entry.

Check master

field if not found, a dialog appears k
a beep sounds if not found
if not found, a dialog appears You can only leave by deleting.

For fields with which a master access is stored, the reaction can be defined
here. "Value must be found, ignore with Escape” is a standard feature and
means that it is possible to leave the field without a value having been found.

Check length Definition (yes/no), whether it should be checked if the number of characters
corresponds to the length of the database field.

Access type for | Definition how the type of search should be done in the master (flush
master access left/right or fixed according to the value in the field or freely according to
parts of the value in the field).

Transfer field | Is used if the value of another field can be adopted from the master into the
from master search field. E.g. Search in Customer numbers field with the customer name;
with selection of the hit (master access), the number is entered. Here, it is
entered which value (field name from master database) is written into the
database field.
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HOHBL925
KuLiMNam
Order Mo. (internal):

Master database

Definition of the file name of the master file/master database when the
master is accessed

Search with field
in master

Definition in which field in the master database the search is carried out with
the field content entered (field name from master database is to be entered).

Default value

Definition of values that are stored in the field in fixed form such as, for
instance, date of the present day (@Date).

Input mask Definition of the field formating (any number of characters, numerical
characters or dividers, etc.). Even if the field is not a required field, it can be
controlled how this field has to be filled.

Field name Text that describes the field in the mask (external description)

If you have activated "Show change details", you will receive the information as to how the change
would be reflected in the hdhabcfg after activating the "Save" button in order to be able to check the

changes again.

v Show change details Save ‘ Close
Transaction L}f
Status | N..| DB | Action | Status | Record
todo 0 hd._. TUPDATE before 00100100000000100120GebDat 1500000 ©
after 00100100000000100120GekbDat 1500000 O
todo 1  hd... TUPDATE before 00100100000000100118Eintrittl500000 O
after 00100100000000100119Eintritt1500000
todo Z hd... TUPDAIZ, before 00100100000000100048F8elNr 1500000
iﬂ » - —— . ,‘: -.:—te-i_ N P' i B W LAY T — '—““""/
You can then undo the changes (F6) or execute them (F9). If you end the program, the change will not
be adopted.
Undo everything [FE] ‘ Back one step [F7) ‘ Mext step [FB] ‘ Execute everything [F3] Cloze [ESC) |

After successful saving, you will receive a corresponding confirmation.
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F B
Information @

Change saved!
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Changes that you make to field properties can also be automatically adopted for other document types
and masks. If you have activated this function under menu Settings — Ask about comprehensive
changes each time, you will receive the following queries:

| Confirm - L] u1

Change field "Belegnurmmer: Barl" for all decument types that use this field?

Cancel |

and if there are several program masks

Confirm _—— ﬁ1

Accept the change in the field "Belegnummer: Barcode” in other program masks?

: Cancel |

you can select the respective mask here. P Mask selection @

[] Personal

[] Spedition

[ Tribiguity

[] Yertragsmanagernent
[] Adata Lohn/Persanal
[] Fidelio

Cancel |
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Note:
Subject to the requirement that the data entry masks are identical, changes in the masks of the data
entry programs have reciprocal effects on each other.

~
Information T M

The masks Scan Kofax, Archive printer, Habel DIG, ScanSnap, Scan Twain, Client Index are linked. Each change to this
mask affects the masks Scan Kofax, Archive printer, Habel DIG, ScanSnap, Scan Twain, Client Index,

-

Masks are identical if the search criteria are identical and the field properties have identical
characteristics. Although non-identical masks are more individual, they are more time-consuming to
maintain.

5. Create new database fields

Database fields that have not existed up to how can be set up via menu access Extras — Create new
database fields. After calling up the command, you will see a window in which you first have to select
the database for which the database field is created. First start with the "Retrieval" document group.
You will be automatically asked after creating new database fields whether you would also like to
adopt the changes into the data entry mask. If database fields are created for the COLD archiving and
the merging, you should start with the HDHABO70.

.

Create data fields (only mySQL) l = ﬂ—h,l
File

Database | ﬂ

hdhab070 [HDHABOYO)

Name hdhabB50 [habB50_doc)
hdhab870 [HDHABSYO)

hdhaber [HDHABERR]

hdhabocr [HDHABOCR)
hdhabpcn [HDHABFPCH

hdhbl030 [HDHELO30 [&llgemeinl]

L | »

hdhbl021 [HOHELOZ1 [Perzonal]] &

Move newly created fields by drag and drop

Feady Claze
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The existing database fields are displayed to you. You can reach the next menu via the "Create new

field" button.
d ™%
Create data fields (only mySQL) o | B &
File
Database | hdhblO30 (K -
| MNew field _J
M ame
Dateitdr Field name |
SeiteMr
Warmitr Label
ScCokz '
——n Field type
Firma Field length
Filiale
Belfrt K.ey field
LB elfrt
Barcode
Bellt
ErfDrat
AngebMr flpha
Besthr Bestell Mr Alpha ) Tre
FBelMr Fremdbelegrummer Alpha a0 True o
Create new field bove newly created fields by drag and drop
Ready Close
L "l

Please enter the queried criteria such as field name (internal description) and label (external
description). Via Field type, you select the type of field (numbers, letters, date, time, yes/no).

By selectlon,_ thg entry of the field length New field @
becomes active if it does not concern the

date, time or Boolean field (here, the field _
length is defined in fixed form). Field name Language

Label |Language

In order to include the field in the Aimdex or _
index, it must be defined as a key field. Only Field type
then is it pgsglble to make a retrieval Field length
according to this field.

K.ey field

TV e | Cloze |

Page 72 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

. U V£ CONVERT DOCUMENTS INTO ENERGY

IV. Administration
HABEL MASK EDITOR

Before adoption of the new field into the database by activating the "Create" button, it is asked
whether the changes should also be adopted into the back-up tables:

Confirm @

The field was adopted into the database and is now displayed without * in the table of the database
fields. The newly created field will stand at the very bottom of the order of fields and should be
correctly placed via Drag&Drop.

Create data fields (only mySQL) SRR X
File
Database | hahbld30 (HDHBLA3A [Algemein]) =]
Marme Dezcription Type Length | Index.. | =
DESURL URL unter das Handbu...  Alpha 255 True
DECHMr Sortierung Kapitel/ Abs... Alpha 5 True
DEDSWWHr Datei-/ Seite-/ Wormnu..,  Alpha 40 True
DEFields Alternativen zu Datei-! ... Alpha 255 True I
DECMame Mame des Kapitel/ Abs...  Alpha 50 True
DEPage Seitenangabe von- bis Alpha 100 True
DEDEBMame Datenbankname auz d...  Alpha 17 True
Betreff Betreff Alpha 150 True
Infa Infa Alpha 250 Tiue
HELPa:D H&BEL Pos. ID Zahl g True
HELFos5N HABEL Pos. 5M Zahl 2 True
Annir Annotationhr Alpha 10 Tiue
ArzBel Arizahl Seiten Alpha 5 Falze
GesBel Gezamt Seiten Alpha 5 Falze
Language Language Alpha 20 Tiue -
Create new field Move newly created fields by drag and drop
Ready Cloze

In order to be able to assign the field to the document types, you change back into the program mask
and tick "Display unused fields" below "Available fields". The new field is displayed among the
available fields and can be moved into the "Active fields" section. You can then also "fine-tune" the
new field via field properties.

Note: New fields are automatically adopted into all databases that are defined as identical to one
another. The fields are to be entered manually for all other databases.
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6. Administer item fields

In order to define database fields as item fields, a separate program mask is defined in the mask
configuration for the respective database and mask (retrieval/data entry/post basket mask). If this is
selected, you will see all the database fields displayed in the "Active fields" overview that have already
been activated for recording items. In order to activate other fields to record the item, these are moved
from the "Available fields" box into the "Active fields" box.

-
Mask configuration ‘ E=nnc

— .
File Extras Settings Info

Active fields: —Field properties Program mask:
Artikelnummer Arthr [ show selection boxes IAIIgemein (PosBox) o LI
Artikelbezeichnung ArtBez LEsagisdasion H
) L 0001 - SLS Enquiry -~
Display length (in pixels): I 0007 - LS offer ol
Sortbezeichnung: l— 0003 - S5LS Calculation
0004 - SLS Order
Headerbezeichnung: I 0005 - SLS Order confirma:
000& - SLS Manufacture Do
0007 - SLS Delivery note
0008 - S5LS Shipment Docum
0003 - SLS Inveoice
0010 - SLS Credit memo
0011 - 5LS Specifications
001Z - Supplier Enquiry
| 0013 - Supplier Offer
t 0014 - Supplier Order
0015 - Supplier Order comn
001& - Supplier Order rem
0017 - Supplier Delivery 1
[ 0018 - Supplier Return no’
001% - Supplier Invoice
0020 - Supplier Credit mes”
002& - Product informatio
0023 - Service contract
0033 - 5LS Correspondence
0034 - Supplier Corresponi
Available fields: 0035 - Service report
== 0038 - S5LS Reminder
Einzelpreis EPreis [ 0037 - Supplier reminder
- . 0038 - SLS Fair report
Fremdartikelbezeichnung FArtBez 0035 - Vertrige
Fremdartikelnummer FArthr 0044 - Support
Gesamtpreis PosBet 0050 - Competitor Documen’
0051 - Press reports
Konto Konto !}_ 0053 - Drawings
Konto Bez. ko 005& — SLS Visiting Repor
Kostenstelle Ksthr | 0083 - Supplier Price lis
Knatenatells Rer KetRer |:| 0086 - Finance Invaoice:
0070 - Bewerbung |
Sort | I~ Display unused figlds 005% - Belegleser Dokumen
I~ Display system Figlds 018€ - Fundenzeichnung -
¥ Show change details Save Close
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7. Document types administration

In order to create new document types, select the document type editor via menu access Extras -
Document types administration.

F T ——— — - =] h
Document type editor I —— u_‘ﬂ

0001 - SLS Enquiry » Receipt group:
0002 - 5LS Offer | [ =01 - Habel DIG Rllgemein

0003 - SLS Calculation [T oz - Hzskel DIG Derscnzl [:
0004 - SLS Order L €03 - Habel DIC Spedition —

0005 - 5L5 Order confirmation |= Z04 - Habel DIG Vertragsmanagement

r
-
000& — 5L5 Manufacture Document [ zos - Hzkel DT
0007 - SLS Delivery note [ 207 - Hzkel DIG Fidelic
L HE — Rrchive printer Allgemein
o — Archive pri Personal
—

L S S —— P S T

0008 - SLS Shipment Document
000% - SLS Invoice

0010 - 5L5 Credit memo

0011 - 515 Specifications Cliant:
0012 - Supplier Enquiry

1

0013 - Supplier Offer |01 - EmbH & Co- HE ~ o
0014 - Supplier Crder F:Dg - ;:su;e?:en:anage:en: :ﬁbH |E|
0015 - Supplier Order confirmat r_i? - - 3i3e1}1gfngsgesellscha:: mbH | =
0018 - Supplier Order reminder r_;f B Hfg‘f?n":li:fx”

0017 - Supplier Deliwvery note — an ;;:5:‘;55"":“;_ S -
0018 - Supplier Return note

0019 - Supplier Invoice Subdocument type:

0020 - Supplier Credit memo

0026 - Product information

002% - Serviece contract

0033 - 5L5 Correspondence

0034 - Supplier Correspondence

0035 - Service report

0028 - SLS Reminder B

0037 - Supplier reminder
0038 - 5L5 Fair report
0035 - Vertrige 7 | |

Marme: Murnbeer:

[ Show change details ey | Delete ‘

Selection of the document type (1)
In the left-hand section, you can select the document type that you want to edit or use as a basis for a
new document type.

Document groups (2)

The existing document groups are listed in the upper middle section. By selecting the check box, the
respective document group is assigned to the currently marked document type. The selection can be
speeded up by selecting "All" or "None".
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Client (3)
In the middle section, you select the clients in which this document type is to be active. Here too, you
can use the "All" or "None" buttons.

Sub-document type (4)

If the document type has a sub-document type, these are displayed here and can be amended
("Change" button: only the description can be changed) or deleted ("Delete" button). With the "Add"
button, you create new/additional sub-document types for the selected document type. If you create
new document types that should also have sub-document types, the new document type first needs to
be saved and then selected to create sub-document types.

You are shown an input window with the option of entering the number and the name of the sub-
document type. After confirming the input, this sub-document type appears in the overview.

0004 - SLE COrder | | 203 - Habel DIG Spedition L= p
0005 - 5LS Order confirmation = [T eo2 - Hzbel DIC Subdocumenttype @
0008 - 5LS Manufacture Document [ goe - Habel DIC I\ )
0oo7 - SLS :)e:!.lvery note E_ [ €07 - Habel DIG W10l - Gesellsch._ -Vertrag s Mas
0008 - 5LS Shipment Document ¥ 001 - Zrchiwve pri V102 - Beteilig.-Vertrag o J
poos - SLS Inveice [ 202 - Arehive prdl| )03 _ geschafess. —Vertra E
. = ZtsZ. =]
0010 - 5LS Credit memo Clooa - _glli| o 0 Catzungen 1
ggif - ELS f‘_’e‘:if_ica'_:ims Client: V105 - Vollmachten v
0013 - SEE;::E Sggziw ¥ 01 - HABEL GobH & | |V106 - Miet—/Pachtv.Grund -
0014 - Supplier Order l'f°2 ~ HABEL Dolkumg jig; _ }éiEt_iPEChtj'IMb Al
_ . — W 03 - HABEL Beteil W - Consulting Vertrag
0015 - Supplier Order confirmat -
- . . ¥ 06 - Ungaern Volls V109 - Eaufvertrag KFZ
001: - Suppl:!.er Drdu_ar reminder Va7 - :)c:guc—rc:up o V110 - Leasingvertrag EFZ Man
0017 - Supplier Deliwvery note = o emrrmr - on 8 A o e e 7 ?l
0018 - Supplier Return note
0015 - Supplier Invoice Subdocurnent type: Murnber: |pu2 1 n
0020 - Supplier Credit memo E01 - Dzta Sheet
Name: [Intemal Infos
0025 - Serwvice contract
0033 - 5LS Correspondence 3
0034 - Supplier Correspondence
0035 - Service report
0028 - SLS Remindex [ Full text document type
093_’?‘— Supp}iEJE reminder Mame:
T meampe—iR it A ——— -y

For the definitive adoption of the new sub-document type to the highlighted document type, it is
necessary to save it. If the saving process is forgotten and the user changes to another document type
or if the program is closed, there is a prompt for confirmation whether the change is to be saved for
the document type (in this case product information).
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F —— -
Document type editor S — L@ﬁ
- —
Receipt o
0002 - 5LS Offer ¥ 201 - Habel DIG Rllgemein -
0003 - SL5 Cealculaticon | c0z - Hzbel DIG Derscnal E
0004 - SL5 Order _| |I” 03 - Habel DIG Spediticn —
0005 - SLS Order confirmation 3 |~ 204 - Habel DIE Vertragsmansgement
0006 - 5LS Manufacture Document 7 06 - Habel DIC 2Adata Al
0007 - SLS Delivery note | | 207 - Habel DIE Fidelio Mone
0008 - 5LS Shipment Document ¥ 201 - Archive printer Rllgemein
000% - 5LS Invoice [" oz - Archive printer Personal ae
0010 - SLS Credit memo M oran Ml dane e P e e
0011 - S5L5 Specificaticons ElEn
0012 - Supplier Enguiry
001% - Supplier Offer ¥ 01 - HABEL GombH & Co. EG -
0014 - Supplier Crder v 0z - HABEL Dokumentenmanagement GmbH |=| Al
0015 - Supplier Order confirmst ¥ 0z - HAREL Beteiligungsgesellschaft mbH -
00l - Supplier Order reminder v Gf - Ungzarn TJGllEext MHaone
0017 - Supplier Delivery note E E:‘ B EEEEF—IEEE"KEt;_ S -
0018 - Supplier Return note |
001% - Supplier Inwvoice Subdocument type:
0020 - Supplier Credit memo
0026 - Product information Add
0023 - Service contract
0033 - S5L5 Correspondence
0024 - Supplier Correspondence
0035 - Service report
00%6 - 5L5 Reminder [ Full ket docurnent type
a037 - Suppl:l.?r reminder M Mumber:
0038 - 5S5L5 Fair report
0035 - Vertrage - |5L5 Enquiy [y
Copy document bpe ‘ [ Shaw change details Mew | Delete ‘ Close

Full-text document type (5)

use), the highlighted document type is defined as a full-text document type (exception: COLD
document types). Via Autojob, the documents archived in future in this document type are now fully
text-indexed and can be searched correspondingly via full text (see Il. Retrieval — full-text search). If
documents are to be full-text indexed subsequently, this is not possible via this function. Instead, this
must be done by HABEL.

Name (16)
Here, you can define the external description (i.e. the text as it appears in the mask as a description of
the database field). The internal description cannot be changed.

Number (7)

Here, you can enter the document type key (is also a retrieval field in combination with the document
type) (only possible for creation of new entry).
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Copy document type ‘ Mew ‘ ‘ Delete | Cloze |

Copy document type

If you activate the "Copy document type" button, a new document type with the same criteria is
prepared (the "Name" and "Number" fields are emptied). Please enter the new values in the "Name"
and/or "Number" field and save the process. The new document type is inserted.

Show change details

As already with changes in the field properties, you can also display the details for changes in the
document types and these are carried out in the hdhabpar in the background. With functional keys,
you adopt the changes or undo them.

Transaction A s S

Status |N--| LB | Acotion | Status | Hecord ;
before HODRLGBELEGART o000l
after HOALGEELEGART 000101;02;03;0&;07;08;059;10;

todo T...hd... DELETE befor HDALGBELEGRRTO00100101;02;03;06;07-08;059;10; ‘_\

todo T...hd_._._. TUEDRTE before HOALGRELEGERE P0z20082;00853;0084;0085; /
fter HIY T LEGGRE A% ZAA0T ANAAWOE ] ; 0 QRE--NE0N: .,

A S Y ok LU GERE geon 1;006%

New

With the "New" button, all activated fields for the document group and client allocation as well as for
full text, name, number and sub-document are emptied. You can create the new document type by
entering the name and number and carrying out the allocations to the document groups and clients
accordingly. If the new document type is to be indexed by full text, activate the field "Full-text
document type". The new document type is available to you in the overview on the left-hand side after
saving.

Save
Creating new entries or changing document types is concluded by the saving process. For this, you
use the "Save" button.

Delete

If you do not require any document types any longer, you can remove these via the "Delete" button.
Please note that you will then only have access to documents that were archived under this document
type during the retrieval without selection of a document type.

Close
To quit the document type administration, activate the "Close" button.
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8. Creating and/or copying masks

New masks can be created under the menu item Extras — Generate new program mask from the entry
screen. Masks can always only be generated from data entry masks as a retrieval mask has not
usually defined any required fields or item entry.

The data entry program is to be selected as a source that is to provide the mask for another program
(goal — selection of the databases already created). Irrespective of which program mask has been
selected in the right-hand selection, only the masks which are possible for copying are displayed as a

source.
i Y
Generate new program mask from the entry screen @M
Source Target:
Scan Kofax [PosBox] ]
Client Index [FosB o] il Save Claze |

4

If you have activated "Show change details", you will receive an overview of the hdhabcfg with the
changes carried out.

8 Tnocton L -

Status Action

00100100000000200001Firma 40X101 0
todo T...hd... DELETE befor 0010010000000020000ZBelazt 40¥001 0 {als]
todo T...hd... DELETE befor 00100100000000200003Bellt 100F000 O oa -+
todo T...hd... DELETE befor 00100100000000200004Barcode Z00F000 O oa ’
todo T...hd... DELETE befor 00100100000000200005AngebNr Z00W000 O oa X
todo T...hd... DELETE befor 00100100000000200008RufterNxr Z00W000 O oa
tado 7...hd... DELETE befor 00100100000000200007LEsNE Z00W000 0 aa {
todo T...hd... DELETE befor 00100100000000200008RechNr  Z00W0O00 O oa )
todo T...hd... DELETE befor 00100100000000200005GsHe Z00W000 0 oa (
todo T...hd... DELETE befor 00100100000000200010AnferNr  Z00WOO0OD O {als]

4l = 2 -0

tu_e}u 1'“_1;_. E_J E%EE*:} for_ _F_y’ Ul&qﬁﬂ?&?ﬂa_ﬂdﬂﬂ}jyﬂr'i: f?? ?'U_- B J -

At this point, you have the option of undoing the change (F6) or adopting it after checking it (F9).
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You can copy masks from document type to document type in order to adopt the same structure of
database fields for the other document type. For this, you use the menu Extras — Copy mask to or the
pull-down menu via a right-hand click in the area of the program mask selection. You will receive a
selection window in which you select the source mask and the target mask.

Copy mask @

Maszk aof the document twpe

002E - Product information ﬂ

Copy according to document type

The settings that have been made for the source document type (here document type 26) will be
adopted for the target document type (here document type 24) after saving. Changes that are made
subsequently to one of the two masks do not have any effect on the respective other masks as no link
has been created as a result of the copying.

Delimitation "Generate new program mask fom the entry screen" compared to "Copy mask to"
With "Generate new program mask fom the entry screen ", entire masks with their complete content
incl. all document types are adopted; with "Copy masks to", a selection of the document type is
necessary, which is why the masks can only be copied from document type to document type.
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Error lists

1. General

With the introduction of the document management system, primarily in conjunction with the modules
"Cold" and "Autoindex", a large number of rules is usually agreed, set up and activated. This set of
rules results from specification/organization discussions. Errors may be a result of unknown processes
as part of the archiving or due to deviation from defined processes.

For the editing of the errors, the so-called error lists (program hphab755), consisting of the "List of
missing host data" and the "List of documents not yet scanned", are available. In the "List of missing
host data", the transactions are listed for which there are no data for the indexing of the documents
from another system such as ERP, financial accounting, etc.; in contrast, the "List of documents not
yet scanned” includes the dossiers with which these systems have already supplied HOST data but no
scanned document or archived dossier is available for this.

Terminology:
Host data are data that are provided by another system (e.g. ERP, financial accounting, HR, etc. or

consignment data of a forwarding network). Host data are also called index data.

Merging means the bringing together of the index data with the respective document. For this, a
unique criterion is awarded that is concluded in both the index data and in the document (for instance
a barcode).

How such errors can occur and how they can be solved is dealt with in detail in the Error lists training.

We therefore recommend that the employee responsible for the error lists participates in the training
course. Note: The employee does not have to be an administrator.
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2. Program structure

A program that contains both lists is available for the editing of the error lists. It can be selected via a
selection box which of the two lists is to be currently edited. After selection of the list, various search
criteria can be pre-defined for which the error entries are to be checked (e.g. different companies or
individual document types and scanning periods). By activating the search button, the corresponding
data are then displayed in the window.

IR S o o o ——— | <
File Edit Extras View Info

Zoom in docurment Print dacurnenk Print error log Analysis Delete record

Drag column to sort in here. Select list type:

List of documents not yet scanned (HDHABO70)

[ show already merged host data

‘ Search

Save changes ‘

Select list wpe: ‘

[List of mizzing host data - ‘ Refresh ‘
PESmpa 02 EHABEL Dokumentenm v

Document by, (0001 [SLS Enguiny -

Barcode 9554 l Quit ]

[] S5how already merged host data

Mew Search
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HABEL - Error logs

File Edit Extras Wiew Info

O 0:

Zoom in document Print document

.=

rint error log

O+

Analyse

Meaning Explanation

The document is
displayed in full-image
mode. To close this
preview, click on X

Enlarge document

'I_{\

Print file The document is printed out.

The list (not the respective documents) is

Print error list printed out.

Start the analysis (this point is dealt with in

The hit list is updated after the deletion

Analysis more detail below)
Deletes the highlighted record from the error
: list (document remains in the archive).* Note:
: ©® Delete record

Note:

(5 2%

Delete recaord

Menu selection / Functional key i

Display — Zoom in document
F11

File — Print — Print document
CTRL +D

File — Print — Print error log
CTRL +L

Edit — Analysis
CTRL +W

Edit — Delete record
CTRL +R

Zoom in document and Print document does not apply with the list of documents not yet scanned as

no document exists there.

* If entries are to be deleted in the list of documents not yet scanned,

the following query asks whether the entry should be deleted in r

full and thus not be available for further merging processes or Confirm

=

should only be highlighted as merged.

Page 83

)| Only mark entry as supplernented? Click "yes", if you
%¥" want to mark this entry as supplemented, or "no” to
delete it completely.(Remark: Subsequent
barcode-receipts won't be supplemented until new data
iz available)

[yes JI

Mo ][ Cancel ]
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Additional commands that can be reached via the menu selection

New instance in the menu file means that the program can be
File | Edit Extras View Info opened again in order to call up e.g. other error lists in parallel.

Mew instance h Ctrl+Y
3

Print
Quit Alt+F4
m&trﬂs View Info With the command "Export to HTML", the table displayed in
the error list can be exported to HTML.
Adjust color Ctrl+ 0}
Merging Ctrl+ M

Export to HTML |\3.

Yiew | Info With the command "Columns” under the "View" menu,
_ additional columns can be adopted into the hit list.
Zoom in decument F11
Colurmns % Ctrl+F3
v | Optimal column-width Ctrl+0
View | Info With "Optimal column width", you can adjust the hit list.
Foom in document F11
Columns Ctrl+F3

v Optimal column-width Ik_ Ctrl+0

Page 84 www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

N \WE CONVERT DOCUMENTS INTO ENERGY

IV. Administration

Error lists
HABEL - Error logs
File Edit Extras View Info
A & & o
Zoam in document  Print document Print error Jog Analyse Deleﬁcnrd
e Anpassung
£ Fehler L r Fim Beh Beleghur
B 2 ml— 210 |0m 9579
& 2=Scan,1=Cald | - 2(07 |0Mm 9528
2 ||| Absender Land: £ 2101 (001 9524
4 || |Absender Mame:; 2|02 |00C 9554
2| | Abzender Mr.: 2|01 | 00C 9553
* Abzender Ort: 201 lom| 30049
2| || Absender PLZ: 202|001 30049
Abteilung
AD ata Avstrittzdatum
AData Betrieb
Adata Krankenkazze
Adata Krankenkazsenbeze
AD ata Machnarne
AD ata Personal-Mr
Al ata Rantanwarcirhaninn
Extras  View Info With the Stop command (or CTRL + T), queries (e.g. analyses)

Mew Search St,g!' that last a long time can be stopped. The command is only active
when a stop is also possible.

Stop Strg+T\
Refresh I} ‘)
St e SRR P B
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3. List of missing host data

To edit the list of missing host data, you activate the document preview (1) so that the document which
is in the retrieval is displayed to you for each selected process (2).

[fA] HABEL - Error logs [F=NEE

File Edit Extras View Info

H &  # o X

Zoom in document  Print document Frint errar log Analyze Delete record
Select list type:
8 — - - List of mizzing host data -
——————a LT £ Fehler  Dateinun WORM-M Benutzernarm Erfazsun Firn Beh Belegnur
2400027 1| mike.schmitt | 28/04/2 |02 |00C| 9554 Company HABEL Dokurmentenm v
2400028 1| mike.schmitt | 28/04/2 |07 |00Cf 9559 Documert ty...| 0017 | Supplisr Delivery nate =
240001 3 1| mike. schmitt | 28/04/2 |01 |00 9579 Barcode 300495
2400019 1| mike. schmitt | 28/04/2 |07 |00 9528
2400020 1| mike. schmitt | 28/04/2 |01 |00 9524
240002 1| mike. schmitt | 28/04/2 |01 |00 30049
Select all Strg+A
Create new host data record Strg+N
eady merged host data
Copy host data record Alt+C

View document in Retrieval G+G Mew Search
Columns strg+F3

Save changes

Merging Strg+M
I Refresh

Document preview o l Guat

7 records found

00 O

By activating the button "New search" (3), the entered criteria can be emptied. It can also be reached
via menu selection Edit — New search or functional key combination CTRL + S.

pull-down menu (right-hand mouse key on the hit list entry) (4) with which the document can be
displayed directly in the retrieval or access is possible for the selection of the columns.

If you have carried out changes, the "Refresh" button (5) is available and with this you can restructure
the list.

Via the "Quit" button (6), you can end the entire program, in addition to menu access or X.
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Grouping and sorting options in the error list

By simply pulling the required fields into the grouping field above the columns, the hit list is displayed
in grouped form. Groupings can be done based on all (and also several) fields. This means e.g. that
processes that consist of several pages can also be combined in a clearly structured manner. By
clicking on the respective column, this can also be sorted. The sort direction is displayed by the
triangle on the column title.

Drag -::u:-rt it here.

2400027 1/ mike.schmitt | 28/04/2|02 |00C
2400028 1 mike.schmitt | 28/04/2 01 [00C  J
o (el a1 ke sohgitt J7eanasz[ o g

£ Fehler  Datéihun WORM-M Benutzernarm Erfassun Fire Bel B.ﬂ@

r

Analysis (only with the use of MySQL database)
After pressing the Analysis button (1), proposals for solution are displayed per highlighted line. These
are highlighted in color (depending on error) (2) and described in detail via a comment window (3).

HABEL - Error logs
File Edit Extraz View Info

A & & + X

| Zoom in document  Print document Frint error log Analyze Delete record

WORM-Murnm: Benutzername Erfazzungedat Firma Beleg. Belegnummer
1| mik.e. schmitt 28/04/2008 (02 (0007 9554
1| mik.e. schmitt 28/04/2009 (M Q005 9559
1| mike schmitt 28/04/2008 |01 oos 9579

240001 3

A it /0472009 |01 0017 | 9528

hmitt SR/4/2009 |01 o017 | 9524
Enor causes: hmitt 5/04/2009 |01 0017 | 300435
~(Drgesay sz aly (meEEl hmitt /0472009 |02 0017 | 300496

Fropozal for zolution:
- Delete emror log entry.
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The following error codes are set as a standard. The color highlighting can be adapted individually via
the menu - Extras - Adjust color or functional key combination CTRL + Q.

Colour settings for error codes @
|I:|:|I|:|ur |Err|:|r code |Shu:urt deszcription | -
I 409E Wiong additional merging field.

2043 |hicomplete dossier
I 1024 kerged data found
B sz
[ izzing barcode
128 YWrong company and document type
B s Wrong document type
[ e W rong company
[ R Barcode was comected wvia Retrieval
B Compary waz corrected via Retrieval H
[ ! Document kwpe was corected in Betrieval g
| Already merged ’
QK ] [ Cancel

The errors and solution proposals need to be checked. With the following error codes, a correction is
proposed by the program:

512 Barcode wrongly aligned

128 Wrong company and document type

64 Wrong document type

32 Wrong company

Emor code: B4 =y

Eror causzes:
- E= existieren maglichenmeize die richtigen Mischdaten unter einer anderen Belegart, (0004

Show pozsible data

. Possible data =]
Propogal for salution:

Firma | Belagart |Barcode |Belegdatum |Ku/LiMn | Mame:

- Ehange docurnent type to 0004, m o004 | 9589 |os0s2009 |23m7  [inkercornect AG

Apply recard [ s
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If merged data are available that could, however, not be assigned to the document due to the wrong
barcode no., a correction is possible in the error list (1).

File Edit Extras View Info

A L 3 + X o

Zoom in document  Prink document Frint eror log Analyse [elete record Stop

Select list tppe:

Dirag colurmn ta sart in here.

- - - [ Lizt af miszing host data V]
IE Fehler Dateinummer  WORM-MNumme Benutzermame Erfassungsdat Fima Beleg. Belegnummer

2400027 1| mik.e.zchmitt 28/04/2009 |02 oo 9Rh4 Company ol HABEL GmbH & Ca. K. +

2400028 1| mik.e. schmitt 28/04/2003 |01 0o0s 9553 Document ty... 0015 | Supgleelder confim: +
B 2400013 1| mike. schmitt 28/04/2003 |01 05 9579 -9?44

2400019 1| mik.e. schmitt 28/04/2003 |01 omyz 9528

2400020 1| mik.e. schmitt 28/04/2003 |01 omz 9524

2400029 1| ke schmitt 28/04/2003 |01 0017 | 300495

2400030 1| mik.e. gchmitt 28/04/2003 |02 |0OMF | 300436

[ Shaw already merged host data

l Mew Search l

l Save changas l

l Refresh l

| |

7 records found

Compary )| HABEL GmbH & Co. K. = | For the change, click on the corresponding field in the
Docurment by, 0015 | Supplier Order confim: = | ight-hand  section. Please note that always only the

-@ entry of the highlighted line is changed.

If you would like to change the entire dossier (e.g. all pages of the document), highlight all the lines
that belong together by clicking on them with the CTRL key (2) pressed down.

Cirag column ta zort in here Select list tupe:
- - [List of mizzing host data i
Dateinummer  WORM-Mumme Benutzermame Erfassungzdat Fima EBeleg. Belegnummer
2400027 ik, schmitt 28/04/2009 | 9554 Compary o HABEL GmbH & Co. K‘
2400028 mik.e. schmitt 28/04/2009 9555 Document ty...| 0017 | Supplier Delivery note 1
mike. schmitt 28/04/2009 9579

]
i 1 ik schrit oo {

2400023 1| mike. schmitt 28/04/2009 | 300435
o gl pooa '_ﬂr@e.s?hmitt 2008 02 in‘m%’j. b g /

The data are adopted with the "Save changes" button or ‘

menu Edit — Save changes or CTRL + E. Save changes ‘
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In order to be able to link the data with one another and to be able to classify the correction in the error
list as correct, the merging can also be started manually at this point. For this, select in the menu bar
the entry Extras - Merging, the functional key combination CTRL + M or the pull-down menu. The data
are merged by transfer program; the entry no longer appears any more in the list.

Extras | View Info Dateinummer  WORM-Mumm: Benutzermame Erfazzungzdat Firma Be
Adjust color Ctri+Q 2400027 : |.. ...-..-.l-.—.-.:u 50004 .'-'_u'll'uj "
EleCt a rq+
Merging % Ctrl+M 2400026 2
Export to HTML 2400013 Create new host data record Strg+N
2400019
2400020 Copy host data record Alt+C
2400029 View document in Retrieval Strg+G
2400030
Columns Strg+F3
Merging b Strg+M

Error code 1024 merged data found is also corrected with the manual starting of the merging.

With dossiers for which no host data are provided any more, [Edit] Extras View Info
there is the option of creating a new host data record. This is

. ¢ Mew Search Strg+5
done via the menu Edit — Create new host data record, .
. . . op Strg+T
functional key combination CTRL + N or pull-down menu. e
Save changes Strg+E

A separate data entry mask opens up (see next page), in
which all search terms are entered and can be assigned to
the document using the identical barcode number. When the Select all Strg+A
host data record is created, it is checked whether the host Analyse Strg+W
data already exist in this combination — if this is the case, you
will receive an error message.

Delete record

Create new host data record Ib Strg+M

Copy host data record Alt+C
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|.= .=l 3| Note: Fields marked in bold represent

the key for the merging database and
should be filled.

[fA] Create host data A

0000003554

Drocument type

The host data record is included in the
list of documents not yet scanned and
linked after manual merging (1) via the

Dacurnent Mo,

Document date

Offer No. menu Extras - Merging or the
External Docurm... functional key combination CTRL + M
Order Mo [intermn... with the appropriate document.
Delivery Mote Mo, ] ]
‘ Invoice Mo, || IErtras] View Info
' Customer/Supp... » Adjust color Ctrl+Q
Name | Merging rl+M
| E 3 | R
£ Export to HTWIL
1 Lacation * | -
| uz 5
| Aticle N - In order to update the list after the
i ficte e 4 merging, use the "Refresh" button.
| '
Agticle name #
f Serial Mo
Subject
Infa

Create record ] ’ Cancel
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In the list of documents not yet scanned, there is also the possibility of filtering according to selected
criteria or to have all the data displayed. The hit list displays all host data that were handed over from
other systems and cannot be assigned to any document.
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-
@ e I I ==
File Edit Extras View Info
2 | & ‘ + ‘ ‘ o
Zoom in document Print document Print error log Analysis Deleécord Stop
Drag column to sortin here. Select list type:
- - . [List of documents not yet scanned (HDHABO70) v]
‘£ Fehler Firn Beleg Belegnummer Belegdatum  Ku/Li-N Mame
08 (0013 9504 6/1/2007 70528 |Bergmann Software Ring Company -
08 (0013 9504 6/1/2006 70528 |Bergmann Software Ring
08 |0013| 9574  |7/4/2006 70527 |DIGIIT Docume.... M
08 |0013| 9574  [s/y/2007 70527 |DIGIIT Barcode 9
08 |0014| 600203  |&/3/2006 70527 |DIGIIT Datum =
08 0014 | 600203 6/3/2007 70527 |DIGI-IT
08 0014 | 600205 6/2/2007 70528 |Bergmann Software Ring
08 (0014 | 600205 6/2/2007 70528 |Bergmann Software Ring
.I 08 (0015 9516 6/3/2007 70528 |Bergmann Software Ring
08 (0015 9516 6/3/2007 70528 |Bergmann Software Ring Show already merged host data
08 (0015 9579 7/8/2006 70527 |DIGI-IT
08 |0015| 9579 6/8/2007 70527 |DIGI-IT l Mew Search
08 |0017 9524 6/3/2007 70528 |Bergmann Software Ring
08 0017 9528 &/7/2007 70528 |Bergmann Software Ring Save changes
08 |0017 9585 7/18/2006 70527 |DIGI-IT
08 0017 | 9591 7/14/2006 (70527 |DIGLIT l Refresh I
08 (0019 9539 6/11/2007  |70523 |Bergmann Software Ring —
08 (0019 9539 6/11/2007  |70528 |Bergmann Software Ring
08 (0019 9590 7/22{2006 70527 |DIGI-IT =
» 08 (0019 9590 7/22{2006 70527 |DIGI-IT
L I Quit l
106 recerds found

Already merged dossiers can also be displayed if "Show already merged host data" (1) is activated
before clicking the "New search" button.

Host data records can also be copied in this list and these can be used for documents that exist in the
list of missing host data. This is done via the menu Edit — Copy host data record, functional key
combination CTRL + C or pull-down menu.

Select all

Create new host data record
Copy host data record

Yiew document in Retrieval

Columns

Merging

N

Strg+A

Strg+M
Alt+C
Strg+G

Strg+F3
Strg+M

The following data entry mask appears and is already filled with data that correspond to the selected

data record.
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Create host data —

Compatiy

If the data are not to be adopted in
identical form, changes are to be
carried out directly in the data entry
mask "Create host data". After the
record has been created, this is to be
found in the list of non-scanned
dcuments and is linked with the

Document type
Document Mo, (9574
Document date

Order Mo, B00203 appropriate document based on the
External Docurn..| 3348761589 barcode number after manual merging.
||| Delivery Mote Ma.
||| [rivoice Mo,
||| Customer/Supp..| 70527 »
I ¢
| Pz 7206 M. »
||| Lacation winterswijk »
| wz ML ®
| Aicle Mo, 10099 »
||| Article name Plazmon G24-1D0-Jukebos -
||| Sernial Mo.
|‘ Subject
|
|
’ Create record ] ’ Canizel

B

Analysis (only with the use of MySQL database)
After pressing the Analysis button, proposals for solution are displayed per highlighted line. These are
highlighted in color (depending on error) and described in further detail via a comment window. Here,
there are the error codes known from the list of missing host data (with the exception of the codes that
can be attributed to changes in the retrieval). In addition, there is also the error code 0 "Error unknown
(e.g. the dossier is not available or the document still has to be scanned).

EEiFehIer Firr Beleg Belegnurmmer

. 007 0012 500015
. moy |ao2| 500018
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Completeness check

1. General

are complete with regard to these numbers.

The program hphab310 is started via the icon. Q;E
L
2. P truct L
TR e ot sl
F
2 Vollstandigkeitskontrolle . CMMINN. i d momm o — I—lgﬁg
Dater  Info
EET

Datenbank: IGeneraI ;I Start |

Firma: | (01) HABEL GribH & Co. KG

=l
Filiale: | =l
=l

Belegart: I[DEIEIE] 5LS Order confirmation

Unterbelegart:

Zeitraurm; |EeIDt ;I |_._._

Belegkreis: IBarCDdE ;I I I M azke: I
Schritt; I‘l 3:

¥ Zuzammenfaszen? ¥ Meu selektieren Beenden |

P

In the upper part of the program, you select the database, the company, branch, document type and
sub-document type (depending on request), via which you would like to carry out the control (1). To
empty selected entries, you activate the back key on your keyboard.
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Zeitraunm IBeIDt ;I I_-_-_ I_-_-_
Belegkreis: |Barcode v [202130 202150 Maske:
Schritt: =
| Zusammenfazzen? —— ¥ Meu zelektieran

At the bottom, you enter whether you would like to check over a certain period of time (selection of all
date fields possible) or via a certain group of documents (selection of defined fields that can contain
numbers as a value is possible). In the "Mask" field, you can also store conditions that are complied
with for this document group (e.g. only 6-digit numbers, etc.).

Via the "Increment" selection field, you define at what intervals the search should be done from one
number to the next (1=every number, 2=every second number, etc.).

You can control the type of depiction with grouping:

Group = Yes Group = No
(Depiction of results from ... to) (Depiction of results individually)

T e AT

%

Datei Datei
Datum: 21.06.2011 - 16:17:27 Benutzer: mike.schmitt \ 1.01.05.0016 Datum: 21.06.2011 - 16:19:12 Benutzer: mike.schmitt \ 1.01.05.0016
Selektion: Firma :{01) HABEL GmbH s Co. KG Selektion: Firma :{01) HABEL GmbE & Co. KG
Belegart :{0005) VK Ruftragsbestatigung Belegart : {0005) VK Buftragsbestatigung
Schritt =1 Schritt 1
Zeitraum .. - . (BelDt) Zeitraum . - . (BelDt)
Belegkreis  :202130 - 202150 (Barcode) Belegkreis  :202130 - 202150 (Barcode)

Selektion ergab keine Datensatze!
Fehler: Von: 202131 Bis: 202151  REnzahl: 21

Selektion ergab keine Datensdtze!
Fehler: 202131
Fehler: 202132
Fehler: 202133
Fehler: 202134
Fehler: 202135
Fenler: 202136
Fehler: 202137

AN W w1 Y

NACAL A NI

A T SN S NN §j*£*£h€9?§"x.-\,_\_ P i N ¥,
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3 Result .
e i e

Datei

batum: 21.06.2011 - 16:20:35 Benutzer: mike.schmitt % 1.01.05.001é -
Selektion: Firma :{01) HRBEL GmkH & Co. KHG

Belegart : (0003) VK Auftragskbestatigqung
Schritt :1
Zeitraum T - e . (BelDt)
Belegkreis 1202130 - 202150 (Barcode)
Selektion ergab keine Datensatze!
Fehler: Von: 202131 Bis: 202151 Enzahl: 21

Drucken | Beenden

As a result, you receive an overview of the selection criteria (1) and the errors (2).
An error is when document numbers that cannot be found in the defined field in the archive are
displayed.

The group of numbers (with grouped display) that is missing and the number are displayed. In this
case, the document numbers 225612 and 225615 are available in the system; the others in the
document number group 225600 to 225680 are missing.

With the "Print" button, this overview can be printed out; with "Quit" you can return to the selection
program for the next test run. Incidentally: The values entered in the selection fields are retained so
that it is possible to recognize the number or period reached in the previous search when they are
next called up.
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4. Menu bar — Symbols

Via File menu, you can access various commands that are also available

3 Vellstindigkeitskontro as symbols.
Info
Start
Protokoll
Beenden N I
Start &

To start the program and display the results log based on the currently selected criteria.

Log o

To display the result log based on the currently selected criteria.

Quit "

Quits the program.
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Autojob

1. General

The Autojob is responsible for the time-controlled (or triggered), automatic processing of stored
jobs/routines such as e.g. the adoption of COLD documents, the import of master data or the back-up
of the MySQL databases. The program activities are logged and on request, the data can be outputed
on a printer or any mail recipient. As a general rule, the log must be checked on a daily basis as errors
in the processing are listed in this log, and also in combination with the update service information
about updates is given, which should be called up, if critical.

You can gain access to the Autojob via the program hphab805 and icon. %

Autojob

So that the Autojob can process its tasks, this must be active on the server at all times. If
the program is closed by mistake, it has to be started manually.

directory; commands (batch files) are to be kept in the GEDOSOD directory.

@ Programs (exe files) that are started with the Autojob are to be placed in the 32-bit
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2. Program structure

File Help

2 Mame | Jaob type | Status | Start | F'| Last run
- Machtlob Macht)ob Doaily Inactive 2200 12042000 121212
- PDF_ID-Archivierung FDF_IDE-Archivieung I arwial Inactive 1204200 121212
- ARAS-Archivierung ABAS-Archivierung Start Ready chprogramme. .. 12042000 121212
- Wolltext-Datenbank Yallkest-D atenbank [GERTE Feady 16.02.20011 09:29:14
. E=port Eingangsrechnungen W atiual Inactive 12.04.2000 121212
E”p°';%”95”93'e°h”“”ge” Drag & Diop Start Ready RUNDD JOB 12.04.2010 121212
fag e Lep Yertragzmanagement M arual Ready 12042000 121212
- Werhragsmanagement F.anvertierng D atcald-» TIFF Skart Ready lauf.log 06.059.2011 135351
- K.onvertierung Datcold-=TIFF | Fommblattgenerator Start Fieady farrn. blatt 12.04.2000 121212
- Formblattgenerator E «plorer Import b arwial Ready 23.04.2010 11:01:53
. Explarer Import Personalmanagement b arwial Ready 16.02.2011 09:27:51
. Personalmanagement DOkJEditor M arual Ready
. DOKUE ditor Import Micros Fidelio Maral Ready
R - Autornatizche Belegerkennung  Start Feady OCR.START
- Import M.'C[DS Fidelio COLD-Beizpicle t arwal Ready
- Automatizche Belegerkennur
- COLD Beizpicle

q [

Beset | Start | Lancel all jobs | Exit |

Copyright ® 1996-2011 by HABEL GmbH & Co. KG, 78604 Riethei [Active jobs: [0] [Tuesday 0sf09r2011 13:58:51 4

02.05.2011 03:22:52
04.05.2001 081015

EZE-~~"""~FZ=ZE=Z=Z

By clicking on "Jobs", an overview of the jobs in the Autojob are displayed and these are described in
more detail on the right (name, job type, status, start, print, last run). When one of these jobs is
clicked, the activities with the respective status are visible (see illustration below). For instance, it is
explained which steps are carried out within the night job, what the status is, what program/what
parameters is/are affected, and the time of the last run and the result.

€2 HABEL - Job control [Standard]
S .

File Help
E- Jobs Mame | Statuz | Pragram | Parameter | Last run | Result |
= Job Friifen k.apazitat Active  HPHABBZAE=E 12042000 121212 Ok
- PDF_ID=-Archivierung Holen Daten won Syatem Fibu Inact.. DATHOLEM.BAT 12042000 121213 0K
- ARAS-Archivierung Werarbeitung HOST-D aten Inact.. HPHABO3I0EXE fofg=10 12042000 121214 0K
- Wolltest-Datenbank Yerarbeitung SPOOL-D aten Inact.. HPHABOZIDE=E fefg=01 12042000 121215 0K
. Erzeugen Mizchdaten auz DB Inact.. HPHAB37O.E-E 12042000 121216 Ok
E”p°';%”95”93'e°h”“”ge” Machiraglich &bmischen Inact..  HPH&BO7S EXE 12042010 121217 DK
- LUrag Uiop #bmischen Fehlerprotakol Inact.. HPTDLERR.EXE 12.04.20010 121219 0K
----Vertraggmanagement Feorganisation Systerm Inact.. HCHABOOD.BAT 12.04.2010 121220 0Ok
- Kanvertierung Datcald->TIFF | Filllen Cortainer Inact.. HPHABS0SEXE 12042000 121221 OK
- Formblattgenerator Schreiben auf UDO Inact.. HPHABBOEE<E 12042000 121222 0K

- Ewplorer Import

- Personalmanagement

- DOKUEditor

- |mport Micros Fidelio

- Atomatizche Belegerkennur
- COLD Beizpicle

| i | »

Beset Start Lancel all jobs | Exit |

Copyright ® 1996-2011 by HABEL GmbH & Co. KG, 78604 Riethei [Active jobs: [0] Tuesday 06/09/2011 13:59:16
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In addition, to the File menu, various buttons are also available:

Reset Start E it

Copyright ® 1996-2011 by HABEL GmbH & Co. KG, 78604 Riethei |Active jobs: [0] Tuesday 06/09/2011 14:00:25
— —

In order to reset canceled jobs for the next run, you can press the Reset button. Note: There are
reasons for canceled jobs (errors, wrong processes, etc.). It is therefore important initially to check
why the cancelation occurred. If the job is not reset, the other jobs that follow and which may be based
on it are carried out nevertheless. This could result in additional errors under certain circumstances. In
order to stop the following jobs too, the Cancel all jobs button is to be activated.

With Start, individual jobs can be started manually, independently of the stored interval. For this, the

required job is to be highlighted on the left. The job can then be initiated with "Start" and stopped with
"Stop".

With Exit the program is ended; the
jobs are no longer executed.

Stap Cancel all jobz

Jobs that are based on one another and have defined temporal sequences may be placed in the
queue if the previous job has not yet been fully processed. In addition, the usage of the Autojob
(execution of further commands, manual starts, etc.) is blocked as long as there are still active jobs
running.
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3. Menu bar

Help Within the "File" menu, various functions are available.

Settings ...
Create directory structure ...
Show log ...

Exit

With settings (1) various Settings can be made for the log.

€ Settings _hb@}g It is defined, for instance, whether the
]

log is printed (on a Windows standard
printer) or sent by e-mail. It can also be
set whether the notification is only

r~Maotification

I~ Print log

I~ Log as e-mail

O 100 Nachtjob nachtjobi@habel .de
[J 850 Habel zoftwarefhabel.de

Host: [192168.0.120]  Port: [8025]

Help |

settings mask cannot be left.

& Settings | = B .
M atific:atior .
I™ Piint log [~ Only notify in case of erar "‘
I~ Log as e-mail '
F

o i,

(@j Printer or e-mail must be marked!

e

Page 101

[~ Only notify in case of emror given e.g. with errors.

If it is sent by e-mail, a choice of
recipients is available. To appear in
this list, the storing of the e-mail
address is necessary in the user
administration (hphab603). A
connection to the mail server is the
requirement for sending e-mails. This
connection can be checked via a click
on the host/port.

If no selection has been made, this
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In addition, notifications about individual jobs can be sent to special e-mail addresses. These
notifications will be sent with each individual run. To store a recipient, the dialog menu is opened by
clicking with the right-hand mouse button on the respective job and selecting the command
"Notification mail to...". As with the general notification, a selection can also be made here from all
HABEL users stored with an e-mail address.

" o - al
€ HABEL - Job control {Smi_—_ lecale
4

File Help
- Jobs M arne | Job type | Status | Start |
- Machtlob Hachtlob D aily — [ 11 14:00:45
- PDF_ID-Archivierung POF_ID-Archivierung [RETE] MNew job F2 12042010 121212
- BBAS -Archivierung ABAS -Archivienung Start Delete job F3 12.04.2010 1251 251 2
- ollkest-D atenbank Wolltert-D atenbank, arual 16.02.2011 03:23:14
- Export Eingangsrechnungen b arwal Change job F4 12042000 121212
E"'”'é E[j'”gangs'ec"‘”unge” Drag & Drap Stat 12042010 121212
o orag e Liop ‘Wertragsmanagement Manual Deactivate = 1204.2010 121212
- Werlragsmanagement Konvertierung Datcold> TIFF Start 06.05.2011 13:53:51
- Konvertienung Datcold>TIFF | Fomblattgenerator Start —_— . 12.04.20010 12:12:12
Motificat I te ...
- Formblattgenerator E=plorer [mport Marual ehmeation mart to 23.04.2010 11:01:53
. Explorer Impart Personalmanagement Marual Feady T 16022017 09:2751
. Perzonalmanagement DOKUE ditor Marual Ready J
[P Import Micros Fidelio arual Ready W 02052017 082252

The Create directory structure (2) menu item is reserved for the HABEL employees or can be used by
the administrator after corresponding instruction. Here, no changes should be made here as otherwise
it could result in problems in the storing of the documents.
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The log can be selected under Show log (3) and be printed. With "Display", the log of the erroneous

job can be viewed.

I =

Print job log
[Job Mo, [Datefime |Status

[Exrror]

46 06.05.2011 13:58 [CE]

45 04.05.2011 08:13 [CE]

44 02.05.2011 08:22 [CE]

43 02.05.2011 08:22 [Error]

42 02.05.2011 08:21 [Error]

41 02.05.2011 08:18 [CE]

40 02.05.2011 08:18 [OH) E

39 01.05.2011 18:06 [Error]

38 01.05.2011 18:04 [Error]

37 01.05.2011 18:02 [Error]

36 01.05.2011 17:50 [CE]

35 01.05.2011 17:50 [Error]

34 01.05.2011 17:40 [Error] I

33 21.04.2011 10:03 [CE]

32 21.04.2011 10:02 [CE]

31 16.02.2011 0%9:28 [CE]

30 16.02.2011 0%9:28 [CE]

29 16.02.2011 0%9:27 [CE]

28 16.02.2011 0%9:26 [CE]

27 1e.02.2011 09:25 [CE]

26 01.08.2012 09:22 [CE]

25 29.03.2011 0%9:20 [CE]

24 29.03.2011 0%9:18 [CE]

23 28.03.2011 0%9:17 [CE] i

Erint Display Continue | Exit |

The Autojob is to be checked every day.
Despite the tools, such as notification by
e-mail, it can only be ensured via the
daily control that no deviations or
disruptions have occurred. If there were
errors in an activity, this is depicted in
red and marked with the word "Error" as
a result. In the job log, additional
information is provided on what caused
the error.

- 1

File Help
= Jabs bl ! Chob ! Freg ! Rararek ! —n ! Dl
achtob Priifen Kapazitat Active  HPHABBZ29EXE 06/09/20017 14:00:47  Error
PDF_IDx-archivierung HotmrrErmtm et Syrstbm e e R }
AEAS-Archivierung Werarbeitung HOST-Daten Inact.. HPHABQI0EXE fobhg=10 12042000 121214 0K
Walltest-D atenbank Werarbeitung SPOOL-Daten lhact.. HPHABQ3IOEXE fobg=01 120420010 121215 0K
: : —— Ezeugen Mizchdaten auz DB Inact.. HPHAB3ITO.EXE 1 10 121216 OF
..... Ao LT :
‘l_-‘_iqgrtfm_arj bt L‘s Gl ™ "‘-.._.A,_...L..A..unb-u\-nﬂp"?{q o r-.n—‘ﬁ_.‘flm‘wm R R ¢
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The following abbreviations are used in the log:
->  Start of an activity . Error in this activity
Interim logging .7 Warning in this activity
<- End of an activity

When reading the log, all entries with .! and .? indicate errors and/or irregularities. In the present
example, the cause of the error is a lack of data definition.

Job No. 42

02.05.2011 08:21 -> Jobstart Import Micros Fidelio

m

02.05.2011 08:21 .. Job wurde manuell gestartet.

02.05.2011 08:21 .. OO0 11111001101111311312011110110110111121211111110011010521010100
02.05.2011 08:21 .. 01 1111100101000000011B100000010001201111000000000000:275;
02.05.2011 08:21 .. 02 11113100101000000011B100000010001201111000000000000275;
02.05.2011 08:21 .. O3 1111100101000000011B100000010001201111000000000000:275;
02.05.2011 08:21 .. 04 1111100101000000011B100000010001201111000000000000275;
02.05.2011 08:21 .. 05 1111100101000000011B100000010001201111000000000000;75;
02.05.2011 08:21 .. 06 1111100101000000011B100000010001201111000000000000275;
02.05.2011 08:21 .. OT7 1111100101000000011B100000010001201111000000000000;75;
02.05.2011 08:21 .. 08 1111100101000000011B100000010001201111000000000000;75;
02.05.2011 08:21 -> HPHABO30.EXE /cfg=07 (Import COLD-Belege aus Fidelio)
02.05.2011 08:21 .. DB-WritelLog ist nicht aktiwv.

02.05.2011 08:21 .. Eonfiguration (CFG=07) wird werarbeitet.

02.05.2011 08:21 .. O Spools in c:‘\messe\habel\spools\fidelio\*.pdf gefunden.
02.05.2011 08:21 .. 3 Spools ohne Indexdatel.

02.05.2011 08:21 <- HPHABO30.EXE /cfg=07 {(Import COLD-Belege aus Fideliao)
02.05.2011 08:21 -> HPHRBO30.EXE /cfg=08 (Import Nachtreporte a. Fidelio)

02.05.2011 08:21 .. DB-Writelog ist nicht aktiv.

02.05.2011 08:21 .. Eonfiguration (CFG=082) wird wverarbeitet.

02.05.2011 08:21 .. 135 Spools in c:\messe\habell\spools\fidelio\nachtreporth*.pdf gefunden.

02.05.2011 08:21 .. Erste Datei: TA 1. Seite 22012010 1900.pdf

02.05.2011 08:21 .. Letzte Datei: TA Zahlungen der Tage 05022010 1033.pdf

02.05.2011 08:21 .! Fehler in Datei (TR 1. Seite 22012010 _1900.pdf): Feld «<BelDat> nicht in DE gefun
02.05.2011 08:21 .! Fehler in Datei (TA Aubenstand 22012010 1501.pdf): Feld <BelDat> nicht in DB gef
02.05.2011 08:21 .! Fehler in Datel (TR Offene Salden 23012010 1901.pdf): Feld <BelDat> nicht in DE
02.05.2011 08:21 .! Fehler in Datel (TA Offene_ Salden, nur Vorausbuchungen 22012010 1301.pdf): Feld i
] 3

The correction of the errors is done by the administrator. If there are error messages or warnings in
the Autojob that are unclear or cannot be corrected themselves, the HABEL support
(support@habel.de) should be contacted.
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4. Pull-down menu in the Autojob

A pull-down menu is available for the processing of the jobs.

€2 HABEL - Job control [Standard] EE'.JQ
File Help r
=~ Jabs | Mame | Job tupe | Status | Start | P| Last run ‘
- Machtlob MHachtlob Daily b

12.04.2010 121212

: Import Micros Fidelio Mariial Ready
DORUEditor Automatizche Belegerkennung  Start Ready OCR.START

- POF_IDv-archivienng FDF_ID-Anchivierng anual New job F? M .

- ABAS-Archivierung ABAS-Archivierung Start . Mo1204.2010 121212

- Volltewt-D atenbank Velbext-Daterbank Marual Delete job F2 N 16022011 0925148

- Export Eingangsrechnungen Marual : Mo1204.2000 121212

E”DDEED'”ga”QS'BCh”“”QB” Drag & Diop Start Change job F N 12042010 121212

- Urag e Lrop Yertragzmanagement tanual Deactivat E5 Jo 12042010 121212

-~ Veilragsmanagement Kanwertienung Datcold>TIFF St Factate ) 0B.05.2011 135351

- Fonvertierung Dateald-> TIFF | Formblattgenerator Start L ) J 12042010 121212

- Formblattgenerator Explorer [mport [GELE] Notification mail to .... J o 23042010 11:01:53

.. Explorer Impart Personalmanagement b arwaal Ready J 16022011 092751 %

- Personalmanagement DOKUEditar  arwal Ready J 2)
Mo 020520071 0822527
M
M

| | i Fidei 04.05.2011 08:10:15
mTDr t,'CIES BI F'D . COLD-Beispiele aral Ready

- dutomatizche Belegerkenn .. .
. ﬁl.r Usche Belegerken y.___“«% ’.-— . "\ e s AR P et

The pull-down menu can be reached by right-hand click on the job in the right-hand window. Jobs can
be created here, existing ones changed or deleted, and also (de)activated. New job and Change job
have identical masks. Here, the key data of the job are defined:

- = Defines whether the job is executed

Narme: (ready) or not (inactive).
Status: IHeady ;I Print log?
This job is taken into account on the
Print log? v log.
Start type: | | Start time / Start day
_ Time or information about the day on
Stattine; [ which the job should start.
Start day: -
I - Call file
Call file: | If the file listed here already exists in
. : the GEDOSOD directory, this Autojob
End tme: [ _ is started (if it is stored as a start type:
Mirwats: I— call-up).
| ) End time / Minutes / Interval start
nkerval start . . . .

’7(.;. Daily € Workdays Only in combination with start type
"interval start" is it possible to indicate
the end time or the time of the interval
in minutes. It can also be defined

= whether the interval start is done

every day or only on every worday.
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Start type

Selection of the interval

- daily

- weekly

- monthly

- on call-up*

- on every workday

- manually

- Interval**

Start type Meaning Option to be set

Daily Job is executed on a daily basis Start time

Weekly Job is executed on a weekly basis Start day and start time

Monthly Job is executed on a monthly basis

Call-up Job starts when the trigger file has been found Which file is expected
where as a trigger

Manually Job does not start automatically

On every Job is executed on every workday Start time

workday

Interval Job is executed at intervals of X minutes Start time, end time and
interval in minutes

*If tasks are defined on a call-up basis, these normally start when a certain file is located in a defined directory. Example of use:
spool processing during which new files are added at irregular intervals that have to be adopted immediately. If data are added,

the job recognizes based on certain files that the job has to be started.

**With the interval jobs, there are several start times a day.

Via the context menu on the left-hand column (jobs), new actions can be created.

A%ﬁ

RN
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File Help i
- Jaobs: | Status | Program | Parameter | Last un | Hem{
- Macht)ob : : AES29 EXE 06/09/2011 14:00:47 Errar
- POF_ID-rchivisrung New action % F2 DATHOLENBAT 12042010 121213 0K
.. AEAS-Aychivienung Delete action = HPHABOILEXE  fefg=10 12.04.2000 121214 OK
Chogesain 7 | oSS e om0 €
3 E:‘Eg”';gf;”gsmh”””ge” _ HPHABO7S EXE 12002010 121217 0K

Deactivate F5 HPTDLERR.EXE 12.04.20010 121279 O
- Vertragsmanagement HCHABOOO.BAT 12.04.20010 121220 OFK
- Konverierung Datcold-> TIFF Sz & HPHAE 803, EXE 1204.2010 121221 0K g
- Farmblattgenerataor Schreiben aut DT Ihact.. HPHABSOEE=E 12042000 121222 0Ok
- Explorer [mport }
- Personalmanaagement !
- DOKUEditor f
_IJTEM@«S\F-'E'P—'PM-& P N I‘ T gt A N R
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The name of the job is reflected in the log. Consequently, a meaningful name should be selected here.
The program name must always be written out in full. The program must be under .\gedosod\32-bit so
that it can be executed. In addition, the programs can be called up with parameters.

M arme: ITransfer TIF + 100

Status; I.-i‘-.ctive LI
Prograrm: |HPHABDI0EXE

Parameter: I.-"u:fg=1 1|
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1. General

In the retrieval, there is already the option of creating analyses of the respective document: What was
done with the document (printed, displayed, sent by e-mail?) and by whom or when?

-Bx

@, Log

Diag a column header here to group by that column

! 0
2400000 0

| |Expart 112A13/200 0358
Anzeigen 240000! 112A13/20C 0358 .
:Anzewgen 240000 1 3/9/2007 0374 o
7Anze\gen 2400000 1 3/9/2007 0357 o .
| Anzeigen 240000! 13/9/2007 1014 o
_Anze\gen 2400000 1 5/2/2007 1816 © .
1 8/3/200F 1737 o
:Anzewgen 240000 1 5/3/2007 1737 & r

Anzeigen 240000!
_Anze\gen 240000¢
Anzeigen 240000!
|_|Anzeigen 240000"

A4nnnm

1 6/3/2007 17:41 o

1 6/5/2007 1207 o .
1 8¢/30/2007 10:30 & -
110/18/20C 08:.08 .

1 AsAAnan AR

4

1]
1)
1]
]
1]
Anzeigen 2400000 0
o
]
1)
1]
1]

femmicen

| Close |

Search Hit list View Information
— e ) Save ~ &) Forward
5 m & X9 =
=< 4§ Send ~ &> Backward it
Show Information Print Clear Fax-Druck
@ More... |~ |' g Delete histe =
| Print hit lst >
Preview ‘ directory tree
2 Refresh 5
| Add document to process » pocument ty]
1 fer
. ACHEN | Show post busket twstory der confirma
Create post basket entry foice
rart hen Vies fer
Loasepuses o0 Show log entries m
J | Show combined operations ;yooce
o012 SUppiier Enquiry
B w e | |0014 Supplier Order
} 0012 Supplier Enquiry

Another program is available
for comprehensive analyses,
HABEL STATISTICS.

can be
document

activities
in the

Firstly,
analyzed

management system: which user uses which functions how e.g. display, change, send by e-mail, etc.

and/or which document was involved in an activity.

Secondly, analyses are carried out by the user himself/herself on the documents archived with regard
to the database fields: Which document types were archived most frequently, which document types
were never archived, for which customers have we archived the most documents, etc.

The module helps to recognize, for instance, wrong behavior in the archiving, deactivate superfluous

document types, and also to create analyses on custom

ers.

There is the option of defining and saving several recurring query patterns and also using

sorting/grouping functions and export to MS Excel.

You start the analysis program via hphabstk and/or icon
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2. Program structure

[E] HABEL Statistik

[atei  Exkras

Gefundene Yorgange: 0 Gefundene Seiten: 0 Datensatze gesamt: 0

[~ Mach Anzahl sortieren

DE Dratei-, Seite-, WormMr Firma Belegart Anwender Arbeitzplatz

Becherche Suche Historie Suche Postkorb Suche Beenden

Copyright 1996-2006 by HABEL GmbH & Co. KG

When you have started the program, you will see the mask via which you are provided with the
analyses.

Example with data:

[] HABEL Statistik (=E3

Datei  Extras
Gefundene Yorgange: 161 Gefundene Seiten mind_: 161 Datenszatze gezamt: kKA.

[ Mach snzahl zortieren

DE Datei-, Seite-, WormMr | Fima  Belegart | Anwender | Arbeitsplatz Erfaszungsdatum

EHDHBLUSD Allgeme: 83700161 o o0& oz 837 Z007 _01.E2

HDHELOZ0 Allgeme: 83700160 o og az 8237 Z007.01.22

HOHELOZ0 Allgeme: 83700159 o o0& oz 837 Z007 _01.E2

HDHELOZ0 Allgeme: 83700158 o oa az 897 2007 _01.22

HDHELOZOD Allgeme: 82700157 o os 0z 297 Z007 . 01,22

HOHRLARN A11meme- RI7NNTRA n ne ns 797 FONT N1 77 j

Becherche Suche Histarie Suche Postkorb Suche Beenden

Copyright 1996-2006 by HABEL GmbH & Co. KG
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3. Analyses

[*] HABEL Statistik Via menu access, the same commands are available as there are buttons in
the footer

Retrieval search = Statistics

Recherche Suche Post basket search = Analyses for post basket

Pastkarh Suche History search - History

Histaorie Suche

When you activate the Retrieval search button (or menu access File — Retrieval search), another input
mask for the analysis criteria is displayed. After entering the criteria (are described in more detail
below), you start the analysis with the Start search button.

Recherche Suche 3]
Suchschema: .
’—L| Schema laden | Schema speichem | Schema lschen | Datenbankfeld: Suchbegriff

v | Benutzernanme ﬂ | ﬂ
D atenbankfeld: Suchbegriff:
Datumszsuche: D atumsfeld: v |Auftlagsnumm8l [inteﬂ || j
W [7272.2007 I bis [Belegdatum |
D atenbankfeld: Suchbegriff:
Datenbankfeld: Suchbegriff: r | J | J
i |Ku.-"Li-Nr j | j Datenbankfeld: Suchbegriff:
Datenbankfeld: Suchbegriff: Vel Susifid s r | J | J
vl " Oder
|Name j | j = Und Datenbankfeld: Suchbegriff:
Datenbankfeld: Suchbegriff: r | J | J
M |Fileextension j | j ‘weniger D atenbankfelder << | D atenbankfeld: Suchbedgriff
T -] | [~
Zu durchsuchende Datenbank Werflighare D atenbank.
_ D atenbankfeld: Suchbegriff:
HOHELO30 Allgemein HOHELO31 Personal —
Hinsuftigen| HDHBLI32 Spediion | -] | |
D atenbankfeld: Suchbegriff:
Entfemen r | J | J
[ Mullposten anzeigen

Each criterion that you want to have displayed must be activated by checking a box. If the fields are to
be filled with certain terms for the analysis, you select these accordingly in the Search term selection
box.
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Search pattern

Suchschermar:

| erfasst im Januar 2007 ﬂ Schema laden Schema speichern Schema lozchen

After entering the analysis criteria, you can save them as a pattern in order to be able to call these up
quickly with frequently recurring queries. For saving, you use the Save pattern button, the criteria
currently entered are saved as a pattern for which you are asked to give a name.

Via the Search pattern selection box, you can access the query patterns saved and start them with the
Load pattern button. If patterns that you no longer require are available, delete them with the Delete
pattern button.

Determine analysis criteria

D aturnzzuche: D aturngfeld:
v [7272.2007 I bis |Beleadatum =l
D atenbankFfeld: Suchbedqriff:
WKL = |
D atenbankFfeld: Suchbedqriff: R{iarl;n;pfung ghchiele
er
v |Name ﬂ | ﬂ & Und
D atenbankFfeld: Suchbedqriff:
v |Fi|ee:-:tensiu:un ﬂ | j i Mehr Datenbankfelder »>

Tick the fields that you would like to use for the analysis. You can access the respective fields via the
selection boxes and opt for those that you require for the analysis. With "More database fields", there
are other fields available. You can also decide via the link or/and whether the fields should be taken
into account for the analysis in linked or non-linked form.

Define databases

Zu durchzuchende D atenbank Werfligbare D atenbank
HOHELOZ0 Allgemein HOHELOA F'ersqnal
Hinzufligen HOHBLDZZ Spedition
Entfernen

First select from the existing databases the databases that you want to use for the analysis (with
Add/Remove).
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History search

To determine which users use which functions and what happened to which document, the same
mask is available when clicking the History Search button. The database fields that are available for
selection vary because the search is made, for instance, according to users.

Post basket search - Analyses in the post basket
The database fields of the post basket that are used here are taken for the analysis of the post basket.

An analysis can thus take place in what way the post basket is used in the company (for instance, it is
determined which post basket groups are used most frequently).

In all masks, the zero positions can also be displayed, i.e. values whose result would be zero (in other
words the database field and/or the document type "empty").

[ MNullposten anzeigeri Suche starten

4. Examples of use

Possible analyses are for instance

¢ How many documents were archived of which document type in a certain period of time, or not
("zero positions")?

e How many documents were archived on a particular date?

¢ How many documents were archived at a particular workstation?
¢ How many documents were archived by a particular user?

e Which products were sold most?

e What customer has the largest share of the archiving?

e What file formats were archived most?
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5. Utilization of results

[E] HABEL Statistik

Datei Extras

Gefundene Yorgange: 247 Gefundene Seiten mind.: 247 Datensatze gesamt: 2878

[ Mach Anzahl sortieren

DB Mame Belegart Firma Belegdatum KudLi-Mr Fileestension | Benutzermame | Auftragsnum...
HDHELO30 A Digi-IT 02 o0& Z007.01_22 70527

HDHELO30 A Digi-IT 02 o0& Z007.01_22 70527

HOHELO3IO A Digi-IT oz as Z007.01.Z2 JOEZ7

HOHELO3IO A Digi-IT oz as Z007.01.Z2 JOEZ7

HOHELO3IO A Digi-IT oz a& Z007.01.Z2E JOEE7

HODHRLASN & Tiri-TT 07 ne FON7 N1 77 INEFT j

Recherche Suche ‘ Hiztarie Suche Postkorb Suche ‘ Beenden

Copyright 1996-2006 by HABEL GmbH & Co, KG

You receive an overview of the transactions, number of pages (at least), and if necessary data records
(include e.g. also the items). In the overview, the database fields are displayed according to the
selection of columns which the selection criteria entered apply to.

By pulling the columns into the grouping field, a transparent depiction of the result is possible. By
clicking on the respective column, the sorting (ascending/descending) is done according to this
criterion.

[E] HABEL Statistik

Datei Extras

Gefundene Yorgange: 247 Gefundene Seiten mind.: 247 Datenzitze gesamt: 2878

[~ Mach Anzahl sortieren

9

DB Firmna Belegdatum FoudLi-Mr Fileestension Benutzername Auftragsnummer. ..
+|Belegart : 0Z (COUNT=181) Anzahl: 181 (COUNT=181) i
+|Belegart : 05 (COUNT=18) Anzahl: 18 (COUHNT=1%;
+|EBelegart : 07 (COUNT=Z24) Anzmahl: 24 (COUNT=24)
ﬂBelegsrt : 0% (COUMT=Z4); Anzahl: 4 (COUMT=Z4)

Recherche Suche Hiztarie Suche Pastkorb Suche ‘ Beenden

Copyright 1996-2006 by HABEL GmbH & Co, kG
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Exportieren... F Akkuele Ansicht exportieren
Beleqartbezogene Mengenstatistik

o I

Command options

Dptionen

Suchmethode fir Recherche Datenbank:
v A, b

5 pEZ|aI§aEhe [Ernptahlen]

M aximal z2u dursuchende D atenzatze fur Auflistung der Suchbegritfe
100 [ Deaktivieren
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Pop-up menu

Spalken

aktuelle Ansicht exportieren
Beleqartbezogene Mengenstatistik,

o el | I

dann erstellt wenn im Suchdialog ein Datenbarnkfeld ausgewahlt wird. 0

Gibt die Anzahl der Datenzatze an, die maximal dursucht werden diirfen,
Liste der zur werfugung stehenden Suchbeagriffe zu erstellen. Diese Liste wird

bedeutet kein limit. Dieser Wert hat nichts mit der eigentlichen Suche zu tun.

um eine

Dptionen

Suchmethode fur Recherche Datenbank:
" AlM zuche _
{* Spezialzuche [Empfohlent

b aximal zu dursuchende D atensatze flir Aufliztung der Suchbegriffe
100 [ Deaktivieren

%]

Suchfeld maglich.

it der Spezialzuche konnen fur ein Feld zwei oder mehr Kntenen eingeaeben
werden. Es konnen Micht-Key-Felder al: Suchkitenium ausgewshlt werden. Die
Spezialzuche izt ebwas langzamer als die Alk-Suche. Platzhalker 7 und *

zind im

Page 114

www.habel.de | www.habel.ch



HABEL

Dokumentenmanagement

NN WE CONVERT DOCUMENTS INTO ENERGY

IV. Administration
Analysis programs

Columns command

The "Columns" command is used to add or remove columns in the display. By simply pulling the
columns out of the box or into the box, the columns are displayed or hidden. There are always only the
columns available that have also been defined as database fields during the analysis.

Export command

Export current view

After selecting the command, you are asked to award a place to save the file, and the name of the file.
The export is done into an Excel table, which is also displayed to you immediately. Note: The current
view is exported so that you also only receive the grouped presentation in Excel with grouped
displays. It therefore makes more sense to export an ungrouped or at least opened table.

NE ERCE- T DA .
- Start Einflgen Seitenlayout Formeln Daten Uberprifen Ansicht
| A1 - [ f| DB ®
A B C D E
1 DB Hame Belegart |Firma Belegdat
2 HDHBLO30 Allgemein |Digi-IT 0z 06 2007.01.2
3 |HDHBLO30 Allg
4 HDHBLO3O A1l [Z] HABEL Statistik
5 |HDHBLO3O R114 Datei Exkras )
6 |HDHBLO30 A1l . . .
Gefundene Yorgange: 247 Gefundene Seiten mind.: 247 f
7 |HDHEBLOZO &1l f
& HDHBLO30 A1l [ Mach Anzahl zortieren
9 |HDHBLO30 A1l
10 |HDHBELO30 A1l DE I arne Belegart Firma Belegdatum Fu/Li-
11 HDHBLO30 B114  ‘HDHELOZ0 & Digi-IT 02 0s 0070122 FOE27 g
12 |HDHBLO30 211 HDHELO30 ADigi-IT O0Z 0s Z007.01.22 70827
13 HDHBLO30 2114 | ppEELOS0 ADigi-IT 02 0s zoo7.0l1. 22 ?052?(
14 |HDHBLO30D A1l HDHELO20 ADigi-IT 02 0s Z007.01.22 70527 1,
15 |HDHBLO30 211 HDHELO30 ADigi-IT 02 0s Z007.01.22 ?052r
16 |[HDHELO30 A1l HOHRLASN A& Tiei-TT 07 ne Fan7 n1 sy PARF T
17 HDHBLO30 &1l -
_(u-ﬂ""
18 |[HDHELO30 all
19 |BD 0 a1 echgrrhe Suche Higtarie Suche //
9 HDHEL030 A1N 6 7O il LA S
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Document-based volume statistics
With this function, the absolute quantity found per document type is displayed.

(=N R AR - 15 B
[ |

- Start Einflgen Seitenlayout Formeln Daten Uberprifen Ar’
| Al - f- | Belegart Nummer 3
A B C D E
1 Belegart Murr Belegart Bezeichnung  Anzahl }
2 2 (COUNT=181) 181 (COUNT=181) 'f
3 5 (COUNT=18) 18 (COUNT=18) »
4 7 (COUNT=24) 24 (COUNT=24)
5 9 (COUNT=24) 24 (COUNT=24) f
4]
7 [X] HABEL Statistik
g Datei  Extras
10 Gefundene Yorgange: 247 Gefundene Seiten mind.: Za.
11 [ Mach Anzahl zortieren
12
13
14 DB M arne Firma Belegdatum Kux’l_“!’
13 +|Belegare : 0Z (COUMT=121) Anzahl: 18}
:}? +|Belegart : 05 (COUMT=1%) Anzahl: 1
18 +|EBelegart : 07 (COUNT=24) Anzahl:
19 ﬂéBelegart : 0% (COUMT=Z4) Anzahl: 'L-.__
20 p - K
C A S N 1 Py~ —
Enhanced
T — B In thg o_utput, the grouping is done according
==1 to this field.

Feld g

Zusammenfassen. dann Exportieren |

Display document command
With this function, the selected entry appears as a document display in the retrieval.
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HABEL SEARCH and REPLACE

1. General

In some cases, it is necessary for a large number of database fields in the stack to be changed.

Examples:

e A corporate change means that the customer name entered has changed.

e Terms that were available in different versions previously in-house are now being standardized.
e Several supplier names were used by mistake for one supplier during archiving.

and/or the access right for it are only available to a few employees. This helps to ensure that the
archiving is done in a conscientious manner as subsequent changes are not possible for all
employees.

You open the program via hphab834 or icon 4|:
[l

Brsetiel ctae) [elbece
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2. Program structure

[ HABEL - Suchen und Ersetzen

8

Anzeigen

Datenbank

a <

Export Andern

Laschen

DateilMr

SeitelMr

Warm...

Firma

Filiale

Beldrt

UBelArt

Barcade

Bel

HDHEL030 [Allgemein) - SOL

Filter

Dateilr
Seitelr
WarrPMr
ScCokz
FarmPr
Firma
Filiale
Bel&rt
UBelArt
Barcade
BelDt
AngebMr
Besthr
FBellMr
ServMr
Wertrhlr

Various commands are available via symbols in the top section

8

Anzeigen

Export

4

Andern

Léschen

Display of the data records that are found based on the search term entered (no display
of document).

Export of the data records in a txt file (fixed field/sentence length) which are found
based on the search term entered.

Carry out change — This is followed by the query which field is to be changed how.

Deletion of the data records that this filter applies to — there is a prompt for confirmation
whether they should really be deleted.

You also have a selection box to define in what database you would like to search and replace.

To get the required hits that have to be changed, use the database fields for entering the search terms
in the "Filter" section. The result is displayed to you in the right-hand section.
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3. Search and replace

The first step is the entry of the search term in the filter to get the result
that has to be changed. The filter can be sorted alphabetically via pull-
down menu. ¢

v flphabetisch anordnen

alle leeren

All known options which are also used in the retrieval can be used for the entry.

E.g.

- Word fragments in the SQL database are sought using the placeholder *
- ? in the date fields means that this can include any value

- ? in other input fields means that this field has to be empty, etc.

[ HABEL - Suchen und Ersetzen

a 8 7 ¥

Anzeigen Export Andern Laschen

Datenbank I Dateillr
HOHBLA3 (Allgem?hw) - SaL -
Filter

Infa

Seitellr | Worm...  Firma Filiale BelArt UBelart Barcade

| >

Konto
KontoBez
KstBez
Ksthr
KuLikurz
KuLilam
KuLilr

Ladeland

| Feinmechanik Miiller

Ladename

LadeNr

LadeOrt

LadePLZ

LfsDa

Lfshr

LiefDat | £ | >

With the "Display" symbol, all the data records that match this search term are displayed to you in the
right-hand field. Please ensure that it relates to the right records (cross-check: start the same search
in the retrieval and check the number of hits).

You can also empty the value entered again for a new entry (pull-down

v Alphabetisch anordnen
menu).
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Display of results (the number of hits is displayed in the status bar, here: 208 data records).

[ HABEL - Suchen und Ersetzen

8 8 ¢ &K
Anzeigen Export Andern Laschen
Datenbank Dateillr SeiteMr | Worm...  Firma Filiale BelArt UBelArt Barcade
HDHEBLI30 (Allgemein) - SOL - 59500210 i L o0z 26 2400~
Filter 50500368 I L0z 26 5669;
Infa Allgemein ~ 80500568 0 L 02 20 8208
Konta §0500592 0 L 02 20 G380
KontoBez 59500792 i L0z 26 G148
KstBez 50500960 i L0z 26 5412:
Ksthr 50501094 1] L0z 26 59700
KuLikurz Feinmechanil Miiller 89501306 0 L 02 206 G404
KuLiMam Feinmechanik Miiller 89501427 i L 02 20 5454
KuLilr 33333 50501461 i L0z 26 534a¢
Ladeland 50501477 i L0z 26 5470:
Ladename 89501531 1] L 02 26 59154
Ladelr §9501593 0 L 02 20 52077
LadeCirt ] §9501753 0 L0z 20 G043:
LadePLZ 59501755 i L0z 26 074
LfsDa 50501803 I L0z 26 57330
Lfshr 89501508 0 L 02 26 B304
LiefDat | (/) Sl
208 Datensitze geladen
I8 HABEL - Suchen und Ersetzen By double-clicking on the database fields, these are

included in the search as further filters. In this case,
the filtering is done as follows:

8 a 7

Anzeigen Exvort Andern e KuLiNam Feinmechanik Mdller
g P RechNr 409090
Datenbank -
HDHEBLO30 {Allgemein) - SOL - / The database fields filtered for the search are
Filt ) highlighted in yellow. If the "Display" icon is pressed
il — V. again, the result is narrowed down to these fields (i.e.
Lfshir 302328 A the result includes all hits for which the name is
LiefDat Feinmechanik Miller and the invoice number is
RechMr 109090 409090)._Any number of filters can be qdded._ B_y
[% double-clicking on the database field again, this is
Gshr removed from the filter.
Anfrir B
KuLikir 33333 ‘~
KuLillam Feinmechanik Miiller {
PLZ 77555 ry
Ort Musterlingen (
LKZ D
Betreuer {
Fillh

N\

S I S SR
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The next step is to carry out the change by pressing the "Change" symbol or to delete it by pressing
the "Delete" symbol. If you make the change, select in the next input mask which field you want to fill
with which new value. Under the "Flags" tab, you can reset flags for Export/Subsequent merging and
Scan/Cold.

T ensalrekintiern "4 Note: With "Change values", the
=4 new value is adopted for all data

Felder |Kennzeichen records that currently match the

filter!
e If no entry is made in the new
value, the field is emptied.
Feld: KuLiNam (Name} v|

Meuer Wert: |Feinmechanih FALller Gr‘nhH| |
Tant, 30 Okttt

Thre &uswahl wirel fiir alle Datensdtze, auf die der momentan
gewihlte Filter zutrifft, dbernommen,

Werte dndern ]’ Abbrechen

If you have selected the "Delete" symbol, this is followed by a prompt for confirmation whether you
really want to delete it.

Bestitigung [$_<|

Alle Datensatze, auf die der Festgelegte Filker zukrifft,
\;/ aus der Datenbank entfernen?

[ Losche alle H Abbrechen

If so, the filtered data records are removed in full from the database. Note: Not only the field is
"deleted" (emptied).
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"Stop improving and
you cease to be good!"

Send your suggestions for improvement and
comments to handbuch@habel.de. Many thanks.




