PROYESS 10

© PROXESS GmbH

DOCUMENTATION
PROXESS MANAGEMENT CONSOLE

Status: PROXESS 10

Release 2022 R1



Table of contents

ADOUL_this_dOCUMENTATION ...coiuiiiiiiiiiii et e st e e et e e e s abtee e eabaee e e stsaeesansbeeesssbaeaesnsssneas 5
(070] 03 V74 =42 | S U PPOPPP 5
GENETAl INFOIMATION ..ttt ettt st s esb e sbe e bt e sbe e bt e bt e bt sanesabeeanesaeens 6

PROXESS ManagemeEnt CONSOIE ......cciiiuiiiiiiiiiieeiiiitee ettt e e ettt e e e sttt e e e sttt e e e s s itaeee s sabteeesabbeeeeansbteesssbeeeesanseeeesnnnn 7
About the PROXESS Management CONSOIE ........eeiiieriieinieenieeeiieesiteesittestee sttt sateesateesbeeesnreesaseesaneesneeenne 7

Basic configuration of the Management CONSOIE ........cccuuiiiiiiiiiiiiiiiiee et e et e e s ite e e e e sbae e e s sbbeeeesssaeaeesnnnes 8
Logging out and diSCONNECTING TNE SEIVET .....coiuiiiiiiiiiee ettt e e e e sae e e e et te e e e e arae e e s ebaeeeeessaeeeennnnes 8
LOEEING IN AN QAUING SEIVEIS ..nnniiiiiieiitiee ettt et e e e bt e e e e b bt e e e eabb e e e s e abeeeeeaabbeeesaasbeeesenbeeeeennnneeas 10
SPeCifying @ roUpP NIEIArCRY ....cooiuiiiiiee ettt et e s e e n e e e s e e e sareesnneennneens 15
Fa¥e [ 1o Y- 4T o 1U 1[PPI 17
Fi¥e [ [T W o T o) {1 [T SRS PUTPPP 20

Data MINEr CONFIGUIATION ....ccccuviiiiiiiiiie ettt e e et e e e e e e e e et a e e e et atbeeeeetbaeeeaabaeaeeaassseeeanssseeesanssaaesasraneens 23
Configuration_PROXESS_Base_Data_IMINET ......c.ccccueeiiieriiesieesieeeseeesteesteeesseeessseesseessesensseesnsessnsesssssessssenns 23

Specifying the order for mining groups (Base Data) .......ccceeereerierieeniiniieeieeie sttt et re et eare e snee e 23
Creating and editing a mining profile (Base Data IMINET) ........cccveviueeeiieeiieesreecreeerreestreesreesreeeraeesraeesaneens 24
Creating @a mining group (Base Data IMIINET) .....c.uuiiiiiiiiiiee ettt eeiee e e ere e e e etta e e e e saba e e e ssabbeeessstaaaaans 27
Editing @ mining group (Base Data MINEI) .....cocuieeiieeiieerieeeiee e esiteesee e seeste e e saae e saae e s e e eneeenaaeennneesnneeennes 29
Configuring @ mining group (Base Data MINEI) ......cccuieiiieiiiee et e et e e e eseeesaeesteessreeesseeesnteesneeaensaeesnseeas 30
Deleting @ mining group (Base Data IMINEE) .......coeerierieeriieiieeieeite sttt e sieesteeste ettt sabesatesaeesbeesbeesbeenbeenbesneeas 36
QUETY PriOrities (BASE DATA) .....cccvveeiiieeiiieeietieerreeetee et e seteeestreesreesseestaeessaeesaseesasaesseeesseesaseesnseessesensseessees 37
Requirements for PROXESS BaS@ DAtA ........ccueeeeeiiiiieeiiiiieeeiitieeeeeiiieeeeestaeeeeeeabeeesenataeeessaseeessaseeessnssanaessnnseeas 38
What is the PROXESS BASE DAtAT ...cccueeuieieriiiiieniieiieesteeste et et ete st et sitesbeesbeesbeesbe e et ebesseeenbesanesmeessnesreennes 39
Configuration_PROXESS_INAEX_IMIINEE ....uviiiiiiiiee ettt ettt ettt ettt e e ettt e e st e e s st e e s e sabbeee e sabaeessnnseaaeenannes 40
Creating @ mining Sroup (INAEX MINET) ...coviiiiiiiiiiieie ettt ettt st sttt e beesbe e beebeenbesase e 40
Editing @ mining group (INAEX IMIINET) ...ccuiiiiiiiiieee ettt e e et e e s sbb e e e s e bta e e e esibaeeeesbbaeesenssaeeeeas 42
Configuring a mining group (INAEX IMIINET) ....veiiiiiiiie ettt e et e e tae e e e e ara e e e e eabae e e eebaaeeeearaeeas 43
Creating and editing a mining profile (INAeX MINET) .....c.ciiiieiiiee e snee e 49
Selecting the OPErating MOTE .......eoiiii it e e s e s e s be e e sene e saneesaneesenneenns 51
About PROXESS Data IMINET ....oiuiiiiiiiiiiiiicii ettt a e s n e sab e s sbe e sa e 52

Document SigNer CONFIZUIAtION .......ciiiuiiiiiiiiiie et et e e et e e e e s tb e e e e sabbeeeesaaaeeesrabeeeeesaseaeaeansnees 53
SErUCTUrE OF the SIZNATUIE ...eveiiieeee e e et e e ettt e e e e et b e e e e etbae e e e ataeeeesaabeeaesntaeeeennsaeeens 53
Settings Of the DOCUMENT SIBNET .....viieeieeiiieiieesieeeseeesteeste e et eesaeeesseeessteeeseeesseeessseesnseeensseesnseesnseeesenenssnennes 54
ADOUL DOCUMENT SIZNET ..eniiieiiiteiie ettt ettt ettt et st e st ee ettt e sa e e sab e e s b e e s bt e e ans e e sabeeeabe e e seeessseesaneesarnessneennneens 57

EXplorer LNk CONFIGUIAtION ....ocuiiiiiiiiiie ittt ettt ettt e e sttt e e e st e e e e s abe e e e esbbeaeeantbseeeesbaeeesnsseneen.



EXPIOTEr LINK SETEINES ..vviiiiiiiiiiiiiiie ettt ettt e et e e et e e e et e e e e s tta e e e e sabaeeeeeasbaeeeanstaeeessssbeeesensbaeeeanssaeaeans 58
Digression: Example configuration fOr SHD USEI'S .........ciiuiiriuieeiiieeiieesieesteesieeesieeeseaeesteesteeesneeesaseesneesnneeennes 63
AbOUL PROXESS EXPIOFEr LINK ...eeeiiiiiiieiee ettt e e ettt e e sttt e s st e e e e e st ae e e s s abbeeessntaeeeenbaeaesnans 65
IMage LiNK CONFIGUIAtION ...eiiiiieeiie ettt ettt et e st e sabe e s b e e sab e e eabeesbe e e nneesabeesaraeennnees 66
Lo 7417 7=T 1o o PPN 66
Properties of the document name with the default Mask ..........cccviiiiiiiii i 67
Properties of the document name with a user-specific iNdexing Mask ........cccceeveerieiirieinee e 68
BaSIC SEEEINGS ..vviiiiiiiiiiii e e e a e s a e e s bar e e e s anaes 70
] G ol 0 o1 ¢TI o] s I [ -] FoY SN PP TSPURPPPP 72
(01T 1 {1 4T Lo [T SRR 74
ADOUL PROXESS IMAGE LINK ...vviiiiiiiiieeciiie ettt e e ettt e e ettt e e e et e e e eeatta e e e eeabaeeesensbaee e e ssaaeeeensseeesentaeeeenasseeas 77
LYo L= QY LT a YT a ol oy T=q0 L= o o S 78
INAEX IMIINEE SELLINGS ..eeiuteeiiteeiitee ittt ettt e st e st e e bt e s ht e e s ab e e sab e e s ne e e ens e e smneeeabeeeneeennreenaneesarneens 78
About PROXESS INAEX IMHINET ..eiiiiiiiiiiiiiiiiiieniecicrc ettt sb e bbb b sab s eane e 81
EMAiliNg CONTIUIATION ..oiiiiiiiiiiii e et e et e e e s tba e e e e aba e e e e ebbaeeeanstaeeeessaaeeessasbaeesanseseeeanns 85
ADOUL PROXESS EM@IING ..vveieiiiiiieieiieie ettt ettt e ettt e e et e e e et e e e e e e aaa e e e e eabeeeeentaeeeeessseeeeensaeeeessaneesnnens 85
Requirements of PROXESS EMQAIlING ...ooecuiiiiiieiiieciee ettt stee s e este s te e ste e et e e sne e e ssaeesnteeesaeessaaesnseesnseneneeens 86
Configuration of PROXESS EMAIlING ...veeeiiiiiiieiiieitie ettt ettt sar e st e nee e st e e st e sabnesbneesaneesaneenas 88
Creating a job in the PROXESS Job MoNitor (EMailiNg) .....ceeivveeiiiiieiiiecieeee ettt re e s s bae e 96
(0014l To) QI N 11 el ol iF={¥ ] =14 o] o KT OSSPSR 98
Archiving (OULIOOK LINK SETLINGS) .eeevvveeiieeiieeiitie et eeteesieeestee e st steeste e st e et eessteesnteeenneeesaeennseesnseeenseeenseeesnees 98
Field assignment (OULIOOK LiNk SETEINGS) ....ieevieeirieeitieesieeseesteeeee e ste e ste e et e et e et e e s e e s aeeeseeesneeesseeesnseeenseeens 101
ADOUL PROXESS OULIOOK LINK ...vviiiiiiiiiiiiiiiie ettt sttt e st e s s sitte e e s s ite e e s sabaeeesssbtaaesasbbeeesssbaeeesansssesssnsnnes 104
[0 e Y=Y oo Lo Y ol ol T ={ U =4 Lo o PP SUPPP 106
Settings (PDF RENAEIEr SETLINES) ...vvviiiiiiiieeiiiiie ettt ettt e e e rtte e e e e etta e e e e ebb e e e e eataeeeesataeeeessbeeeesssaeeeannnraeens 106
Selectors (PDF RENAEIEr SELHINES) ..uueiiiueeriieeiiieeeieesieeeieeesteeesteeesteesteesteeesseeesseaesnseeeseeensseesnseeanseeenseeenseeesnsees 108
JA e T TU Ll o D Y=Y o To =T =T TP PR SOPSOPPRPRPPPRY 109
Path SEarch CONFIGUIAtION .....ciiiiiiiiiiiiiie ettt s e e s st e e e s abbeeeseabteaesasstbeeessasbaeesastaeesanssneeas 110
General settings for the SEArCh PAth .........c..iiiiiiiiii et e e e e e e e e s baeeeeeaens 110
SPECITYING @ SEAICH PAth ..eeieeii e e e e e et e e e et b e e e et a e e e eetaeeeeaaraaeeanas 111
ADBOUL PROXESS Path SEAICRN ....cueiiieiiieiieieee ettt ettt sttt e sb et e et e et esae e s aeesbee bt e nbeeneenns 114
Printer LiNk CONFIGUIAtiON ....coc.eiieiiieie ettt e sttt e st e e e e s ne e e mneesnreesreeennnees 115
File creation (Printer LINK SETLINES) ..iccviiiciieiiieeieeciee ettt e ste e st e ete e e tee e stveesbeesbaeesaseesaseesaseeesaeessseessseesasaesseeens 115

Document creation (Printer LINK SETTINGS) ...ccciiiiiiiiiiiiiie ettt eetae e e e etee e e e svae e e e sabaeeesebtaaeeennnnes 118



GhOSESCript (Printer LINK SETEINGS) .eevveevveeiirierieniestestte st ettt eteeite st e siee st e sbe e teebesstessteseaesaaessaesaeenseenseensesnsens 121

ADBOUL PROXESS PHINEEI LINK .ecuvietiiiiiiiiiiiteitiesiceit ettt ettt st sb e bbbt b ssneennenne 126
PROXESS SigNature CONFIGUIATION .....c.eoouiiiiiieiiiiiesiteie ettt sttt ettt st st esb e s bt e b e e et ebessseeneas 128
[0 T = a4 £SO PPPRUPPI 128
ADOUL PROXESS SIZNATUIE ..uiiiiiiiiiiieeeiiiee e et ee e sttt e e sstte e e s s sibteeesssbteeesasttaeesesabaeeesassbaaesastsaesssnsbeeesanssneessnssseens 131
Web Clent CONFIGUIALION ...oiiuiiiiiiiiiii ettt st sb e st ab e e s a bt e s bt e ebeeesabeesataesabeesnbseesabeesaneenas 132
PROXESS Web ClIENt SAVE MASKS ...eiutiiuiiriiiiiiiriieitieteete ettt ettt sb e bt b e ne e 132
PROXESS Web Client SEArch Masks ........oceeiieiieriiiieiiee ettt st s st b et e b e e 133
PROXESS WED CHENE Nt TISTS .eeiiuiiiieieiiiiie ettt ettt e ettt e e ettt e e s st e e s s itb e e e ssabbeeesssabaeesennsaeaeenas 134
PROXESS Web Client administrator SETHINGS ......c.eovvieeriieriiiiiiieriie ettt ettt ettt e sere e siree s e s e snneesaneenas 135
PROXESS WED ClIENT USEI SELLINGS ..eervieiiiiiiriiieeiieeitieesiteesiteesteestteesiteesiteesabeesabte sttt e sabeesabeesbeeebeeessteesasaesnsaenns 136
ADOUL PROXESS WED CIIENT .eeiiiieeiieeiieeeiiee sttt s e sttt e st e sate e st e e sabeesabeesabeeenaeeessseesnseesnsaeenseeennsens 137
SCaN LiINK CONFIGUIATION ..ttt ettt st be e bt e s bt e sb e e b e et e et e e b e saeesanesmeesneenee 138
CopYing SCaN LINK Profil@S .....ooeiiiiiieeiie ettt e s e b e srne e sareenaree s 138
Distributing SCan LINK Profil@S ......eeiieiiiiiiiieriee sttt ettt st sate e st e st s b e e sareesbeesneeenee 140
Copying and distribUtING Profiles ..........eoiiiiiiiiiii ettt et sbe e e bt e e bt e e sabeesbeesbaeenanees 142
(0o o 1Y/ 1a = I o o £ 1= PSS 142

DISTHDULING PrOfIES ..eeeeieiieieet ettt ettt b e bt ek e bt et e et e eabesaeeeaeesbeesbeenbeenbeebeebeennes 144



Copyright notice, disclaimer

PROXESS has made every effort to guarantee the completeness, accuracy and timeliness of the information
contained in this document. We reserve the right to make changes to this document without notice. PROXESS
does not assume any liability for technical defects in this documentation. Furthermore, PROXESS does not
assume liability for damages that can be attributed directly or indirectly to the delivery, performance and use
of this documentation.

This documentation contains proprietary information that is subject to copyright. Without prior written
permission from PROXESS, this documentation may not be translated, distributed, copied or reproduced in any
other form either in whole or in part. The software described in this documentation is subject to a licensing
agreement. The use and reproduction are only permitted within the bounds of this agreement.

PROXESS is not liable to any person or entity for any losses or damages that are allegedly or actually and
directly or indirectly incurred in connection with the use of or impossibility of using the instructions contained
in these documents. PROXESS reserves the right to change this document without prior notice, without being
obligated to inform any persons of such changes or modifications.

All of the trademarks, product names and company names mentioned in this book may be registered
trademarks of the respective owners or manufacturers. All brands and other names that do not belong to the
PROXESS software are also the property of the respective owner if no special mention is made of protected
rights in individual cases.

All mentioned software products are trademarks of the respective manufacturers:

PROXESS® is a registered trademark of PROXESS GmbH.
Adobe and Acrobat are trademarks of Adobe Systems Incorporated which may be registered in some

jurisdictions.
e CFM Twain is a registered trademark of Computer fir Menschen GmbH.
Internet Explorer, Microsoft Windows, MS Word, MS Excel, MS PowerPoint and Microsoft SQL Server

are registered trademarks of Microsoft Corporation.

Microsoft Dynamics NAV is a registered trademark of Microsoft Corporation.

Lucene is a free software project from the Apache Software Foundation.
e Caché is a registered trademark of InterSystems Corporation.

Oracle product names and the Oracle logo are registered trademarks of Oracle Corporation.
e SAP/R3 is a registered trademark of SAP Software AG.
Google Chrome is a registered trademark of Google Inc.



General information

A note for female users:

For better legibility, we are omitting the explicitly separate mention of male and female users in this
documentation. However, we want to expressly point out that we always refer to both women and men.
Highlights in the text

Highlights are used in this documentation as follows:

Bold Refers to menu commands, buttons, field names, options, program names and
program groups.
Examples: the New command, in the Name field

“Quotation marks” | Refer to menu titles, folder names and dialog fields.
Examples: the “User” menu, the “Smartcards” folder, the “Set password” dialog field

UPPERCASE Are reserved for the representation of keys.
LETTERS Examples: RETURN key, ALT key
(Brackets) Show that a placeholder symbol is meant.

Examples: (%) (_) during the PROXESS search

Tips

Show you particularly convenient options for operation or useful additional information. Tips
are always represented as they are in this paragraph.

Warning information

Is displayed for actions that could result in significantly more work or might even lead to data
@ loss or other material damage. Warnings are shown by this symbol:
You should read the warnings very carefully before you continue working.

Print documentation

In addition to the online help that you are currently using, you can also open and print this program
documentation as a PDF file with the free Acrobat Reader. You can find the respective PDF help files in the
program group PROXESS/Documentation. Please see the Acrobat Reader Online Manual for information on
how to use Acrobat Reader.



Documentation PROXESS Management Console

About the PROXESS Management Console

The PROXESS Management Console is used for centralized configuration of various PROXESS modules.

At present, the following PROXESS modules are configured using the PROXESS Management Console:

e PROXESS Data Miner

e PROXESS Document Signer
e PROXESS Explorer Link
e PROXESS Image Link

e PROXESS Index Miner
e PROXESS Emailing

e PROXESS Outlook Link
e PROXESS PDF Renderer
e PROXESS Path Search

e PROXESS Printer Link

e PROXESS Scan Link

e PROXESS Signature

The settings of some modules can be viewed, but not changed, here. The settings are configured in the
program itself.

e PROXESS Web Client save masks (view only)

e PROXESS Web Client administrator settings (view only)
e PROXESS Web Client search masks (view only)

e PROXESS Web Client hit lists (view only)

Named profiles can also be distributed to other users and rolled out using the PROXESS Management Console.

This applies for the following modules:

e PROXESS Scan Link
e PROXESS Emailing

As all settings are saved centrally on the PROXESS server, they are available to the user regardless of the
location.



Logging out and disconnecting the server

Do not forget to explicitly save your settings before exiting the program or logging out. For this
@ purpose, select the “Apply all settings” function in the context menu of the PROXESS server. If

the settings are not applied, the changes of the current session will be lost. Only when new

changes are saved are they then sent to the PROXESS server and available to every user.

Before logging out, check whether you would like to save the settings you made and carry out saving as
described above if necessary.

To log out as a user of the PROXESS Management Console, select the Disconnect function (also available in the
context menu).

E2 prOXESS Management Console - [PROXESS Management Console\PROXESS Server\PROXESS [ QA-PRXDOCU )] = O x
H File Action View Favorites Window Help - | ||
ol AN | (NEFN ? Mo

[Z) PROXESS Management Console
v =] PROXESS Server
PROXESS ( QA-PRyDACIIN

Terminate connection

MName Actions

| Group PROXESS ( QA-PRXDO... & ™

Terminate connec...

Apply all changes Apply all changes

Setup default group hierarchy... e s

View [ 3
View ¥
: MNew Window fro...
Mew Window from Here

@] Refresh

Refresh -

5 Export List...
Export List...

D Properties
Properties

ﬂ Help 0
Help

Fig.: Logging out of the system using “Save all settings” and “Disconnect”

If you exit the program using File/Exit or by closing the window, only the program will be
closed. You will remain connected as the user, however. This means that you do not have to
log in again the next time you call up the program.

See also:

Documentation on the PROXESS Administrator Console, chapter: User management
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Logging in and adding PROXESS servers

Start the PROXESS Management Console from the PROXESS program group. The following dialog box appears:

ﬂ PROXESS Management Console - [PROXESS Management Cons
E3 File  Action
ol AN REY

[Z11 PROXESS Management Console
» [ -] PROXESS Server

™
il
]

View Favortes Window Help

PROXESS Server

Mame

PRO}(ESS { QA-PRXDOCU )

Fig.: The PROXESS Management Console after startup

To log in, you have to establish a connection to your PROXESS server.

Erve = O .
- |||
Actions
PROXESS Server -
Add PROXESS server
View 3

Mew Window from Here
|z Export List...
Help

For this purpose, select the “Add PROXESS server” function in the “Action” menu (or context menu).

ﬂ File Favorites
ol A1 [HEY

anagement Console
(£ PROXESS M g C |
| PROXESS Server

Action  View Window Help

Add PROXESS server

View »
MNew Window from Here

Export List...

Help

Fig.: Adding a PROXESS server in the PROXESS Management Console
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The PROXESS login mask appears:

PROXESS Logon ? x

User

Authertication: | PROXESS ~

Mame: |PncDDcu! | e
Password: [ssenenes |

Server

Servemame: |OA—PF~!>{DOCU |

Protocal: TCRAP ~ Help

Fig.: PROXESS login mask (already filled in)

The following entries are necessary for login:

As administrative settings not relevant to security are configured in the PROXESS
Management Console, supervisor login with a smartcard and PIN entry is not

provided here.

PROXESS: If you choose this option, enter your PROXESS user name and password
below and log in with them. The prerequisite for this login is that the PROXESS system
administrator has registered you as a PROXESS user.

Authentication

Windows: If you choose this option, the system automatically uses your Windows
login information for the PROXESS login. The prerequisite for this login is that the
PROXESS system administrator has already registered and configured your Windows

user account in PROXESS (Active Directory integration).

Ask your system administrator about the authentication option you should use.

This is where you enter your PROXESS short user name. You only fill in this field if you

Name

log in with “PROXESS” authentication.

This is where you enter your PROXESS password.

You only fill in this field if you log in with “PROXESS” authentication.
Password

Changing your own password is possible, e.g. in the “PROXESS” program or in
“PROXESS Administrator”.

Now enter the login information and select the Log in command.

page 11 of 145



Login generally only needs to be carried out once. The system saves your server connection
and your user login data and establishes this connection to the PROXESS server again
automatically the next time the program is run.

If you authenticate yourself with your Windows user account, your login data is transferred
automatically and a login mask does not appear.

You only need to adjust the settings if you would like to log in with another PROXESS user,
you would like to work with another PROXESS server or your password has changed.

After login, the selected PROXESS server is shown.

21 File  Action View Faverites Window Help
o | n5 = HEE

[Z21 PROXESS Management Conscole
w || PROXESS Server
w PROKESS ( QA-PREDOCU)
v [] Group
€7 ADMIN
£ Al
m Management
m Marketing
m Purchase
m Sales

€77 SUPERVISORS

Fig.: PROXESS server node following login

Below the server, the groups and users set up in the user administration of the PROXESS Administrator

Console are shown. All users and groups which you may manage according to your specified user profile
appear in the view.

In general, an administrator will specify the requirements for the PROXESS system in
consultation with the person responsible for the project and then make the settings for all
groups and users centrally. For this reason, logging in as an administrator is the most likely
form of logging in to the PROXESS Management Console. An individual user can also log in to
make settings for their own user profile, however.

View after logging in as a user

As a PROXESS user, you can see and manage your own user profile after logging in. In practice, however, at
least one PROXESS administrator will make the settings in the PROXESS Management Console for all PROXESS

users. You can only see group profiles of the groups of which you are a member. You cannot change them.

Example:

If the user “Joe Smith” logs in, the two groups “Personnel department” and “All” appear, as the user “Smith” is
a member of both groups. “Smith” also appears as the user entry in the user branch.



Documentation PROXESS Management Console

E3 PROXESS Management Conscle - [PROXESS Management Console\PROXESS Se... — (] x

[Z] PROXESS Management Console I MNarme Actions
v liniSEREEE e EdPROXESS ( QA-PRXDOCU ) || PROXESS Server -
v PROKXESS ( QA-PRXDOCU )
v B Geoup Add PROXESS server
> € ADMIN
? & Al New Window from Here
, ﬂ! Management
s € Marketing ish Export List...

5 ﬂ Purchase

> ﬂ Sales E

» €3 SUPERVISORS
v [0 User

5 €1 Admin

. 7 Claudia

> € Eva

> € Mike

> € Paul

, 3 PRXDOCU

View b

Help

Fig.: The PROXESS Management Console after login as the user “Smith”

View after logging in as an administrator
After logging in as an administrator, you can see the user profiles of all users and groups created in the system.

Example:

If the administrator (or another member of the “Admin” group) logs in, all groups and users appear in the
mask. Administrators are authorized to make settings for all users and groups.

V0 ECSC KA o e A P IDEAYECST hAS ol 'S = DEAYES | s 1
ﬂ PROXESS Management Console - [PROXESS Management Console\PROXESS Server]

ﬂ File Action View Favorites Window Help
e« znE = H

([ PROXESS Management Console  a | Bl A S e Actions

w | PROXESS Server
N PROXESS Se &
v [ PROXESS ( QA-PRXDOCU) e e

v 7 Group [ ProxESS (QA-PRXDOCU) Add PROXESS server
> € ADMIN
’ ﬂz - Mew Window from Here
> fﬁ Management
> fﬁ Marketing 5 Export List...
> ﬂz Purchase Help
> ﬂz Sales
€71 SUPERVISORS
w [ User
> $3 Admin
> €% Claudia
s % Eva

> €% Mike vl < >

View 14

W
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Fig.: PMC after logging in as an “administrator”

See also:
Documentation on the PROXESS Administrator Console, chapter: User management
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Documentation PROXESS Management Console

Specifying a default group hierarchy

As a user can be a member of multiple groups, it is important to specify which group settings take precedence.

A group hierarchy should therefore be specified for each module.

Al modules: Group hierarchy:

PROXESS Scribe Search masks w1.1 & ADMIN Fpply
PROXESS Data Miner w1.7 O]

PROXESS Document Signer v1.0

PROXESS Feature Pack Job v1.0 E E Lo
PROXESS Mail Versand v1.0

PROXESS Signature v1.1 [ Purchase

PROXESS POF Renderer v1.8 [[] Marketing

[ Management Move up
PROXESS Scribe administrator setting

PROXESS Scribe - User settings v1.1 ¥ Move down

Fig.: Group hierarchy for the “PROXESS Scan Link” module

When specifying the settings for the group hierarchy, the following order applies:
1. User-specific module profiles take precedence over group profiles.

2. Only activated groups (with check mark) are evaluated.

3. Only the settings of the group with the higher priority apply.

4. Settings of lower groups are only taken into account if there is no module profile for the higher-level group.

If a group hierarchy is not specified and there are also no user-specific profile settings, the
@ default settings of the respective module apply.
Any settings made on the group level in which the user is a member are not evaluated
without a group hierarchy.

Examples (for figure above):

User property/Action Evaluation

User is a member of the
“Personnel department” group The settings of the “Personnel department” group apply.

and the “All” group.



The user is a member of the
“Administrator” group.

Changes are made in the
PROXESS Printer Link module
profile for the “All” group.

See also:

Adding a module

The default settings of the PROXESS Printer Link module apply, as
the “Admin” group is not activated for evaluation of the group
hierarchy.

This change does not affect members of the “Personnel
department” group, as the “All” group is below the “Personnel
department” group in the hierarchy.



Adding a new module

After logging in, you can create and configure PROXESS modules.
Modules are usually named after PROXESS modules, e.g. PROXESS Scan Link or PROXESS Printer Link.

You can then create and set up the profiles under each module.

A profile contains settings

e for a group or a user
o for the selected PROXESS module
o for a database

e for anindividual document type or all document types (default)

You make this selection by choosing within the offered list and clicking through “the directories” in this way.

E3 PrOXESS Management Console - [PROXESS Management Console\PROXESS Server\ PROXESS ( QA-PRXDOCU N
EJ File Action View Favorites Window Help
ol AN:alen(NEY
[Z2] PROXESS Management Console
~ [ 7] PROXESS Server
v PROXESS ( QA-PRXDOCU )
w [] Group
77 ADMIN
v € Al 1. Select Group
[E] PROXESS Data Miner v1.7
g PROXESS Explorer Link v1.59
7 PROXESS Index Minerv1.12
m PROXESS Mail Versand w1.0
E:a PROXESS Outlook Link v1.61
@, PROXESS path search v1.33
g PROXESS Printer Link v1.23
v [ PROXESS Scan Link v1.163 2. SelectModule
v [E] PD0cu! (BaseData/ < Defaults)

“] PROXESS
- : 3 Select Database
| Release Options

| Document and Barcode and DOCUMTYPE
| Fields

=] Xtract

| Special Options
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If you would like to create a uniform module configuration for all PROXESS users, we
recommend establishing a group called “All”, of which each PROXESS user is a member. This
group first has to be created by the supervisor in the user management of the PROXESS
Administrator Console. Through membership in this group, the user does not get any access
authorization to documents per se, so as to not create any gaps in security. Functional
groups, e.g. “Printer Link users”, can also be set up. With this, a configuration profile can be
created for this group. Through membership in this group, a new user is then automatically
given this configuration profile as well.

Step by step:
The first step in creating a profile is to add the desired module.
To add a module, mark the desired group or the desired user.

In the “Action” menu, select the Add module command (the context menu can also be used).

E3 prOxESS Management Console - [PROXESS Management Console\PROXESS Server\PROXES.. — O >
E3 File Action View Favorites  Window Help - [ ®
|25 2 HE
v [ POXESS Server i All i
~ M PROXESS ( QA-PRXDOCU )
v [ Group [E] PROXESS Data Miner v1.7 Mew module...
€ ADMIN PROXESS DocumentSigner v1.0 e 3
ﬁ = - ==755 Explorer Link v1.59 )
ﬁ ew module... S Index Miner v1.10 Mew Window from Here
ﬁ Wiew » 85 Mail Versand v1.0 |i=b Export List...
ﬁ Mew Window from Here 3 path search v1.33 E Help
 #51 5 Scan Link v1.163
ﬁ Export List... S Scribe administrator s...
v [ Ust Help 5 Scribe doc shelf mask...
€ - & Scribe Hit Lists v1.1
€ Claudia [ PROXESS Scribe Search masks v...
£ Eva
£ Mike v

Fig.: Adding a new module for configuration for the “All” user group

Depending on your authorization in the overall system, different users and groups are
displayed in the tree. If you are logged in as a user, you can only see yourself and all groups of

which you are a member. If you are logged in as an administrator, all users and groups of the
PROXESS system are displayed.



In the dialog box, select the desired module and confirm your selection with the OK command.

Module wahlen

Das Modul FROXESS Index Miner erlaubt lhnen die
Ubernakme von Yerschlagwortungsinbalten aus

Fig.: Selecting the “PROXESS Printer Link” module to create a new module configuration

The selected module now appears under the selected group/user:

E! PROXESS Managemnent Console - [PROXESS Management Console\PROXESS Server\ PROXESS ([ QA-... — O
ﬂ File Action View Favorites Window Help

== HE

[ PROXESS Management Console " || Mame Actions

~ [ 7] PROXESS Server

[ | Dokumenterstellung || <Default>
v [ PROXESS ( QA-PRXDOCU )

[ 1 Dateierstellung

= Distribute...
w [ ] Group = ]

2 mADMIN || Ghost5cript .

v 7 Al . o
> [E] PROXESS Data Miner v1.7
> 0 PROXESS Explorer Link v1.59 MNew Window from Here
> g PROXESS Image Link v1.26 x Delete

t; PROXESS Index Minerv1.12 o

> [[I] PROXESS Mail Versand v1.0 I
> [2J PROXESS Outlook Link v1.61 Help

5 @ PROXESS path search v1.33
v Q PROXESS Printer Link v1.25
v G GeneralDB
> [E <Default=

» g PROXESS 5can Link w1.163

p m PROXESS Scribe - User settings v1.11

> m PROXESS Scribe administrator settings v
< > < >

Fig.: Printer Link module added to the “All” group.
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Creating a profile

First select the module for which the new profile is to apply (e.g. PROXESS Explorer Link).

Depending on the module, there are two alternatives for adding a profile.

Alternative 1: Add default profile

You can add a default profile using the context menu.

Select database and document type x
—_— - < B
Document type: | [E «Default: e |

Select the database and document type which is to apply for this profile.

For the document type, select the <Default> entry. This means that the settings apply for all document types of
this database. The profile name is then Default as well. If you select a specific document type, the profile is
named after the document type.

Alternative 2: Add designated profile

With some modules, the Add designated profile command appears in the context menu. In this case, you can

assign a profile name of your choice.

Mew named profile >

Profile name: | PreD0cul |

Database: | | )| BaseData w |

Document type: | [E] <Default= w |

If you select the “Default” document type entry, your new module configuration applies for all document types
of the selected database (if there are no other configuration profiles for individual document types of this
database).

The configuration options available for this PROXESS module then appear.

Save the settings you made!
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Before exiting the program or before logging out, you have to explicitly save the settings you

@ made. If the settings are not applied, the changes of the current session will be lost. Only
when changes are saved are they then sent to the PROXESS server and available at every
workstation.

Two options are available for saving the settings you have made:

First option: Save the settings made on the module level.

Mark the module whose settings you would like to save in the console root and select the “Apply settings”
command in the “Action” menu (or the context menu). Using the “Reject settings” command, you can undo all
the settings made in this session.

E3 prOxESS Management Console - [PROXESS Management Console\PROXESS Server\PROXESS
[ File Action View Favorites Window Help

=25 = HE

[Z21 PROXESS Management Conscole Marme
w [ PROXESS Server
~ [ PROXESS ( QA-PRXDOCU )
w [ ] Group
€77 ADMIN
~ €F Al
PROXESS Data Miner 1.7
w L4l PROXESS DocumentSigner v1.0
v l_] BaseData
v [E <Default=
| Configuration
] PROXESS Explorer Lin
) PROXESS Index Mined____APPIy changes
€3, PROXESS path search Discard changes
3 PROXESS Scan Link vl
~ [ PROXESS Scribe admi
v l_] GeneralDB Distribute multiple profiles...
v [E <Default=
- Filter
[T] PROXESS Scribe doc s View >
m Proxess Scribe Hit List Mew Window from Here
[T] PROXESS Scribe Searc

| || BaseData

| | Finance

Add new default profile...

Delete multiple profiles...

€7 Management Delete

m Marketing Export List...
m Purchase .

m Sales =P

€7 SUPFRVISORS |
Fig.: Saving the module settings (in this case, for the "PROXESS Index Miner” module)

n ion: Appl ings for all m |

Before you exit the PROXESS Management Console, you can save the settings you made for all modules in a
single step. For this purpose, mark the active PROXESS server in the console root and select the “Apply all
settings” menu item in the “Action” menu (or the context menu). The settings you made are now sent to the
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PROXESS server and take effect immediately for the user. Using this function, you save all module profiles with
a single command.

3 PrOXESS Management Console - [PROXESS Management Console\PROXESS Server\PROXESS ( QA-PRXDOCU )]
E3 File  Action  View Favorites  Window Help

o 7= HE

[Z21 PROXESS Management Console
w [ | PROXESS Server
v PROXESS ( QA-PRXDOCL"™

v [ Group Terminate connection
EADMIN Apply all changes
v !ﬁ All

@‘g PROXESS path Setup default group hierarchy...
[T] PROXESS Scrit
[T] PROXESS Scrit
m Proxess Scribe New Window from Here

[T] PROXESS Scrit

iew ¥

Refresh
m Management .
m Marketing Bxport Lit..
€77 Purchase Properties
m Sales
€7 SUPERVISORS —
= User

Fig.: Saving all module profiles using the “Apply all settings” command

See also:

Adding a module
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Specifying the order for mining groups (Base Data Miner)

You can specify the order of the mining groups using the Up and Down buttons.

This is only used by automatic import modules such as the PROXESS Import Service and indicates the

processing order of the groups.

This setting is not relevant for interactive modules like the PROXESS Web Client or the PROXESS Desktop

modules.

Mining Profile Properties

General

Provider | PROXESS Base Data Miner v

PROXESS
Fieldname

Output-Fields
Custsupno Custsupname:

Priority

Fig.: Different mining groups within a mining profile
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Creating and editing a mining profile (Base Data Miner)

Step by step

¢ On the home page of the PROXESS Management Console, select the PROXESS Data Miner profile or add
itif it has not been created yet (see also the following topic: Adding a module)

e Create a new profile using the context menu by selecting the desired PROXESS server and the desired
group or an individual user. For this purpose, select the archive database and a document type or
“Default” for all document types for which the query is to be carried out. (see also the following

Select database and document type *
Dxabsse: || I B - |
Document type: ||E| «Default> v|

topic: Adding a profile).

e The profile is now created. A new entry, “Configuration”, appears on the left, and a new entry “Mining
profile” on the right.

E PROXESS Management Console - [PROXESS Management Console\PROXESS Server\PROXESS [ QA-PREDOCU P\Group\AINPROXESS Data Miner
EJ File Action View Favorites Window Help
o5 2F = H
[Z1 PROXESS Management Console
w [ 7] PROXESS Server :
w PROXESS { QA-PRXDOCU)
~v [ Group
€3 ADMIN
~ €3 Al
v [=] PROXESS Data Minerv1.7
W U BaseData
v [E <Default>
| Configuration
g PROXESS Explorer Link w1.59
', PROXESS Index Minerv1.10
@, PROXESS path search v1.33

Fig.: Data Miner profile

Mame Value

e The configuration editor opens by double-clicking Mining profile.

¢ Create a new profile: Select “PROXESS Base Data Miner” as the provider (see Selecting an operating
mode) and select the Add command.

¢ Edit an existing profile: Mark the desired group and select the Edit command.

The setting dialog for the profile and the selected or new group opens:
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Mining Profile Properties X
General
Provider | PROXESS Base Data Miner i
[T e o I [ [roes
Settings = ]
Group Mode Fieldfiter
|Cudumer_a.ppiers v| [ Bach Compiete al - |Cunpa1y
Database
BaseData Doctype Filter BelAn
Doctpe [Costomer_suppler
- T
3 Custsupno ~ | Custsupno [v Prefix w ¥
Custsupname  ~ |Custsupname |~ & |Prefix ~ (%] O No Preallocation
Postcode v |Postcode  ~v| [ |Nowputeld ~| [ O | No Prealocation
Location | | Location ~| O |Noinpuied '~ M O No Preallocation
Street ~ | Street v O |Noinputfield |~ (] No Preallocation
Fano ~ |Famo ~v| O |Moipuisd ~| ™ O No Preallocation
EMail | | EMail v O |Noinputied ~| [ O No Preallocation
~ v O |Noinpufild % O No Preallocation
- L % a [V O O

Fig.: Configuration editor for a mining profile

Mapping between the imported master data in the Base Data database and the query and result fields of the
PROXESS archive databases occurs here. Here you specify which fields are to be used as query fields or result

fields.

In this example,

master data fields such as the customer/supplier number or customer/supplier name are

defined as query fields and the associated customer/supplier address data and contact data such as phone

number and email are defined as the result fields.

These settings a

re made in what are known as mining groups. All other information can be found under

Creating a mining group (Base Data) and Configuring a mining group (Base Data).

®

Before exiting the PROXESS Management Console or before logging out, you have to explicitly
save the settings you made. For this purpose, select the Apply settings function in the context

menu of the module.

Alternatively, you can select the Apply all settings function in the context menu of the
PROXESS server. With this, the settings of your entire session are saved for all modules.

If the settings are not applied, the changes of the current session will be lost. Only when
changes are saved are they then sent to the PROXESS server and available at every

workstation.
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Creating a mining group (Base Data Miner)

The requirement here is that you have selected the “PROXESS Base Data Miner” operating

@ mode.

If the operating mode is changed, the entire profile is reset to the initial state.

In order for this to not occur accidentally, the user is alerted to this with a warning message.

A mining group defines a set of query and result fields. All mining groups appearing in the selection list
correspond to the document types of the “BaseData” database.

Example:
Group 1: Customers_Suppliers

Goal: Query of the customer and supplier master data
Query fields: Customer/supplier number and customer/supplier name

Result fields: Customer/supplier number and customer/supplier name, other address data of the
customer/supplier

Group 1: Item
Goal: Query of the item master data
Query fields: ltem number

Result fields: Item name, serial numbers, purchase price
Creating a mining group, step by step:

E3 rroxess Management Console - [PROXESS Management Console\PROXESS Server\PROXESS [ QA-PRXDOCU MGroup\AINPROXESS Data Miner
B3 File  Action View Favorites Window Help
=@ = H
[ PROXESS Management Conscle
v | PROKXESS Server
v E PROXESS { QA-PRXDOCU)
v [] Group
€7 ADMIN
v €% Al
v PROXESS Data Miner v1.7
w [_] BaseData
v [F <Default>
| Configuration
_EI_ PROXESS Explorer Link v1.59
[, PROXESS Index Minerv1.10
@ PROXESS path search v1.33

MName Value

1. Select the PROXESS Data Miner profile.
2. Select the PROXESS server, the desired group or an individual user.

3. Select the archive database and a document type or “Default” for all document types for which the
master data query is to be carried out.

4. A new entry, “Configuration”, appears, and a new entry “Mining profile” on the right.



5. If you now double-click “Mining profile”, the following dialog box will appear:

Mining Profile Properties *

General

Provider | PROXESS Base Data Miner v

Name Input-Fields  Output-Fields PROXESS :
z Fieldname Priority

Fig.: Creating a new mining group

During the initial configuration, no mining groups are available.

Clicking the Add button opens the configuration editor, in which the new group can be created.

The other steps are described in the Configuring a mining group topic.
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Editing a mining group (Base Data Miner)

To change a group and its configuration, the corresponding row must be selected; the settings window is
opened again by clicking
Edit.

Mining Profile Properties

General

Provider | PROXESS Base Data Miner |

Output-Fields

-8 Custsupno Custsupname | Custsupno Custsupname

| U || Down | pid || Ddete || Ea

Fig.: Editing mining groups
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Configuring a mining group (Base Data Miner)

A mining group defines query and result fields for a document type of the master
database.

Multiple mining groups can belong to a single mining profile.

Mining Profile Properties

General
Provider |PROXESS Base Data Miner v|
Mame Input-Figlds Output-Fields PROXESS o
. Figldname Priorty
» LTy = =W s 508 Custsupname, Custsupno |Cust5upname.Custsupno I I
Settings - O X
Group Mode Fieldfitter
hiem [ Interactive User Fitter [No fiter v]
: e | [] Batch Complete all ~ ey |Nc filter “ |
Database
BaseData Doctype Fitter BelArt
Doctype | Mo fitter ~ |
Base Data PROXESS Search ) }
Fieldname Ficldname Input-Field Behaviour Output-Field  Information-Field  Preallocation
3 Custsupname ~ | Custsupname ~ [ Prefix. ~ B | No Preallocation
Custsupname ~ | Custsupna v ] Prefix v | O No Preallocation
Postcode ~ | Postcode w O Prefix w | O Mo Preallocation
Documentdate |  Documentdate |~ O Prefix w | O Mo Preallocation
Location ~ | Location w O Prefix w | O Mo Preallocation
EMail w | EMail w O Prefix w | O Mo Preallocation
Countryindicator |~ | Countryindicator |~ O Prefix w | O Mo Preallocation
- S W D A D D

| e | [ o | oo

Fig.: Configuring a mining group

A name must be selected for the group first. This corresponds to a document
type of the master database (BaseData). In this case, the document type

Group name “Customers_Suppliers” is selected. For the selection of master data for mining,
this means that only hits from the master database of the Customers_Suppliers
document type are displayed for this group.




Editing mode

(Field) filter
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Editing mode indicates the clients for which the group is configured. The
configuration shown here corresponds to the default. A group can be configured
for both interactive and batch clients, but has to be activated for at least one of
the two.

Interactive activates mining for interactive clients, such as the PROXESS Web
Client.

Batch activates mining for batch clients, such as the PROXESS Import Service,
where selection of the type of editing (supplementation or overwriting) can also
be made. Batch mode only works with clear matching.

Type of editing in batch mode:

e Overwriting means that all result fields are copied if there is a hit, even if one
or more fields were already filled in.

e Supplement only fills in empty fields and does not overwrite them.

The (field) filter enables filtering of the displayed query results in the master
database based on a PROXESS user property, such as company or department.

User filter: The field of the BaseData master database with which the user
property is to be compared is selected here.

User properties are managed in the PROXESS Administrator Console. They are
either copied automatically through Windows AD integration or entered
manually. The desired field for the filter is selected here.

The entries of these two fields are compared in a master data query by the user
and, if the field values are the same, a correspondingly adjusted list of results is
provided.

Example:
A company group consists of Company A and Company B. All employees receive

the entry “Company A” or “Company B” in the “Company” field in the user
properties in the PROXESS Administrator Console. All imported master data
records also receive the “Company A” or “Company B” identifier in the
“Company” database field of the BaseData database.

When an employee of Company A makes a query, only master data records of
Company A are presented for selection, and only master data records of

Company B for a query by the employee of Company B.

No filter: If no filter is desired, this must also be selected as the setting.



Document type
filter

General field
mapping and field
settings

Query field

Search behavior

The document type filter can be used to further filter results of mining based on
the document type entered in the database. The selected PROXESS document
type of the archive database is compared to the database field DocType (field
name for the document type) here.

Example:

Document type purchasing invoice (130) is selected as the document type filter.
With this, only mining results with the value purchasing invoice (130) in the
BaseData database field DocType are taken into account. This kind of data
record can be created with a constant when importing the master data.

No filter: If no filter is desired, this must also be selected as the setting.

Finally, the field settings of the group are configured. Mapping of the master
data field name of the BaseData to the PROXESS field name of the respective
archive database must be selected here. They can be selected using a dropdown

menu.

If this field is filled in with values, a master data search with its contents is
initiated.

A field can be a query field and a result field at the same time.

No query field: If the field is not a query field, a search behavior does not need
to be selected.

Exact: With an exact search, the only hits displayed are those which correspond
exactly to the entered value.

Prefix: The prefix search provides all results which begin with the entered
characters.

Full-text: The full-text search searches for hits where the entry occurs within this
field.
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Result field

Information field

Search behavior
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Aresult field is filled in with the values from BaseData following a successful
query.

If a field is declared as a result or information field, the entry in the
Search behavior field is irrelevant.

Afield can be a query field and a result field at the same time.

@ If documents already indexed by the Base Data Miner are to be
mined again, field values already filled in can be overwritten.

This field is displayed in the hitlist following a successful query of the master
data,
but not filled in. An information field can be neither a query field nor a result
field.

No query field: If the field is not a query field, a search behavior does not need
to be selected.

Exact: With an exact search, the only hits displayed are those which correspond
exactly to the entered value.

Prefix: The prefix search provides all results which begin with the entered
characters.

Full-text: The full-text search searches for hits where the entry occurs within a
field.

Note: If a field is only declared as a result or information field, the search
behavior entered here is irrelevant.



Pre-allocation

Remove

Up/Down

OK
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Pre-allocation can be defined for each output or information field. This value is
then automatically suggested for use in all hits for which this field is empty in the

master data record.

The following values have a special meaning:

No pre-allocation: There is no pre-allocation. If the field in the mined document
is empty, it is also returned empty in the mining result.

Date: Inserts the current date.

Example: The pre-allocation of the CuDeCountry field is “Germany”.

A master data search yields the following hits:

{CuDeNam: "Gastro Ltd", CuDeNo: "12345", CuDeCountry: <no_value>},

{ CuDeNam: "Furniture Fix Ltd", CuDeNo: "24246", CuDeCountry: "Switzerland"},
{ CubeNam: "Ultramed Co", CuDeNo: "998552", CuDeCountry: "Germany"}

{ CuDeNam: "Speedo Ltd", CuDeNo: "110112", CuDeCountry: no_value}

The following master data records are then suggested for use in the document:

{ CuDeNam: "Gastro Ltd", CuDeNo: "12345", CuDeCountry: "Germany"},

{ CubeNam: "Furniture Fix Ltd", CuDeNo: "24246", CuDeCountry: "Switzerland"},
{ CuDeNam: "Ultramed Co", CuDeNo: "998552", CuDeCountry: "Germany"}

{ CuDeNam: "Speedo Ltd", CuDeNo: "110112", CuDeCountry: "Germany"}

After selecting the corresponding row, you can delete the field from the list by
clicking the Remove button.

Here you determine the column order in which the fields appear to the user in

the master data selection list.

Clicking OK creates the entire group and closes the settings window. This group

is then displayed in the overview of the editor.

Before exiting the PROXESS Management Console or before logging out, you have to explicitly

save the settings you made. For this purpose, select the Apply settings function in the context

menu of the module.

@ Alternatively, you can select the Apply all settings function in the context menu of the
PROXESS server. With this, the settings of your entire session are saved for all modules.

If the settings are not applied, the changes of the current session will be lost. Only when

changes are saved are they then sent to the PROXESS server and available at every

workstation.
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Deleting a mining group (Base Data Miner)

Once the corresponding row has been selected, a mining group can be deleted by clicking Remove and then
confirming the dialog.

Mining Profile Properties x

General

Provider |PROXESS Base Data Miner |

Input-Fields Output-Fields PROXESS
Fieldname

Custsupno,Custsupname | Custsupno Custsupname

Warning

/Y
AE Do you really want to delete group "Customer_suppliers™?

Fig.: Deleting a mining group
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Defining query priorities (Base Data Miner)

Each query field is automatically assigned to the group in which it is configured. An exception to this
is query fields which occur in several groups. The group to which it is primarily assigned must be
decided upon here.

Example:
Eigenschaften von Mining Profil e
Allgemein
Mame Abfragefelder Ergebnisfelder
13 KuLiNr KuliNam KuLiNr, KuLiMam KuLiCrt
Kunde KuLiNr KuLiNr, KuLiMNam KuLiOrt
Bestellung BelMr KuLiNam, KuLiOrt
Arikelgruppe EKLiefNr, KuLiNam KuliOrt
Gegenkonto KuLiNr KuLiNam KuLiNr, KuLiMNam KuLiOrt
Kostenart SPrir Waehmung, KuLiNr. SPrBez | SPrir Waehrung, KuLiNr, 5PrBez
Kunde speziel KuLiOnt KuliOrt, KuLiNam, KuliOnt
KuLiNr KuliNam KuliOt: KuLiNr KuLiMam KuLiOrt

| Hendiger | | Enforer | | Beabeten

0K | | Abbrechen | | Dbemehmen

The CuDeNo, CuDeNam and CuDeloc fields are declared as query fields in several mining groups in this
example.

For this reason, all mining groups for which this field is configured as a query field (customer, supplier, item
group and payment conditions) are listed in the dropdown list next to them.

By selecting “Customer” in the example above, the master data lookup of the mining group customer is now

displayed for the user in the PROXESS Web Client if they search in the CuDeNo field. In the “CuDeNam” field,

on the other hand, the configuration of the supplier group is displayed.
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Requirements for the configuration of the PROXESS Base Data
Miner

”

Before a configuration can be created for master data processing, a database with the fixed name “BaseData
has to be created in the PROXESS Administrator Console.

All document types and database fields in this database filled in by the master data import also have to be
created in the PROXESS Administrator Console.

The BaseData database later contains all the important master data and is used by the PROXESS archive
databases as a reference. This being the case, the BaseData database may not be used as a database for

configuration.

[ PROKESS Managemert Conscle AL Name Wert
w [ PROKESS Server ﬁMining Profil
v B4 PROXESS System BaseData database must not

v [ Gruppen be selected as the database!

~ € Gruppenname
~ [ PROKESS Base Dota

v [ Datenbznkname ‘
w [F <Standards

| Kenfiguration
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What is the PROXESS Base Data Miner?

In the PROXESS Base Data Miner module, configurations are specified for the use of imported master data
when indexing from third-party systems.

The following differentiation is made here:

Indexing using external master data

Manual indexing via PROXESS Web Client or the PROXESS Desktop modules allows users to interactively access
external master data, for example from their own ERP system. For instance, all the master data for a customer
can be automatically transferred to the PROXESS index screen using a key field such as customer name or
customer number. Import modules, such as PROXESS Import Service, PROXESS Import Server, PROXESS Web
Service & PROXESS Gateway, can also access external master data as part of their automatic batch imports.

Importing external master data

Master data import is a function of the PROXESS Import Service. External master data from ERP systems, for
example, can be transferred and imported into PROXESS via CSV file. The transferred master data is saved in a
PROXESS database (BaseData) and, if configured accordingly, available for indexing documents in all PROXESS
archives, i.e. across all databases.

What is a mining profile?
The entire configuration of master data mining for a document type or “Default”.

What is a mining group?
An individual definition of query and result fields for a document type in the master database. Multiple mining
groups can belong to a single mining profile.



Creating a mining group (Index Miner)

An Index Miner group defines a set of query and result fields.
During the initial configuration, no mining groups are available.

Select the desired mining profile.

PROXESS Management Console - [PROXESS Management Console\PROXESS Server\ PROXESS ( QA-PRXDOCU M Group\AINPROXESS Data Miner
File Action View Favorites Window Help

e« | znE = HE

PROXESS Management Console

w [] PROXESS Server

~ 4 PROXESS { QA-PRXDOCU )
~ [7] Group

> ) PROXESS Index Miner v1.1
> @1 PROXESS path search v1.33

If a mining profile does not yet exist, create a new profile (Creating and editing a mining profile (Index Miner).

Double-click “Mining profile”. The following dialog box opens:

Mining Profile Properties

General

Provider | PROXESS Base Data Miner ~

MName Input-Fields Output-Fields PROXESS T
Fieldname Priority

[ ][ oo | [ | oo || ea
! 5

You can create a new mining group using the Add button.

All other steps for setting up and configuring the mining group can be found here: Configuring a mining group
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Editing a mining group (Index Miner)

To change a group and its configuration, the corresponding row must be selected; the settings window is

opened again by clicking
Edit.

Mining Profile Properties

General

Provider | PROXESS Base Data Miner

¥

Input-Fields

Output-Fields

EE8 Custsupno Custsupname | Custsupno Custsupname

[0 [ [ Down |

Fig.: Editing mining groups




Configuring a mining group (Index Miner)

If a mining group does not yet exist, you have to create one first.

For this purpose, see: Creating a mining group (Index Miner)

Several limitations apply to PROXESS Index Miner groups:

e Only one mining group can be defined. Its name is always specified as the text “IndexMiner”.

e The database is specified as the archive database for which the profile is configured and also cannot be

changed.

¢ Only interactive editing mode (PROXESS Web Client or PROXESS Desktop modules) is supported. Editing
is not possible in batch mode (automatic document enhancement in the background by the Document

Manager).

For this reason, these options are deactivated in the configuration editor for an Index Miner group:

Settings - O X
Group Mode Fieldfitter
Name ~] Interactive User Filter |No filter ~ |
- - Batch Complete all “ | User Property [No fiter v]
Database
BaseData ] My documents anly
1 Orly documents of the curent document type

Fig.: Settings in the configuration editor for an Index Miner group

All settings at a glance:

Settings — O X
Group Mode Fieldfitter
Name [ Irteractive User Filter |No fiter ~ |
IndexMiner e Batch Compie{e all ~ User Property | Na fiter ~ |
Database
BaseData [ My documents anly
] ©nly documents of the cument document type
et input-Field e Output-Field  Information-Field  Preallocation
Custsupno ~ | Prefix ~ [l [l Mo Preallocation
Custsupname w =1 Prefix w 1 O Mo Preallocation
Location w O No inputfield |~ 1 O Mo Preallocation
v Postcods ~ O No inputfigld |~ O Mo Preallocation
. ~ O ~ O O
Ok || Dekte | | Cancdl

Fig.: Configuring an Index Miner group




Group name

Editing mode

(Field) filter

Only one mining group can be defined. Its name is always specified as the text
“IndexMiner”.

The PROXESS Index Miner supports only interactive editing mode (used by the
PROXESS Web Client or PROXESS Desktop modules). Editing is not possible in
batch mode (automatic document enhancement in the background by the
Document Manager).

The (field) filter enables filtering of the displayed query results based on a
PROXESS user property, such as company or department.

User filter: The field of the archive database with which the user property is to
be compared is selected here.

User properties are managed in the PROXESS Administrator Console. They are
either copied automatically through Windows AD integration or entered
manually. The desired field for the filter is selected here.

The entries of these two fields are compared in a query by the user and, if the
field values are the same, a correspondingly adjusted list of results is provided.

For Index Mining groups, the following values can be selected in addition to the
default user properties:

PROXESS user ID: System ID of the logged-in user

PROXESS database: Name of the currently connected database

PROXESS name: Login name of the logged-in user

PROXESS full name: Full name of the logged-in user

Example:
A company group consists of Company A and Company B. All employees receive

the entry “Company A” or “Company B” in the “Company” field in the user
properties in the PROXESS Administrator Console. All imported data records also
receive the “Company A” or “Company B” identifier in the “Company” database
field of the archive database.

When an employee of Company A makes a query, only data records of Company
A are presented for selection, and only data records of Company B for a query by

the employee of Company B.

No filter: If no filter is desired, this must also be selected as the setting.



Document type
filter

Document filter

General field
mapping and field
settings

Query field

Search behavior

The document type filter can be used to further filter results of mining based on
the document type entered in the database. The selected PROXESS document
type of the archive database is compared to the database field DocType (field
name for the document type) here.

Example:

Document type purchasing invoice (130) is selected as the document type filter.
With this, only mining results with the value purchasing invoice (130) in the
BaseData database field DocType are taken into account. This kind of data
record can be created with a constant when importing the master data.

No filter: If no filter is desired, this must also be selected as the setting.

My documents only: Searching only occurs in documents created by the logged-
in user.

Only documents of the current document type: Only those documents are
displayed which have the same document type as the document through which
the query process was initiated.

Here you can specify which fields are part of the mining process and whether
input or output fields are involved in each case. Mapping between input and
output fields (as with the Base Data Miner operating mode) is not necessary
here.

If this field is filled in with values, a master data search with its contents is
initiated.

A field can be a query field and a result field at the same time.

No query field: If the field is not a query field, a search behavior does not need
to be selected.

Exact: With an exact search, the only hits displayed are those which correspond
exactly to the entered value.

Prefix: The prefix search provides all results which begin with the entered
characters.

Full-text: The full-text search searches for hits where the entry occurs within this
field.
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Result field

Information field

Search behavior

Aresult field is filled in with the values from BaseData following a successful
query.

If a field is declared as a result or information field, the entry in the
Search behavior field is irrelevant.

Afield can be a query field and a result field at the same time.

This field is displayed in the hitlist following a successful query of the master
data,
but not filled in. An information field can be neither a query field nor a result
field.

@ If documents already indexed by the Base Data Miner are to be
mined again, field values already filled in can be overwritten.

No query field: If the field is not a query field, a search behavior does not need
to be selected.

Exact: With an exact search, the only hits displayed are those which correspond
exactly to the entered value.

Prefix: The prefix search provides all results which begin with the entered
characters.

Full-text: The full-text search searches for hits where the entry occurs within a
field.

Note: If a field is only declared as a result or information field, the search
behavior entered here is irrelevant.
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Pre-allocation

Remove

Up/Down

OK

Documentation PROXESS Management Console

Pre-allocation can be defined for each output or information field. This value is
then automatically suggested for use in all hits for which this field is empty in the

master data record.

The following values have a special meaning:

No pre-allocation: There is no pre-allocation. If the field in the mined document
is empty, it is also returned empty in the mining result.

Date: Inserts the current date.

Example: The pre-allocation of the CuDeCountry field is “Germany”.

A master data search yields the following hits:

{CuDeNam: "Gastro Ltd", CuDeNo: "12345", CuDeCountry: <no_value>},

{ CuDeNam: "Furniture Fix Ltd", CuDeNo: "24246", CuDeCountry: "Switzerland"},
{ CubeNam: "Ultramed Co", CuDeNo: "998552", CuDeCountry: "Germany"}

{ CuDeNam: "Speedo Ltd", CuDeNo: "110112", CuDeCountry: no_value}

The following master data records are then suggested for use in the document:

{ CuDeNam: "Gastro Ltd", CuDeNo: "12345", CuDeCountry: "Germany"},

{ CubeNam: "Furniture Fix Ltd", CuDeNo: "24246", CuDeCountry: "Switzerland"},
{ CuDeNam: "Ultramed Co", CuDeNo: "998552", CuDeCountry: "Germany"}

{ CuDeNam: "Speedo Ltd", CuDeNo: "110112", CuDeCountry: "Germany"}

After selecting the corresponding row, you can delete the field from the list by

clicking the Remove button.

Here you determine the column order in which the fields appear to the user in

the master data selection list.

Clicking OK creates the entire group and closes the settings window. This group

is then displayed in the overview of the editor.

Before exiting the PROXESS Management Console or before logging out, you have to explicitly

save the settings you made. For this purpose, select the Apply settings function in the context

menu of the module.

@ Alternatively, you can select the Apply all settings function in the context menu of the
PROXESS server. With this, the settings of your entire session are saved for all modules.

If the settings are not applied, the changes of the current session will be lost. Only when

changes are saved are they then sent to the PROXESS server and available at every

workstation.
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Creating and editing a mining profile (Index Miner)
Step by step

1. On the home page of the PROXESS Management Console, select the PROXESS Data Miner profile or add
itif it has not been created yet (see also the following topic: Adding a module)

2. Create a new profile using the context menu by selecting the desired PROXESS server and the desired
group or an individual user. For this purpose, select the archive database and a document type or
“Default” for all document types for which the query is to be carried out. (see also the following

Select database and document type X
Database: v
Document type: | [[E =Default= ~ |

topic: Adding a profile).

3. The profile is now created. A new entry, “Configuration”, appears on the left, and a new entry “Mining
profile” on the right.

E3 proxEss Management Console - [PROXESS Management Console\PROXESS Server\PROXESS [ QA-PRXDOCU MGroup\AINPROXESS Data Miner
EJ File Action View Favorites Window Help

=% 2= HE

[ PROXESS Management Console
~ [ PROXESS Server
v E PROXESS ( QA-PRXDOCU)
v [ Group
€7 ADMIN
~ €8 Al
v [E] PROXESS Data Miner v1.7
w lj BaseData
v [ =Default>
| Configuration
g PROXESS Explorer Link w1.59
|, PROXESS Index Minerv1.10
1 PROXESS path search v1.33

MName Value

e

Fig.: Data Miner profile

The configuration editor can now be opened by double-clicking Mining profile:
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Settings — | x
Group Mode Fieldfitter
Name | Interactive User Fitter |No fiter - |
IndexMiner ol Batch Complete &l ~ User Property | Na fiter ~ |
Database
BaseData [ My documents anly

1 Only documents of the curent document type

i input-Field e Output-Field  Information-Field  Preallocation
Custsupno w =1 Prefix W O O Mo Preallocation
Custsupname |~ ™~ Prefix w 1 O Mo Preallocation
Location ~ O No inputfisld |~ | O Mo Preallocation

il Postcode ~ O Noinputfield |~ [l Mo Preallocation
- ~ | bl O O

o ][ e ] [ Coa

Fig.: Configuration editor for an Index Miner group

Here you specify which fields are to be used as query fields or result fields. These settings are made in what
are known as mining groups.

In this example, the customer/supplier number or customer/supplier name are defined as query fields and the
associated customer/supplier address data such as the city and ZIP code are defined as the result fields.

Further explanations on setting up an Index Miner group can be found here:
Creating a mining group (Index Miner

Configuring a mining group (Index Miner

Before exiting the PROXESS Management Console or before logging out, you have to explicitly
save the settings you made. For this purpose, select the Apply settings function in the context
menu of the module.

® Alternatively, you can select the Apply all settings function in the context menu of the
PROXESS server. With this, the settings of your entire session are saved for all modules.

If the settings are not applied, the changes of the current session will be lost. Only when
changes are saved are they then sent to the PROXESS server and available at every
workstation.
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Selecting the operating mode

After calling up a profile, the operating mode/provider must first be selected.

Either the PROXESS Base Data Miner mode or the PROXESS Index Miner mode can be selected. Simultaneous

operation of both versions is not possible.

Mining Profile Properties *

General

Pravider |PROXESS Base Data Miner

P Data Miner
PROXESS Index Miner
T T

PROXESS o
Fieldname Priority

U | Down | rd || Deee || e

Fig.: Selecting between PROXESS Base Data Miner and PROXESS Index Miner

® If the operating mode is changed, the entire profile is reset to the initial state. In order for this
to not occur accidentally, the user is alerted to this with a warning message.
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About PROXESS Data Miner

This module enables the direct copying of index information for a selected document from other documents or
master data.

The PROXESS Data Miner module supports two different operating modes here, which use different sources
for adding to the documents:

PROXESS Base Data Miner

A separate PROXESS database with the fixed name BaseData serves as the source. During the configuration,
the fields of the archive database to be added must be mapped to the corresponding fields of the master
database.

PROXESS Index Miner
The archive database itself serves as the source, i.e. searching occurs in the existing documents of the current
archive database (with additional filters if applicable).

The PROXESS Index Miner described here is introduced as of PROXESS 10 2022 R1 (version
13.0) and supersedes the previous PROXESS Index Miner module. This new version enables
index mining with the PROXESS Web Client as well.

If the PROXESS Data Miner is not licensed, the previous PROXESS Index Miner module can still

be used. This makes index mining possible in the PROXESS Windows Client and in desktop link
modules like PROXESS Office Link, Scan Link and Outlook Link.
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Structure of a signature with the Document Signer

A complete signature contains the following elements:

e the signed document

¢ the path of the signed file
e the result of signing: signing was successful/signing was not successful.

With a PDF file, the signature can be displayed using the signature symbol:

Home Tools PROXESS_File_Sign.... %
iﬁ"?)@@\ 1 k@@@ro

@ This file claims compliance with the PDF/A standard and has been opened read-only te prevent modification.

Signatures

=] - Validate All

& Certified by PROXESS GmbH <info@proxess.des:

No changes are allowed

Signature validity is unknown:

(1Y

Document has not been modified since it was certified

Signer's identity is unknown because it has not been included in your list of trusted certificates and none of its parent certificates are trusted certificates
The signature includes an embedded timestamp but it could not be verified.

5 Signature Details
Last Checked: 2022.10.14 14:06:47 +02'00°

Field: Signature (invisible signature)
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Settings of the Document Signer

You have already added the PROXESS Document Signer as a module.

You have also created a new profile either for a group or for a user or selected an existing profile.

The following dialog box appears, which is still empty during the initial setup:

DocumentSigner Profile Properties X

General

General settings (" mandatory field)

Selected certificate * Metadata *
Certificate 1 (valid until 06/21/2027) v - Software name |ScanLink |
Software version |‘I |

Timestamp server*

GlobalSign 1 v| Approval reference |‘I_D |

Miscellaneous
As an alternative to a predefined timestamp server, : L
you can also manually enter a imestamp server Certificate expiration
in the field. Please note thatthis must be free of ] Signature verification
limitations and that the full URL is specified with http(s).
Verification ofthe purpose of use of the cerificate

s | [ o

Fig.: General properties of the PROXESS Document Signer

You define the settings for the signing of documents here.

General settings

The desired certificate is selected using the dropdown menu of the
interface. The list of existing certificates can be opened using the "..."

Selected certificate button to the right of the dropdown menu. (see certificate list)

After selecting the certificate, the other settings can be made.

URLs in HTTP/HTTPS format are supported here. The specified time
Time stamp server stamp server has to be free of limitations. Alternatively, a time stamp
server can be selected from the existing list.

Metadat The Software name, Software version and Release reference values are
etadata
written to the metadata of the PDF file during signing.

Miscellaneous
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If activated, the validity of the certificate is checked during configuration
Certificate expiration of the PROXESS Document Signer library. If the certificate has expired,

signing cannot occur.

If this option is activated, the validity and integrity of the certificate is
Signature checking checked during configuration of the PROXESS Document Signer library. If
this no longer applies to the certificate, signing cannot occur.

If this option is activated, suitability of the certificate for digital signing is

Checking the intended checked during configuration of the PROXESS Document Signer library. If

purpose of the certificate the certificate does not possess this property, signing cannot occur. If all

mandatory fields were filled in in the interface (marked with *), the
configuration can be saved by pressing the Apply and OK buttons.

Certificate list

Certificates list *

MNote

The certificates of the server 'QA-PRXDOCLU" are retrieved from the 'My certificates’ store ofthe 'Local machine' cerificate store. If
youwant a different server, you must connectto itvia the PROXESS Management Conscle and setup a new profile for the
DocumentSigner.

Available certificates

Certificate 1
Subject Country (C): A Public key 3082010A0252010100096A975F58 ~
D 3091526101C6398C7/DFO552D67
76A474439A75DFBBACBD62DD43
E-mail (E): v 00A49AFBOSFCEBEEB30F3CED3 «
Serial number 974DDB13931AC0ODC35DD lssuer Country (C): "
DE
E-mail (E}: B
This certificate is valid until 06/21/2027. Cerificate details
Close

Fig.: The certificate list

The names of the certificates are numbered consecutively from 1 to n and match the names in the certificate

view (at the top left of each certificate).
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The certificate view displays all certificates which are accessible to the user logged into the PROXESS
Management Console. Information on each certificate is specified here. Further details on the certificates can
be called up using the respective Certificate details buttons. If a certificate has already been selected, it is
given a green background and moved to the top of the list.

Before exiting the program or before logging out, you have to explicitly save the settings you
made. For this purpose, select the Apply settings function in the context menu of the module.

@ Alternatively, you can select the Apply all settings function in the context menu of the
PROXESS server. With this, the settings of your entire session are saved for all modules.

If the settings are not applied, the changes of the current session will be lost. Only when
changes are saved are they then sent to the PROXESS server and available at every
workstation.
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About PROXESS Document Signer

PDF, TIFF, database DMP and other text files can be signed with the PROXESS Document Signer. The signature

confirms the integrity (immutability) of the document.

In this way, paper documents scanned using the PROXESS Scan Client can automatically be given a qualified
digital signature and archived. This type of signature is a legal requirement in some countries for ensuring and
being able to verify the integrity (immutability) of archived documents. In addition to signing scanned
documents (PDF files), the signing of PROXESS database backup files is also required.

You can activate and configure these functions in the PROXESS Document Signer.
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PROXESS Explorer Link settings

You have already added the PROXESS Explorer as a module and selected a module profile for a user group,
an archive and a document type. The following dialog box showing the setting options for the PROXESS
Explorer Link then appears:

Q
EJ File Action View Favorites Window Help -8 X

= HE = HE

v [ POXESS Server Mame Value ~ || Archive ay
W PROXESS ( QA-PREDOCU )
= Group [=|Delete files Disabled View »
~ [ User Elpocument name mode New Window from Here
v Admin éCustDm Prefix ZeFILEMAMES: .
+ [ PROXESS Explorer Link v1.59 || (=] Show date suffix Disabled iz BxportList.
v [ GeneralDB [=|Generic archiving Disabled [ Help
v [E <Default> [=]Universal filetype
] Archive [=]Show archive window Disabled
[ PROXESS Mail Versand v1.0 [=|Show individual archive window  Disabled
@€, PROXESS path search v1.32 [=|Referencefield 1
m PROXESS Scribe - User setting éReferenceﬁeld 2
m PRF]XESS Scribe doc shelf ma éReferenceﬁeld 3
£ Claudia ¥ || =l referencefield 4 v
£ > £ >

Fig.: Settings of the PROXESS Explorer Link (in this case, “Default profile” for all document types in the “General” database for the “Admin” user)

The following settings are possible:

If this option is activated, the files are deleted following successful archiving. If no other
operating system settings were made, the deleted files are moved to the recycle bin of

Delete file .
the respective computer.
The name borne by the document in the PROXESS archive is specified here. The
document name (PROXESS default field: Name) is a “core field” of every PROXESS
document and therefore must be filled in in every case. Otherwise, archiving of the
document is not possible.
The following options are available for filling in the document name:

Document .

. . Date = default setting, e.g. 1/1/2011
designation

File name = name of the file, without a file extension, to be archived
User-defined prefix = user-defined entry which must be defined more precisely in further
settings

If it is indicated that the indexing mask is to be shown interactively
(see below), these specifications can still be corrected or supplemented manually.



User-
defined
prefix

Display
date end
digits

Universal

archiving

Universal
file type

Display
indexing
mask
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A “user-defined prefix” selected above is described in more detail here.

The following constants are available:

%FILENAME% File name (e.g. winter.pdf)
%EXTENSION% File extension (e.g. pdf)

%DATESHORT% Short date (e.g. 1/1/2011)
%DATELONG% Long date (e.g. Thursday, October 1, 2010)
%BARCODE% Bar code number

%PROXESSUSER% Short name (e.g. Smith)

%PROXESSUSERFULL% Full user name (e.g. Joe Smith)

During archiving, these constants are copied to the character sequence with their
equivalent values. Please pay attention to capitalization when entering the constants.

Example: The “Admin” user archives the “Winter.pdf” image.
The specification “File %FILENAME%.%EXTENSION% archived by %PROXESSUSER%”
results in the document name: “File Winter.pdf archived by Admin”

Bar code generation using %BARCODE%:

If this constant is used, a bar code number is generated with a random number

generator. (Also see: Digression: Example configuration for SHD users)

Specifies whether the date end digits are to be added to the end of the prefix of the user-

defined document mask.

Specifies whether file types unknown in the PROXESS system are archived using a
universal file type. When displaying a universal file type, the respective workstation

settings are searched for a suitable application.

Specifies the universal file type to be used with unknown file types. The “Universal file

type” must be created in the PROXESS Administrator program beforehand.

Specifies whether the indexing mask is to be displayed prior to final archiving.
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Specifies whether a (smaller) user-defined indexing mask is to appear. The user-defined
indexing mask is different from the default indexing mask in PROXESS. Use the reference
assignments of fields 1 through 4 (see below) to control this dialog. Only the fields

activated below are displayed to the user in the user-defined indexing mask.

In the next step, the familiar indexing mask for checking (if activated) then appears as the
next dialog.

Note: If you have also activated automatic bar code generation, these bar code numbers
will still be generated in the background and used for indexing.

(Also see: Digression: Example configuration for SHD users)

Specifies the first index field of the user-defined mask to be filled in. The content of this
field is always also used for generation of the document name here. You can select the
reference field using the pull-down menu from the list of your created default

fields/document fields.

Specifies another index field of the user-defined mask to be filled in. You can select the
reference field using the pull-down menu from the list of your created default
fields/document fields.

Specifies another index field of the user-defined mask to be filled in. You can select the
reference field using the pull-down menu from the list of your created default

fields/document fields.

Specifies another index field of the user-defined mask to be filled in. You can select the
reference field using the pull-down menu from the list of your created default
fields/document fields.

Select a field with the “DATE” data type here. This is then automatically filled in with the
date (e.g. 1/1/2011).
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If this option is activated, an automatic bar code number is created with each archived
document and entered in the indexing mask. In addition,
the created bar code number is located in the Windows clipboard.

Activate this function so that users can add individual documents to

processes in an integrated ERP system.

Assignment of the document type field in which the created bar code number is entered.
This field must be of data type VARCHAR. The field is only filled in if bar code generation
has been activated above.

Here you specify the bar code type to be used in this PROXESS module.

“PROXESS” type: 8- or 10-digit bar code number with or without 2-digit check number
(depends on the “Add bar code check number” function). Only “Lower bar code range”
needs to be configured for the bar codes.

“Standard (7+1)” type: 7-digit bar code with or without 1-digit check number (depends
on the “Add bar code check number” function). “Upper bar code range” and “Lower bar
code range” need to be configured for the bar codes.

Type: “Standard (13+1)”: 13-digit bar code with or without 1-digit check number
(depends on the “Add bar code check number” function). “Upper bar code range” and
“Lower bar code range” need to be configured for the bar codes.

This field defines the first two digits of the bar code. The default setting
is “00”. Using this “number range setting”, overlapping with other bar code number
ranges, e.g. via bar code label printing or through the generation of logical bar codes

from document numbers, can be avoided.

Specifies the length of the created bar code number (without check number) and the
lower limit from which the bar code numbers are created.

Adds a 2-digit check number at the end of the bar code.
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Before exiting the program or before logging out, you have to explicitly save the settings you
made. For this purpose, you can select the “Apply settings” function in the context menu of the
@ module. Alternatively, you can select the “Apply all settings” function in the context menu of
the PROXESS server. With this, the settings of your entire session are saved for all modules. If
the settings are not applied, the changes of the current session will be lost. Only when
changes are saved are they then sent to the PROXESS server and available at every workstation.

See also:
About PROXESS Explorer Link
Digression: Example configuration for SHD users
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Digression: Example configuration for SHD users

A convenient configuration for SHD users for the convenient indexing of files archived from your personal
workspace using the PROXESS Explorer Link is yielded using the following settings:

e User-defined document prefix: “PA”.
e Activation of the user-defined document mask

o Reference field 1 = “CUNO” for the customer/order number

E3 proxEsS Management Conscle - [PROXESS Management Console\PROXESS Server\PROXESS ( QA-PRXDO... — O X

EJ File Action View Favorites  Window Help - 8 X

= 2E = HE

w | PROXESS Server

M Val A || Archi
« [ PROXESS ( QA-PRXDOCU) ame 2ue S
“| Group =lDelete files Disabled View
v [ User éDocumentnamemode MNew Window from Here
v € Admin | =l Custom Prefix %FILENAME%I
= : : =+ Bxport List..
+ [0l PROXESS Explorer L [=]Show date suffix Disabled
v [_] GeneralDB =] Generic archiving Disabled Help
v [E «Default> =l Universal filetype
| Archive [=]show archive window Disabled

[ PROXESS Mail Vers: [=]show individual archive window Disabled
€3 PROXESS path searc || (=] Referencefield 1
[[] PROXESS Scribe- U || (=] Referencefield 2
[[T] PROXESS Scribe do. =l Referenceficld 3
£ Claudia ¥ || (Sl Referencefield 4 v
£

Fig.: Relevant configuration entries “User-defined prefix = PA” and reference field 1 = “CUNO”

Entering the date end digits in the user-defined indexing mask then automatically completes the document
name of the purchase agreement number as it is known in MHS.

The title of the document is then filled in automatically, for example via PA + date end digits + individual PA
number as PA10123456.

If the documents are indexed in this way, they can be captured and displayed via immediate query from the
MHS system (known as “DA query”).
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i ™
Ml Benutzerdefinierte Indﬂiem E‘&‘g

CUsers\PubliciPictures\Sample Pictures\Chrysanthemum.jpg

Eitte geben sie die Indexierungsinformationen an.

Primarfeld

Benutzerdefinierter Prafix KV
Datumsendziffern 10
Referenz 1 KDNR 471

Finaler Dokumenttitel:  KV104711

Sekundarfelder

Datumsfeld Datum 21122010
Referenz 2 Kundenname Mustemann
Referenz 3 Belnr 123456
Referenz 4 PLZ_Ort 56579 Rengsdorf

[ ok | [ Abbrechen

Fig.: User-defined indexing mask for SHD users

A bar code can still be generated automatically when archiving via the PROXESS Explorer Link, which is then
copied to MHS when creating the document.

The “Generate bar code” and bar code field setting options are used here. The “User ID” field is automatically
filled in with a two-digit number. This specifies the number range of the generated bar code so that

overlapping with other printed bar codes cannot occur.

See also:

Explorer Link settings
About PROXESS Explorer Link
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About PROXESS Explorer Link

The PROXESS Explorer Link is used for the fast archiving of documents found on the desktop or in any folder of
Windows Explorer.

Archiving is carried out via the respective context menu with the Archive in PROXESS or Archive grouped in
PROXESS command if several files are to be saved in a common PROXESS document.

Name Date Type Size Tags

& Winter.jpg 105 JPG File 0KB
Open
Create a new video
Edit with Photos
Edit with Paint 3D
Set 25 desktop background
Edit
Print
3 Share with Skype
Rotate right
Rotate left
Cast to Device >
EQ Scan with Microsoft Defender...
& Share
] Aschive to PROXESS
0 Archive to PROXESS in groups

Fig.: Archiving the “Winter.jpg” file from Windows Explorer using the context menu

The PROXESS Explorer Link offers very versatile configuration options. For example, there is an “Automatic bar
code generation” option and the handling of file types which have not yet been created in PROXESS using the
PROXESS Administrator program. The degree of automation of indexing can also be specified, i.e. whether the
indexing mask is displayed interactively or whether certain specified properties and values are to be used for
archiving.

See also:

Explorer Link settings

Digression: Example configuration for SHD users



Setting file conversion

Select the Conversion folder.

This is where you manage the saving of images in the suitable PROXESS data type. PROXESS file types are
created and configured in the “PROXESS Administrator” program. If necessary, contact your system
administrator. PROXESS file types are always created for each archive or PROXESS database.

The following image formats are available for selection:

* JPEG
* PNG
* BMP
* GIF

o TIFF

Individual conversion options can be set for the image formats listed here. For image formats converted to the
JPEG format, the compression settings specified on the “Processing” tab then also apply during the archiving
procedure. In this way, large BMP files or large TIFF files can be archived in PROXESS with a small file size, for

example. This ensures quick display of images during retrieval by the user later on.
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Properties of the document name with the default mask

Select the Default document name folder.

Here you determine the document name of the archived images. The settings described here are possible if
the “Default mask” option was selected beforehand. You can check whether the default mask was selected in

the Set configuration/indexing mask folder:

Here you specify whether the first field, “Document name”, of the indexing
mask remains empty, whether the name of the file to be archived is entered or

whether a text you specify appears as the pre-allocation.
The following values are possible:

Default document
name No entry = The document name is not pre-allocated. Entry must occur

manually during archiving, as this field is a mandatory field.
%FileName% = The image file name appears as the pre-allocation.

%xyz% = A desired user-defined entry is used as the pre-allocation.
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Properties of a user-defined document name

Select the User-defined document name folder.

Here you determine the document name of the archived images. The settings described here are possible if

the “User-defined” option was selected beforehand. You can check whether the user-defined indexing mask

was selected in the Set configuration/indexing mask folder:

User-defined
document name

Reference field

Text field

Date field

Document prefix

Here you specify whether the first field, “Document name”, of the indexing
mask remains empty, whether the name of the file to be archived is entered or
whether a text you specify appears as the pre-allocation.

The following values are possible:

No entry = The document name is not pre-allocated. Entry must occur
manually during archiving, as this field is a mandatory field.

%FileName% = The image file name appears as the pre-allocation.

%xyz% = A desired user-defined entry is used as the pre-allocation.

This appears on the user-defined indexing mask during archiving. The content
of the reference field, together with the document prefix and the date end
digits, specifies the document title (i.e. document name). In the selection list,
select a PROXESS field from the database selected above.

The text field is also displayed during archiving and can be freely filled in.

Here you can specify whether the content of the text field is to be inserted into
an index field of the document mask.

If it is, select a suitable index field of the database selected above from the
selection list.

Here you can specify whether the date field of the user-specific indexing mask
is linked to a date field in PROXESS. The field is automatically pre-allocated
with the date (e.g. 3/30/11) during archiving and can be changed manually if
necessary.

If it does, you can select a date field of the target database using the selection
mask (e.g. the document date).

If desired, you can provide the document name with a prefix (e.g. “PA” for
purchase agreement). If the field remains empty, the document name is
formed without a prefix.



Display date end digits

Write reference field
value in text field
automatically

Documentation PROXESS Management Console

If this option is activated, a two-digit year number (e.g. 11 for 2011) is used in
the document name. If this option is not activated, a year number does not

appear in the document name.

With this, you can automatically duplicate the entries of the reference field

and have them entered in the text field.
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Configuration of the basic settings

Universal
file type

Display
indexing
mask

Archiving
mode of the
marked
images

The universal file type facilitates the import and management of file types. If this option
is selected when creating a file type, the suitable program is read out of the local registry
when importing a file and, if there is an entry there, the correct file extension is added to
the file. The suitable program is also looked for in the registry and called up
automatically when viewing a file. This avoids the need to create and configure all
possible file types separately in PROXESS. In the selection list, choose the file type
previously set up as the universal file type by the administrator in the PROXESS
Administrator program.

Here you specify whether the default mask or a user-specific indexing mask is to be
displayed for the purpose of indexing.

These values are possible:

%Default% --> The default mask is displayed. If the PROXESS Index Miner is activated for
your user profile in the PROXESS Management Console, you get a default indexing mask
with integrated PROXESS Index Miner.

%User-defined% --> A user-specific indexing mask is displayed. With this option, the
“User-defined document name” section is activated automatically as well.

Activated:

If this option is activated, all marked images of the left-hand selection window are
compiled in a PROXESS document and archived. With this, joint indexing for the selected
images is also possible. This makes sense when different detailed views of a complaint
are to be compiled in a document in PROXESS, for example.

Deactivated:

If this option is activated, each of the marked images is archived and indexed as a
separate PROXESS document. This option makes sense if a large number of images with
the same file and archive settings are to be archived. With this, the archiving process
only needs to be initiated once and the marked images can be indexed one after another.
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Activate
update
mode

Display
indexing
report

Delete with
DEL key

Backup

Display JPEG
compression
dialog
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Whether documents which are already archived are updated with the latest
specifications (Update) or whether a new PROXESS document is always created is
specified here.

The following values are possible:

Activated: Documents which have already been archived are overwritten with the new
specifications and updated.

Deactivated: In this case, a new PROXESS document is always created.

The settings made here only take effect when using the user-defined

@ indexing mask.

When using a default indexing mask or indexing mask with PROXESS
Index Miner, update options cannot be used.

If this option is activated, a detailed archiving log is displayed after each archiving
procedure. If this option is not activated, you only get the “Archiving successful” or
“Archiving unsuccessful” response.

The directory structure in the left-hand window of the PROXESS Image Link mask reflects
part of Windows Explorer. If this option is activated, displayed images can be deleted
with the DEL key. If this option is not activated, images can only be deleted using the
context menu (Right mouse click + Delete).

No backup: Here, the images are not moved to a previously specified folder following
archiving. Instead, they remain in their original location in the archiving folder.

“Done” folder: Following successful archiving, the files are moved to a subdirectory called

“Done”. This makes it easier to have an overview of the files which have already been archived
in PROXESS.

Specifies whether the dialog for JPEG compression of image data is always to be displayed

when archiving.
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JPEG compression dialog

Oftentimes, digital image data is still in very large files immediately after capture. For this reason, PROXESS
handles the reduction or compression of JPEG files automatically during the archiving procedure so that a
manual pre-processing step is not necessary. In this case, the “Deactivated” setting is to be selected.

JPEG-Kompressionsdialog anzeigen Properties x
General
Setting: Description:
(@) Enabled
_ Leqgt fest, ob der Dialog fir die JPEG-
O Disabled Kompression vor dem Archivieren immer angezeigt
werden soll.

- "Deaktiviet” = JPEG-Kompressionsdialog
nicht anzeigen

- " Aktiviert" =» JPEG-Kompressionsdialog
immer vor dem Archivieren anzeigen

0K Cancel Apply

Fig.: Setting options in the PROXESS Management Console for the JPEG compression dialog

The JPEG compression dialog is displayed during the archiving process in the PROXESS
Image Link (see explanations below).

Activated

The JPEG compression dialog is not displayed during the archiving process in the

PROXESS Image Link. Standard compression is carried out automatically by PROXESS.

Deactivated

If you have selected the “Activated” option, this dialog box will appear in the PROXESS Image Link during the
archiving procedure.
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JPEG-Compression d

(® Standard
() Custom

Final Filesize:

Quality

Ok Cancel

Fig.: Dialog box in the PROXESS Image Link for the image compression settings of JPEG files

Explanations of the settings:

PROXESS standard compression is used.

Standard
Moving the slider on the quality bar changes the degree of compression. The “Final file
size” is displayed online. At the same time, the qualitative image result when changing
the quality slider is displayed online (real-time preview).

User-

defined

If you would like to have image formats other than JPEG compressed as

well, combine these settings with the settings in the “Conversion” folder.

In this way, you can have other image formats converted to JPEG files in

advance and the compression settings set here then apply for BMP files

as well, for example.
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Update mode for documents

Select the Update mode folder.

Settings for document updating can be made here. By default, all settings are deactivated. This means that
document updating does not occur.

If you enter corresponding conditions, the index values of the image to be archived are compared with
documents already archived in PROXESS. If a suitable document is found in PROXESS, the new image file is
added to the found document and the existing index values of the document are also updated.

@ The settings made here only take effect when using the user-defined indexing mask. When
using a default indexing mask or indexing mask with PROXESS Index Miner, update options
cannot be used.

Important: When selecting several of the fields listed below, all search criteria have to apply (AND operation).

The comparison in the document name field can be set as follows:

“u_n

means that the search term has to precisely match the found value

or
Document
name . . . . . .
“LIKE” means that a similarity search is carried out. This corresponds to a PROXESS search
with the placeholder “%”.
No entry means that a comparison is not carried out in this field.
The comparison in the document type field can be set as follows:
“=" means that the search term has to precisely match the found value
or
Document
type

“LIKE” means that a similarity search is carried out. This corresponds to a PROXESS search
with the placeholder “%”.

No entry means that a comparison is not carried out in this field.



Reference
field

Text field

Date field

The comparison in the reference field can be set as follows:
“=" means that the search term has to precisely match the found value

or

“LIKE” means that a similarity search is carried out. This corresponds to a PROXESS search
with the placeholder “%”.

No entry means that a comparison is not carried out in this field.

The comparison in the text field can be set as follows:
“=" means that the search term has to precisely match the found value

or

“LIKE” means that a similarity search is carried out. This corresponds to a PROXESS search
with the placeholder “%”.

No entry means that a comparison is not carried out in this field.

The comparison in the date field can be set as follows:

“Activated” means that the date has to precisely match the found value

or

“Deactivated” means that a comparison is not carried out in this field.
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Basic processing:

When selecting several fields, all search criteria have to apply (AND operation).

If one suitable document matching the search criteria set above is found, the image file is
added to the found document and the existing index values of the document are also

updated.

If not, i.e. the search yields no hits or multiple hits, differentiation is made in further

processing:

“IndexData” = Enter new index data and repeat search.

Here, the PROXESS user wants to add the digital images as a new file to a document which
already exists. For this reason, archiving is reset and the search can be carried out again
with different criteria until a suitable document is found or the archiving procedure is

canceled.

“NewDocument” = Create a new document.
In this case, a new PROXESS document is created and archived with the digital image file.

“SelectIinDialog” = Selection dialog is displayed.

The user can select between the two options mentioned above in each individual case

here.
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About PROXESS Image Link

The PROXESS Image Link is used for the quick and convenient archiving and indexing of digital image data in
the PROXESS Archive.

A preview function supports archiving here. If desired, specific index fields can be pre-allocated or retained
between two archiving procedures.

Using an integrated conversion function, the image data to be archived can be converted into another format,
such as JPG or GIF, beforehand.
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Settings of the PROXESS Index Miner

You have already added the PROXESS Index Miner as a module and selected a new profile for a user group, an

archive and a document type.

The following dialog box showing the setting options of the PROXESS Index Miner in the center column then

appears:
E3 pROXESS Management Console - [Grouph\AINPROXESS Index Miner v1.104General DB < Default>\PR... — O x
(3 File Action View Favorites Window Hel - &%
p
e | HE = HE
~| Group A || Mame Value Actions
giﬁmm .%Trim whitespace Disabled PROXESS Inde... a
W
= It: Disabled -
D e SE.T;T?EGS D::bl:d View g
w [ PROXESS Index Minerv1.10 == ] Mew Wind...
T gMax. number of hits 50
v l_] GeneralDB s g — :
v [ <Default> f Mam.quer}rﬁeld |i=b ExportList...
| PROXESS Index Miner = Rraumstliengtly . H Hep
ﬁ\. PROXESS path search v1.33 |=|Document type in search condi.. Disabled
[T] PROXESS Scribe administrator settings: =lDocument type filter
m PROXESS Scribe doc shelf masks v1.2 |=lIndexMiner activated on Updat... Disabled
[T Proxess Scribe Hit Lists v1.1 = Query fields
m PROXESS Scribe Search masks v1.1 |=|Result fields
m Management =|Preset fields
!ﬁ Marketing
m Purchase
€7 Sales

Fig.: Configuration options for the PROXESS Index Miner in the overview

You can make the following settings:

Ignore spaces

Only my document hits

Fill in search fields
completely

Maximum displayed
hits

If this option is activated, leading and trailing spaces are removed from

copied field content.

Only those documents created or edited by the logged-in PROXESS user
appear in the hit list. With this, the search can be restricted to documents

from your personal workspace.

If this option is activated, the search for already archived documents does
not begin until all defined search fields have been filled in. As with the field
search, all fields are linked with AND for the query here.

If this option is deactivated, it is sufficient if one of the query fields is filled in

to initiate the search for “related” documents.

This option determines the maximum number of hits offered to the user in
the hit list of the PROXESS Index Miner.



Main index field

Minimum length

Use document type as
search criterion

Search in documents
of the following
document types

Query fields

Result fields

Fields to be preset

Attach file to the
selected document

Hit list with preview of
the files

Display selected
document for editing

Documentation PROXESS Management Console

The number of main index fields is specified here. If a search term is entered
in a main index field, another search is carried out following the copying of
indexing content. Conversely, no further searches can be initiated on any
other search fields following copying. The main index field thus makes it
possible to correct incorrect copying with a new search.

To avoid an unspecific search with a high number of hits, this option specifies
a minimum number of characters which must be entered in order to initiate
a search.

Only search results with the document type selected here are displayed.

Specifies the document types in which the Index Miner searches for and
displays existing entries. Multiple document types can be selected.

One or more fields in which the entered search criteria are searched for are

entered here. For example, the customer number can be selected as a query
field to have the customer master data (customer name, street, ZIP code and
city) automatically filled in as result fields.

The fields to which found results are copied by the PROXESS Index Miner are
specified here. If multiple results are found, the user is presented with a hit
list and can select an entry.

Either fixed values or placeholders, e.g. for the current date {DATE} or the
logged-in user {USER}, can be specified in the list of fields to be preset.

If the option is activated, the current file is assigned to the selected
document from the hit list and archived. In this case, no new document is
created and any field content already entered is not copied.

The hit list is displayed with a preview of the archived files, through which
the user can scroll.

The selected archived document is displayed in the document mask, and the
user then has the option to edit index fields. The new file has already been
attached and archived.

Following configuration, the PROXESS Index Miner can be configured for the respective modules.
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Before exiting the program or before logging out, you have to explicitly save the settings
you made. For this purpose, you can select the “Apply settings” function in the context
menu of the module. Alternatively, you can select the “Apply all settings” function in the
context menu of the PROXESS server. With this, the settings of your entire session are
saved for all modules. If the settings are not applied, the changes of the current session
will be lost. Only when changes are saved are they then sent to the PROXESS server and

available at every workstation.



About PROXESS Index Miner

The PROXESS Index Miner module is carried over into the PROXESS Data Miner module with
@ PROXESS 10 Release 2022 R1. This means that index mining is also possible with the
PROXESS Web Client. Separate licensing is required for this.

The module described in the following can still be used, but is not being further

developed.

PROXESS Index Miner supports users in manually indexing documents. Documents which have already been
archived are displayed via specified query fields (e.g. “CUNo” as customer number), and their field values are

suggested for copying.

The PROXESS Index Miner function can be activated in conjunction with the PROXESS Standard Client and can
be linked with the PROXESS Outlook Link, PROXESS Explorer Link and PROXESS Printer Link modules to simplify
the manual indexing process of documents. All settings for PROXESS Index Miner are made in the PROXESS
Management Console (generally by an administrator). These settings include, for example, activation itself and

the definition of which fields are query and result fields.

If the PROXESS Index Miner module (indexing version 1.5) has already been created in the PROXESS
Management Console (see Adding a module), the following mask appears:

E:3 PROXESS Management Conscle - [Grouph\AINPROXESS Index Miner v1.10\GeneralDB\ < Default>\PR...  — O >
= ile ction ew avorites indow e - 0 x
[A File Act Vi Favori Wind Help
Aol AN:a1Ec (NN 7 B
| Group ~ (| Name Value Actions
46 iﬁW”N =|Trim whitespace Disabled PROXESS Inde... &
i m . =|userresults Disabled Vi b
EROM S Dl My =IFill all fields Disabled =
w [ PROXESS Index Miner v1.10 == ] Mew Wind...
:' l_] GeneralDB gMax. number of hits 30
v [ <Default> = Main query field = Export List..
“/ PROXESS Index Miner lRequired length : [ Help
3, PROXESS path search v1.33 %Dncument type in search condi.. Disabled
[T] PROXESS Scribe administrator settings - =|Document type filter
m PROXESS Scribe doc shelf masks v1.2 glndaMiner activated on Updat... Disabled
[T Proxess Scribe Hit Lists v1.1 %QUEF}‘ﬁEMS
E] PROXESS Scribe Search masks v1.1 %Resultfields
!ﬁ Management =] Preset fields
ﬁ: Marketing
!ﬁ Purchase
[ﬁ Sales

Fig.: Configuration options for the PROXESS Index Miner

The PROXESS Index Miner can be configured here and then used in conjunction with the PROXESS Windows
Client, PROXESS Scan Client, PROXESS Outlook Link, PROXESS Printer Link, PROXESS Office Link and the

PROXESS Explorer Link.



If the PROXESS Index Miner is activated and configured, the view changes to the indexing mask as follows:

& Meues Dokurnent —

Dok.-Mame:

Dak.-Typ: [El Korespondenz -
Seite 1 | Seite 2 | Seite 3| Seite 4 | Seite 5| Seie & | Kemielder|

Auftrags-Mr: 4712 A Projekt:

Beleg-Mr.: ®  BelegDatum: &

Debitar-Mr.: dp  Kreditor-Mr: Ay
Marne: 4
Stafe: -Q

FLZ < Ot =
Dateiliste | Quervenweisliste | Zugriffsischte |

| . L | & :-Z__: ‘ | B oo o o
[ Dateityp  Beschreibung Werzsion
| 1 P

Speichem Lozchen Abbrechen I [ Hilfe

Fig.: Indexing mask with PROXESS Index Miner activated

Blue arrows indicate that these fields are query fields.

Green arrows designate result fields into which suggested and copied index values can be entered.

Fields without arrows can already be filled in now. The entries are then copied for indexing. In the example
above, the date is always entered here automatically via presetting.

Example:

The order number, document number, vendor number and name fields marked with a blue arrow are possible
query fields. The order number, debtor number, vendor number, name and address fields marked with a green
arrow are result fields which are filled in automatically following a successful search if entries are available in
PROXESS here.

3. Enter descriptive features in the query field or fields and leave the field by pressing the Tab key.

A hit list now appears with existing entries in the archive that correspond to the query values.
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=] Verschlaguwortung tbernehmen oder Datei dern gewshiten Dokument zuweisen

Scanner Canon DR 3060

DEU Anzahl der Dokumente: 3 Mevaufbau |
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Fig.: Hit list following entry of customer number “4712”

In this example, the search has now found suitable documents with customer number “4712” via the PROXESS
Index Miner. They are displayed in the hit list (see figure above).

4. Now you can archive the file as a new document and add the file to an existing document from the list.

Copy command (create a new document)
Mark a suitable entry in the hit list and select the Copy command. The values of the selected entry are now
automatically copied to the result fields of your indexing mask.

Attach file command (add to existing document)
Mark a suitable entry in the hit list and select the Attach file command. The values of the selected entry are
now automatically copied to the result fields of your indexing mask.



[B Dokurnent: Scanner Canon DR 3060
Optionen  Hilfe
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Ciak.-Typ: Angebot-Deb.
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Fig.: Filled in indexing mask with the copied index values

Confirm the index values for the document with the Save command.

See also:

Adding a module
Settings of the PROXESS Index Miner
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About PROXESS Emailing

PROXESS Emailing enables the automatic sending of archived documents via email. You can freely define
which documents are sent.

Basic functional scope:

Following the specified interval, a check is carried out to determine whether relevant documents are present.
They are sent to a defined email address. The document then gets a code to prevent resending.

The configurations for subject, contents of the email and naming of the attachments are controlled via
XML/XSLT. All common XML/XSLT functions can be used.

All settings are made in a profile of the “PROXESS Emailing” module here in the PROXESS Management
Console.

The actual automatic sending of emails is carried out by the PROXESS Job Server service. The setup and
monitoring of jobs of the PROXESS Job Monitor service occur in the PROXESS Job Monitor app.

Sample application: PROXESS eBilling

With the “PROXESS eBilling” solution, outgoing invoices are not only archived legally compliant in PROXESS,
but are also automatically sent from the PROXESS system to the customer by email. The copy of the sent email
can also be archived in PROXESS for documentation purposes.
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Requirements of PROXESS Emailing

Automatic PROXESS emailing is carried out by a service (PROXESS Job Server) in the background. In the
PROXESS Job Monitor program, jobs are set up for this purpose and monitored as well.

Before you can add PROXESS Emailing as a new module in the Management Console, the following

requirements have to be met:

e The “PROXESS Business Tools” have to be installed. This is a separate setup set.
e For the archive database concerned, a database field named “EmaillD” with the properties shown below

has to be created.

To create the field, switch to the “PROXESS Administrator Console” program:

General properties  Assign validation rule

ﬂ MName in database:  MailkZ ls Indexed:
Validation rule: Visible: []
Digplay Name: |[[ET (3¢ | Mandatery: [
Description: | MailkZ | Encrypted:
Datatype Sting

Max. field length 255

oK Cancel

Fig.: Properties of the “EmaillD” database field

"’

e The “HpHab814.exe” program must be run once. Only after this is done is the “PROXESS Emailing”
module available as a module for selection in the PROXESS Management Console.

The “PROXESS Emailing” module can now be added and a new profile created.
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Select module *

PROXESS Mail Versand w1.0 w
m Conrfiguration of the mail dispatcher

Cancel

Fig.: Adding the “PROXESS Emailing” module

Mew named profile d

Profile name: |PrxDﬂcu! |

Databasze: | L_-] Baselats - |

Documert type: ||E| «Default= v|

Fig.: Creating a new profile with the name “eBilling” for the “PROXESS Emailing” module.

See also:

Adding a module
Adding a profile
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Configuration of PROXESS Emailing

@ We recommend contacting the PROXESS system administrator for the setup and
configuration of automatic PROXESS emailing. They will take your requirements, outline

possible options and make the configuration.

Double-clicking the respective profile opens the settings dialog:

Mail Dispatch Profile Properties

General

- XML Template Pool

Send Configuration Pool
i - Server Configuration Pool
i Corfigurations

Name

Data

Concel | [ oot

Fig.: Settings dialog of a PROXESS emailing profile

The mask is divided as follows:

General

Add/Edit/Remove

List (name and
data)

The “General” tab contains the “XML template pool”, the “sending configuration
pool” and the “server configuration pool”. Configuration modules first have to be
created in these pools in order to create the respective “configuration” from
them.

A new configuration module is created using the Add button. The configuration
module can be edited or adjusted later on with the Edit button. If a configuration
module is to be permanently deleted, the Remove button must be selected.

The created pools/configurations are listed here.




Basic steps for creating a new configuration:

First, the various different configuration modules (XML file, email recipient and emailing) are created and

saved in what are known as pools. Each pool can contain multiple configuration modules. In the second step,

these configuration modules are compiled to create a configuration for automatic emailing. There can be

multiple configurations here as well.

General

£ Fools Add Madiy Delete
- XML Template Pool

Send Configuration Pool
;= Server Configuration Pool
i Corfigurations Keyfile

Name Data

Xml Template Configuration

XML Template Name

[Keyfile

<%l version="1.0" encoding="150-885%-1"7>

<xsl stylesheet version="1.0" xmins xsl: "http //www w3.org/1395/X5 L Transform" >
<xsl:output method="text"/>

<xsltemplate match="/result/doc/rec” xml:space="preserve">

=xsl:value-of select="invsupplier_no"/>

«/xeltemplate >

</xslstylesheet>

Fig.: Example for the creation of an XML template with the name “Key file”

First step: Create XML template

Mark the “XML template pool” entry and select the Add button.

Cancel

Templates which you can copy and paste and then only have to adapt to suit your individual environment are

available for XML pool entries. Contact your PROXESS system administrator for this.

Mail Dispatch Profile Properties

General

EI P:JD|S Add

B “ML Template Pool B

Send Conrfiguration Pool

i - Server Configuration Pool Name

Configurations Keyfile_xmi
Mailbody_xml
subject_xml
attname_xmil

Fig.: Created XML pools
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Data

Akzentum Base MailDispatch MDMail XML Template
Akzentum Base MailDispatch MDMail XML Template
Alzertum Base MailDispatch MDMail XML Template
Alzertum Base MailDispatch MDMail XML Template



Second step: Create sending configuration

Mark the “Sending configuration” entry and select the Add button.

Send Configuration

Send Configuration Name

|korfig?

Maximum Mai Size
[1omB |
Address Configurations

Mail Appearance

From |verkauf@mustedima.de | Mail Subject Isubject Jml

To |

| Mail Body maiibody_ml |

1

cc mailarchivierung @mustedima de Attachment Name (attiname_aml |
BCC Index File Contents kefile_ml v

AMttachment - Features

Mark Excluded Documents

Generate Index File [] Otris monitor
[] Otris status

Attachment - Special Files to include

& [] Otris xlob
= [A Postions

[] PRIZM Redines

Fig.: Example sending configuration

*n',-r;."", -
o\ a

If automatically sent emails are to be archived as a copy in the PROXESS archive, an email
address defined for automatic PROXESS email archiving has to be entered on the CC line of
emails to be sent. Emails sent to this inbox can then be automatically exported and archived.

Third step: Create server configuration

Mark the “Serv

er configuration” entry and select the Add button.
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Server Configuration - O X

Server Configuration Name

|

Mail Server Configuration

Host |srntp.web.de |
Port 587 =
User |mailuser@web.de |
Password |uuuu |
S5L Configuration
Use SSL
551 Version 8512 w
TLS Usage Option SecureOnDemand i

Cancel oK

Fig.: Example server configuration

In the server configuration, all settings are entered for the email server from which the emails are sent.

Fourth step: Compile and create emailing configuration

Once the configuration modules have been created in the pools, an overall configuration for emailing can be
compiled from them.

Mark the “Configurations” entry and select the Add button. The settings dialog opens.

General tab

Mail Configuration - | x

Mail Configuration Mame

[Kofig 1
General Document Fiter  Grouping
Environment Settings Server Configuration
f=ieds smip.web.de b Parameter Value
L] Leg Send info Host smtp.web .de
Port 587
Datab:
anase Userld mailuser@web.de
GeneralDB (General) ~
Send Configurations
Document Status Values (Mailkz)
ToDo i) - Map Key Template konfig1 ~ Parameter Value 2
D 1 - Defautt Configuration korfig1 v AdressCont . AddressFrom
one = AdressConf AddressTo
Excluded 2 A AdressConf.AddressCC
AdressConf AddressBCC
XMLTemplateConf. Tplind Ref
XMLTemplateConf. TplMail Ref
XMLTemplateConf. TplSubje...
XM TemnlateConf TrlAttNa v
£ >
Cancel oK
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Fig.: Overall configuration for automatic emailing (General tab)

Mail configuration
name

Environment settings

Database

Document status
values (EmaillD)

Sending
configuration

Server configuration

Document filters tab

Here you assign a name for the configuration of emailing. You will use this
name later on when setting up jobs in the PROXESS Job Monitor, for example.

Log sending confirmation: If this check box is activated, sending confirmation
is logged.

Test mode: Documents sent in test mode are not marked as sent (EmaillD) and

are therefore still ready for sending.

Name of the database to be checked for documents to be sent.

To do: Value to be written in the “EmaillD” field if a document is to be selected

for sending.

Done: Value to be written in the “EmaillD” field if the document has been

successfully sent by email.

Exception: Value to be written in the “EmailID” field if a document is to be

intentionally ignored.

Select the desired configuration from the defined pool of sending

configurations.

Select the desired configuration from the defined pool of server configurations.

Here you can define filters which further limit the selection of documents to be sent.

To add a filter, click Edit.
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Mail Configuration

Mail Configuration Mame

Documentation PROXESS Management Console

Config 1

General

Edit

Filters

DocsDocTypeMName = VK invoice
DocsDocTypeMame = VK reminder
DocsDocTypeMame = VK credit note

Cancel oK

Fig.: Overview of the document filters for mail configuration “Config 1”

The Document filter criteria mask opens. To save a new filter, click Add. To edit an existing filter, click Edit.

In the following dialog, you can now define the individual filter criteria:

Document Filter Criteria

Fitter Criterion

- d >

Field Comparison Value
v] [v] |
Exact (a="0")
Expression Like Left { a like "%b")
— — Like Right { a like B%)
Existing Criteria Like Any { a like "%b%)
Mumber Greater, {a > b’
Apply Abandon Mumber Smaller { a < ‘date’)
Exact Date( a =today + days)
Criterion Date Greater, { a »today + days)

Date Smaller, (a < today + days

DocsDocTypeMame = VK invoice
DocsDoc TypeMName = VK reminder
DocsDocTypeMame = VK credit note

Fig.: Defining document filters

Field From the list of all fields of this database, select the field on which a filter is to be
ie
applied.
Comparison Select the desired operator for filtering from the list.
Value Enter a value for the filter condition here.
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Apply/Reset You save the defined filter condition with Apply or discard it with Reset.

You save all set up filter criteria with OK.
Cancel/OK

You discard all your inputs with Cancel.

The created filters can now be seen and can be adjusted at any time using the Edit button or cleared with the
Clear button.

Grouping tab

Settings for emailing are made on the “Grouping” tab.

Mail Configuration

Mail Corfiguration Mame
[Kefig 1

General Document Fiter Grouping
Grouping Kind

(O Send each Document separately

(® Group by Field Contents

(O) Send all Documents in one Mail

[] Barcode ~
[ Company Altemative Grouping Field
[] Country indicator
[] Curmency

[] Cust./Sup. name

T
[] Document date

[] Document no

[ E-Mai

[] Exct. document no

[] Faxno

[] Info

[] Location

[] Met amourt v

Cancel oK

Fig.: Grouping tab for email configuration “Config 1”

Send each document

Lo An email is sent for each document.
individually

In case of identical field content, the documents are sent in one email.

Example: If you check the box in front of Customer/Supplier No., all
. documents (invoices, reminders and credit notes) with an identical
Group by field content . o .

customer/supplier number are sent to a customer/supplier in one email

with multiple file attachments.

If the Alternative grouping field is defined, it is taken into account as a
replacement for the first grouped field if there is no value there.



Send all documents in All documents of this configuration are sent in one email.

one email

®

Before exiting the PROXESS Management Console or before logging out, you have to explicitly
save the settings you made. For this purpose, select the Apply settings function in the context

menu of the module.

Alternatively, you can select the Apply all settings function in the context menu of the
PROXESS server. With this, the settings of your entire session are saved for all modules.

If the settings are not applied, the changes of the current session will be lost. Only when
changes are saved are they then sent to the PROXESS server and available at every

workstation.
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Creating a job in the PROXESS Job Monitor (emailing)

The parameter for the job in the PROXESS Job Monitor is comprised of
a) the profile name in the PROXESS Management Console

W Eﬂ PR
w [Z]|PmDOcu! (BaseData/«Defaults) [~
| Configuration

b) and the configuration name from the PROXESS Emailing module.

General

& Fools Add Modify Delete
i i XML Template Pool B

Send Configuration Pool
- Server Configuration Pool
- Configurations

Mame Data

The call-up of the parameter is comprised as follows:
Parameter: /cfg=ProfileName[ConfigurationName]

In our example, saving of the parameter in the PROXESS Job Monitor looks as follows:



Action x

Fig.: Setting up an action for emailing in the PROXESS Job Monitor
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PROXESS Outlook Link: Settings for archiving

What is to happen with an email following archiving is configured in the “Archiving” menu branch. Is only the
email text to be archived, or the attachments of the email as well? Is the email to be saved in the original .msg
format or as a text file?

E3 ProOxESS Management Console - [PROXESS Management Console\PROXESS Server\PROXESS ( QA-PRXDOCU N\GrouphAl
E3 File Action View Favorites  Window Help

e« nmE = HiE

([ PROXESS Management Conscle

Mame Value
¥ I EROKES Sever =|Delete e-mail, Disabled
M EE PBO;ESS(QA_PRXDOCUJ %Archive attachments. Enabled
. ﬁrED:FEJMIN f,:rchive;-srga:::act EnaE:ej
vaII %aveas -File nable
PROXESS Data Miner v1.7 = Bocumentmame motle
I} PROXESS Explorer Link v1.59 il C OO
: PROXESS Index Minerv1.12 =|Show archive Window Enabled

E] PROXESS Mail Versand w1.0
w Ea PROXESS Qutlook Link v1.61
~ LJ GeneralDB
v [E <Default>
| Fieldmapping

| Archiving

Fig.: Settings for archiving MS Outlook emails

The following settings are possible:

If this option is activated, the emails are automatically deleted in MS Outlook following

Delete L
. successful archiving in PROXESS.
email
Archi Here you can set whether file attachments of an email are also to be archived. If this
rchive
option is activated, all file attachments are compiled in the same PROXESS document.
attachments
If this option is activated, the email text is also archived as a separate file. The file
Archive . . . . “ . ” .
format used for archiving of the email text is determined by the “Text file type” setting
email text . wps . ” :
in the “Field assignment” section.
s If this option is activated, the email is saved in the original (msg) Outlook email format.
ave as
Outlook Note that users can only open this document during retrieval if Microsoft Office Outlook
utloo
. is installed on the workstation.
MSG file
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Create
document
name by

User-
defined
prefix

Display
indexing
mask
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Three selection options are available here:

Date: The date is used as the PROXESS document name here.

Subject: The email subject line is used as the PROXESS document name here.

User-defined prefix (see explanation below)

Specifies a user-defined prefix for the document name.

The following constants are available:

%DATELONG%
%DATESHORT%
%SENTDATE%
%SENTTIME%
%RECEIVEDDATE%
%RECEIVEDTIME%
%SUBJECT%
%SENDER%

%T0%
%PROXESSUSER%
%PROXESSUSERFULL%

The PROXESS Outlook Link replaces these constants in the character string with their

equivalent values.

If you would always like to fill out the document name with the fixed value “Email from”
and then the sender, for example, select the following entry: “Email from %SENDER%”.

If this option is activated, the indexing mask is displayed interactively prior to archiving.
With this, the user can automatically check, supplement and, if necessary, correct filled-

in entries.
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Before exiting the program or before logging out, you have to explicitly save the
settings you made. For this purpose, you can select the “Apply settings” function in the
context menu of the module. Alternatively, you can select the “Apply all settings”
function in the context menu of the PROXESS server. With this, the settings of your
entire session are saved for all modules. If the settings are not applied, the changes of
the current session will be lost. Only when changes are saved are they then sent to the

PROXESS server and available at every workstation.
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PROXESS Outlook Link: Settings for field assignment

In the “Field assignment” section, you specify where (that is, in which PROXESS fields) the administration

information of an email (e.g. the email address of the sender/recipient or the sent date) is automatically

entered and saved. In this way, they do not have to be entered manually, but are automatically copied to the
PROXESS indexing mask. Prior to final archiving, they can be changed or supplemented there if the setting to
display the indexing mask prior to archiving was selected. Conventionally, the standard email fields of
“Subject”, “Sender”, “Recipient” and “Sent date” or “Received date” are offered here. You can also specify

what happens with the file attachments of an email whose file type is unknown in PROXESS.

&4 File Action View Favorites Window Help
oo |xE = HE
[:l PROXESS Management Console MName Value Actions
Ml EROXESS Senver =|Sender Extdocumentno Fieldmapping
v E PROXESS [ QA-PRXDOCU) e )
i ender address View
v [ Group
!ﬁ ADMIN Mew Window frem Here
v All -
?El PROXESS Data Miner 1.7 Nk EXmafict.
o l__] BaseData %Recei\red date E Help
v [ <Default> |=[5ent time
% Configuration =|Received time. To address
] PROXESS Explorer Linkv1.59 || (=] Subject [Z] Properties
.':_‘. PROXESS Index Minerv1.12 =|Support unknown filetypes Disabled E Help
m PROXESS Mail Versand v1.0 |=l|Universal filetype
v Ea PROXESS Outlook Link v1.61 =| Textfile type
v l_] GeneralDB =|Use Adress Book Disabled
v [ <Default> =] Create barcode Disabled
" Fieldmapping [=lBarcode field
_| Archiving =|Barcode without CS

Fig.: Field assignments for the archiving of emails in PROXESS

The following email administration fields can be automatically used in PROXESS:

Sender (name of the sender)

Sender address (email address of the sender)

Recipient (name of the recipient)

* Recipient address (email address of the recipient)
* Sent on (sent date)

e Received on (received date)

e Sent at (time at which the email was sent)

e Received at (time at which the email was received)

e Subject (subject line of the email)

To make these assignments in the PROXESS Management Console, you have to have
created and set up the fields in the PROXESS archive database beforehand. For this reason,
check the field configuration of your PROXESS archive database beforehand.
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book

Create bar code

Bar code field

Documentation PROXESS Management Console

If this option is activated, file attachments with unknown file types are archived
generically (i.e. in a universal file type).

If the “Unknown file types” option (see above) is activated, you can specify the file
type with which these file attachments are to be saved in PROXESS here. This file
type has to be created in the PROXESS Administrator and activated as the “universal

|"

file type” beforehand. The designation “universal” with the file extension “uni” is
generally offered here. “Local registry” should be selected as the option in the
application properties of this universal file type. With this, the local workstation of
the user is always searched for a suitable application in case of an unknown file
type. This allows you to respond in a versatile way to file types which are not

recognized in PROXESS.

Here you select the file type for archiving the email text (e.g. editor for WordPad or
Word). Use a simple and easily available file type here if possible so that PROXESS
users can open the text when retrieving and displaying emails.

This function must be activated in order for the email address for the “sender
address” and “recipient address” to be resolved. In the case of large address books,
delays may occur when resolving the email address.

If this option is activated, an automatic bar code number is created with each
archived document and entered in the indexing mask. In addition, the created bar
code number is located in the Windows clipboard.

Activate this function so that users can add individual emails to

processes in an integrated ERP system.

Assignment of the document type field in which the created bar code number is
entered. This field must be of data type VARCHAR. The field is only filled in if bar
code generation has been activated above.
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Here you specify the bar code type to be used in this PROXESS module.

“PROXESS” type: 8- or 10-digit bar code number with or without 2-digit check
number (depends on the “Add bar code check number” function). Only “Lower bar

code range” needs to be configured for the bar codes.

“Standard (7+1)” type: 7-digit bar code with or without 1-digit check number
(depends on the “Add bar code check number” function). “Upper bar code range”

and “Lower bar code range” need to be configured for the bar codes.

Type: “Standard (13+1)”: 13-digit bar code with or without 1-digit check number
(depends on the “Add bar code check number” function). “Upper bar code range”
and “Lower bar code range” need to be configured for the bar codes.

This field defines the first two digits of the bar code. The default setting is “00”.
Using this “number range setting”, overlapping with other bar code number ranges,
e.g. via bar code label printing or through the generation of logical bar codes from

document numbers, can be avoided.

Specifies the length of the created bar code number (without check number) and the

lower limit from which the bar code numbers are created.

Adds a 2-digit check number at the end of the bar code.

Before exiting the program or before logging out, you have to explicitly save the settings
you made. For this purpose, you can select the “Apply settings” function in the context
menu of the module. Alternatively, you can select the “Apply all settings” function in the
context menu of the PROXESS server. With this, the settings of your entire session are
saved for all modules. If the settings are not applied, the changes of the current session
will be lost. Only when changes are saved are they then sent to the PROXESS server and

available at every workstation.
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About PROXESS Outlook Link

The PROXESS Outlook Link is used for the quick and easy archiving of emails and their attachments from MS
Outlook.

The following requirements must be met before the initial archiving with the PROXESS Outlook Link:

¢ The module has to be added for the user/group in the PROXESS Management Console.
e Settings for archiving and indexing the emails must have been made.
e The user/group has to have corresponding access rights.

How do | archive with the PROXESS Outlook Link?

Emails from any desired Outlook folder (e.g. the inbox) are archived at any desired point in time in PROXESS:

Send / Receive Folder View Help Q Tell me what you want to do

: = il GeneralDB - I ~ A _
: en I:_:—||- Ul Genera & lgnore x D ﬁ_é & ﬁ_eﬂ [F7 Meeting
= ) i_ﬂ Barcode-Poaol (010) - P& Clean Up- ]
New  MNew | Archive Delete Archive Reply Reply Forward EEMore'
Email Items ~ - & Junic - All
MNew Archive T Delete Respond
> searf ¥ Connection... | | Current Mailboy ~ 52 Reply @‘q_pgep|}r,;|| 2 Forward
Fd @ Show help ByDate~ 7T SharePoint Online <no-reply@sharepointor
E_‘ e News, die Sie moglicherweise verpasst ha
S 4 Three Weeks Ago s g P
g 2 - ﬂ If there are problems with how this message is displayed, click B
& SharePaint Online Click here to download pictures. To help protect your privacy, O
Mews, die Sie moglicherwei... 9/19,/2022

Montag, 19 Sep,
4 Older

SharePoint Online
Mews, die Sie moglicherwei... 7/30/2022
Freitag, 29 Jul, 2022

Gesendete Elemente

Fig.: Archiving an email from the “Inbox” folder

Emails can be archived when sent:
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PROXESS Update - Message (HTML)

Options Farmat Text Review Q Tell me what you want to do

T = al ] .
Calibri Boc-[11 -| A & |2 - 12~ | 40| 28 é}@ mj b Q E

Send and | Paste

i N ) B I U ay'-&' = = = &= 3= Address Check Attach Attach Signature Assign
archive ~ - Format Painter - " 7 Book MNames Filev ltem~ - Palicy =
DMSs Clipboard P Basic Text P Mames Include

| To.. ||mike.mﬂ|ler@saba.uk
=) L |
&n Subject iPRD)(ESS Update
= Offer PROXESS Update.rtf
Attached | ] 183 bytes X

Dear Mr. Miller,

Please find enclosed our offer for an update of your PROXESS system.

With kind regards

Klaus Neumann
PROXESS GmbH

Fig.: Emailing and “archiving in PROXESS” in a single step

The form which the archiving procedure takes and the indexing fields which are filled in there depend on the
settings of the PROXESS Management Console.

See also:
Adding a module (basic configuration)
Archiving (PROXESS Outlook Link settings)

Field assignment (PROXESS Outlook Link settings)
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Settings (PDF Renderer settings)

The settings made here are relevant for the display of COLD files (Diaclips) in the PROXESS Web Client. Display

always occurs in the form of a PDF file.

Various parameters are available for determining a background image and adjusting the text.

Familiarize yourself with the settings already made for the PROXESS Standard Client.
These can be found in the properties of the file type on the “File type applications” tab.
Information on the settings can also be found in the documentation of the PROXESS
Administrator Console under the help topic “Linking file type to application” and

“Parameters for Diaclip files”.

URL path to a background image, e.g. a company’s stationary

This background image applies for all pages of the displayed file. A different background

image can be defined for the first and last pages.

General
background Select a background image in all cases, as problems in displaying text
may arise otherwise. PROXESS provides white background TIF files in
DIN A3 and A4 for this purpose. (example path: C:\Program
Files\PROXESS\PROXESS Standard Client\a4-h.tif).
First page URL path to an optional background image on the first page of the file
background
Last page URL path to an optional background image on the last page of the file
background
Horizontal spacing from left edge of image in Twips
Offset X pacing g g P
Vertical spacing from top edge of image in Twips
Offset Y p g p eag g p

Specification of the font size for the text of the COLD file to be displayed in Twips (1 Twip
Font size =0.017638 mm)

page 106 of 145



Font height

Line height

Number of
lines

Maximum
number of
lines
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Specification of the font height for the text of the COLD file to be displayed in Twips (1
Twip = 0.017638 mm)

Specification of the line height for the text of the COLD file to be displayed in Twips (1
Twip =0.017638 mm)

Page break setting:

0 =Only Form Feed: The page break is only created using the “Form Feed” specification
in the data record.

1 =Inserts a page break no later than after the number of lines specified in “Maximum
number of lines”.

Should there be a Form Feed in the data record before this, it is relevant. This means that
a page break is already inserted then.

2 = Automatically calculates the maximum number of lines by dividing the paper length
by the specified line height (PaperLength/LineHeight).

Should there be a Form Feed in the data record before this, it is relevant. This means that
a page break is already inserted then.

This setting is only evaluated if the value “1” was selected in the “Number of lines”
setting.

Maximum number of lines after which a page break is forced in the PDF display.
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Selectors (PDF Renderer settings)

The settings made here affect the display of COLD files in the PROXESS Web Client.

File type

Base date

Start
date/End
date

Here you select the COLD file types for which these settings are to apply. The file types
are managed in the PROXESS Administrator Console. All file types with the extension
.cld are listed as COLD file types. Either a specific file type or all CLD file types can be
selected.

The base date is the reference date for the date comparison with the two following
settings for the start and end dates. You can choose from among all the date fields of
the database here.

Select a start date and an end date up until which the current profile is valid. You can
delete an existing date with the “Del” key.

Example: You save company stationary for the presentation of outgoing invoices or
delivery notes.

On a certain date, the bank account information or company address will change. You
can control the saved company stationary using the validity of the profile in this way,
even though the file type has not changed.
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About PDF Renderer

The settings in the PDF Renderer manage the conversion and file display of COLD files (Diaclips) as a PDF file.
The settings made here affect the display in the PROXESS Web Client.
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General settings for the search path

Open the search path and then the General settings entry.

You can change the default settings with a double-click.

Displayed
years

Document
limitation

Folder
limitation

Document
type mode

In the list of values of a date field, either the last X years (“10” for the last 10 years) or
arange (“1990-2014”) can be entered. If only one year number is specified, the current
year is used as the second limit of the time period. When defining the start and end
year, this must be between 1900 and 2100. When defining the last X years, you can
only go back up to 200 years.

Examples of possible entries:

“15” for the last 15 years, i.e. from 2000 to 2015
“2000-2020” for the period from 2000 to 2020
“1995” for the period from 1995 to the current year
“2030” for the period from the current year to 2030

Limits the number of displayed documents in a path search folder. This prevents the
number of displayed documents from being too large and therefore the query or

display from being too slow.

Limits the number of displayed folders for free text or number fields. This prevents the
number of displayed folders from being too large and therefore the query or display

from being too slow.

This determines which document types are to be displayed in the search path:
—All

— Only those which also contain documents in the search

— Defined selection of document types
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Specifying a search path

Step by step:

Connect to the PROXESS server in the PROXESS Management Console. (See: Logging in and adding servers)

Select the desired group or the desired individual user for whom the search path is to apply and add the new
“PROXESS Path Search” module (see Adding a module).

If the search path is to apply for everyone, the best thing to do is to select the “Everyone” group if it has been
created in your case.

Individual search paths cannot be assigned to the “Admin” user. The administrator receives a list
of all created search paths as a selection list.

EJ rroxess Management Consecle - [PROXESS Management Console\PROXESS Server\PROXESS
3 File  Action  View Favorites Window Help

o= | 25 = BHE

[Z21 PROXESS Management Conscole Mame
w [ | PROXESS Server
~ B4 PROXESS ( QA-PRXDOCU)

PROXESS Data Miner v1.7
] PROXESS Explorer Link 1,59

a0
= ﬂED:F[IJMIN . PROXESS Index Miner v1.12
~ €F Al [l PROXESS Mail Versand v1.0

PROXESS Data Miner v1.7 E}PROXESS Outlook Link w1.61

I PROXESS Explorer Link v1.59 PROXESS path search v1.33
T PROXESS Index Miner v1.12 ] PROXESS Printer Link v1.25
ﬂ PROXESS Mail Versand v1.0 B3 PROXESS Scan Link v1,163
Ea PROXESS Outlook Link v1.61 Eﬂ PROXESS Scribe administrator s...
@‘ PROXESS path search v1.33 [Tl PROXESS Scribe doc shelf mask...
g PROXESS Printer Link v1.23 D] Proxess Scribe Hit Lists v1.1
E PROXESS Scan Link v1.163 [T] PROXESS Scribe Search masks v...
m PROXESS Scribe administrator s
E] PROXESS Scribe doc shelf mask
m Proxess Scribe Hit Lists w1.1
m PROXESS Scribe Search masks v
m Management
m Marketing

m Purchase
€77 Sales

Fig.: Overview of the module configuration for the “Everyone” group

Now you can create a new named profile using the context menu of the added “PROXESS Path Search”
module.
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MNew named profile *

Profile name: |Pn<DOcu! |

Database: |l_J BaseData v|
Document type: | |B Customer_suppliers w |

Fig.: Creating a new profile for the PROXESS search path

The user can select this profile later on in the PROXESS Web Client or PROXESS Drive:

Name of the new search path which appears in the selection list in the

Profile name )
PROXESS Web Client and can be selected by the user.

Database Selection of the database for which the search path is to apply.

The search path can be set up differently for individual document types. In
Document type this case, a separate profile must be created for each document type. If the
path is to apply for all document types, select “Default”.

Select the Add command.

Specify fields for the search path:

Once you have created a new profile, you can select the fields for the search path. Open the profile which was

just created and double-click the Structure of the path search entry.

MName Value

|=|Path element 1 Field=Custsupname, Ty...
=|Path element 2 Field=Custsupno, Type=...
%Path element 3 Field=SDOCTYPES, Type..

=|Path element 4
|=|Path element 5
-%Path element &

Fig.: Created search path with a total of five hierarchy levels

By double-clicking individual path elements, you can search for document fields to be displayed to the user at

the respective location.
If a register or thesaurus is assigned to this field in the PROXESS Administrator Console, this is also indicated in

the “Register” entry.
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Path element 1 Properties d

General

Document Field: | Document no » | Description:

S AR PROXESS field, that fs mapped to the first part of
FoaEs the path search
Info

Location

MailKZ

Postcode

PUR delivery note
FUR order no

PUR request no
Sales cred. note no
Sales deliv. note no
Sales inv. note no
Sales order no
Sales quotation no
Salesperson

Register: A7) |

Date Fomat: Year Month Day

oK Cancel Apply

Fig.: Selection of a PROXESS field to be added to the search path.

@ Save your settings, e.g. in the context menu of the server node or using the Apply all settings

command.
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About PROXESS Path Search

The PROXESS Path Search enables access to PROXESS documents using a directory structure similar to
Windows Explorer.

Use cases for the PROXESS Path Search include the PROXESS Drive and path searching in the PROXESS Web
Client.

You specify the fields and their hierarchy for the directory path with the configuration here.
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PROXESS Printer Link: Settings for file creation

More detailed settings for document creation can be made here. In addition to the “yes” or “no” for some

options, some “hows” also have to be cleared up. Here you can save the background images to be used and
select the output printer for physical printing, for example.

] PROXESS Management Console - [PROXESS Management Console\PROXESS Server\PROXESS ( QA-PRXDOCU )\Group\AINPROXESS Printer Link v1.25\General DB < De
ﬂ Eile Action Niew Favgrites Window Help

|25 =

1 PROXESS Management Console [ Mamne

Value
~ 7] PROXESS Server =] Druckerauswahl Show Print Dialog
~ [ PROXESS ( QA-PRXDOCU) =] Fester Drucker PROXESS Printer
¥ gorl?}h-llN =] schwarz/Weif Ausdruck erzwingen Disabled
& ﬂ Al jKomeniemngmuueug GHOST
[E PROXESS Dats Miner v.7 [ tintergrund ente Sete
n_ PROXESS Explorer Link v1.59 ElHintergrund Folgeseiten
-.. PROXESS Index Miner v1.12 jHin!elgrund letzte Seite

[T PROMNESS Mail Versand v1.0
~ [ PROXESS Outlook Link v1.61
v [J GeneralDB
v [ <Default>
| Fieldmapping
1 Archiving
€3, PROXESS path search v1.33
~ [E1 PROXESS Printer Link v1.25
w J GeneralDB
W |]:| <Default>
| Dokumenterstellung
| Dateierstellung
| GhostScript

Fig.: Printer Link settings for file creation in the overview

Settings for printer selection

Druckerauswahl Properties
General
Setting

Default Printer Uber diese Option wird das Verfahren festgeleat, wie

Show Print Diﬂhi der Drucker fiir den Ausdruck bestimmt wird. Es
stehen dabei die folgenden Optionen zur Auswahl:

- Standarddrucker von Windows verwenden

- Anzeigen eines Druckerauswahfensters

- Verwenden eines festeingestellten Druckers (siche

Option “Fester Drucker")

Description

Fig.: Possible settings for printer selection in the PROXESS Printer Link

Printer selection:

With this selection, the output file is printed out on the printer activated as the

Windows default printer. The “File creation” setting in the document creation section
must be activated for this.

Default printer

page 115 of 145



If this option is activated, the printer selection dialog is displayed each time printing
occurs. Select this option if the user or users to whom you assign this profile are to
individually decide the printer with which actual printing is to occur.

Display printer
selection dialog

If this option is activated, a specific set printer is always selected. This does not have to
be the exact same one as the Windows default printer of the user. Select this option if
you would like to channel actual printing and the users of the profile do not have the
same default Windows printer.

Specific printer

Advanced properties:

If the “Select a specific printer” option above has been selected, you can enter the name

Specific o ) o
. of the “specific printer” using a selection field here.
printer
Force black- Specifies whether the file for physical printing is to create a black-and-white printout or
and-white a color one.
printing
The conversion tool to be used for converting the print data stream to the output format

Conversion is specified here. The open-source “GhostScript” solution is currently supported (see the
tool “GhostScript settings” chapter for this).
First The path of the background image for the first page of a multi-page output file (PDF and

irst page
b kp & d physical print file) is specified here. If the output file has one page, the background file

ackgroun

& specified here is used. Background images must be in the TIF format.

Background
of The path of the background image for subsequent pages of a multi-page output file is
subsequent specified here.
pages
Last page The path of the background image for the last page of a multi-page output file is

background specified here.

Use network sharing for the background images to ensure that all users can access the files
if necessary.
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Before exiting the program or before logging out, you have to explicitly save the settings
you made. For this purpose, you can select the “Apply settings” function in the context
menu of the module. Alternatively, you can select the “Apply all settings” function in the
context menu of the PROXESS server. With this, the settings of your entire session are
saved for all modules. If the settings are not applied, the changes of the current session
will be lost. Only when changes are saved are they then sent to the PROXESS server and

available at every workstation.
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PROXESS Printer Link: Settings for document creation

The settings for document creation revolve around the way documents are created and their archiving in

PROXESS. Whether a document is only “printed to the archive”, actually output by a printer simultaneously as

well or whether background images (company logo or stationary) are also to be saved is determined here, for

example.

EJ PROXESS Management Console - [PROXESS Management Console\ PROXESS Server\PROXESS { QA-PRXDOCU )\Grouph\AINPROXESS Printer Link v1.25\GeneralDB\ < Default>... -

X
| 2] Eile Action View Favorites Window Help -8 %
e n@E = i
(Z PROXESS Management Console MName Value Actions
~ [Z] PROXESS Server =|Dateierstellung Enabled Dokumenterstellung =

v 4 PROXESS { QA-PRXDOCU)
~ [ Group
€7 ADMIN
v Rl
[E] PROXESS Data Minerv1.7
[l_ PROXESS Explorer Link v1.59
E_ PROXESS Image Link v1.26
: PROXESS Index Miner v1.12
m PROXESS Mail Versand v1.0
[: PROXESS Outlook Link w161
&, PROXESS path search v1.33
~ [E1 PROXESS Printer Link v1.25
~ [ GeneralDB
v [ <Default>
_ Dokumenterstellung
~| Dateierstellung
| GhostScript
E_ PROXESS Scan Link v1.163
m PROXESS Scribe administrator setti
m PROXESS Scribe doc shelf masks v1
[ Proxess Scribe Hit Lists v1.1
m PROXESS Scribe Search masks v1.1
€7 Management
€7 Marketing
€7 Purchase
€7 sales
€7 SUPERVISORS

v [ User
-

intergrundbild Disabled
andard Indexierungsmaske Enabled
dexMiner Disabled
rchivierung Enabled
=] Ausdruck Disabled
reate barcode Disabled
arcode field

arcode without C5

Barcode 13+1

arcode prefix
ower Barcode range 000000
=] Upper barcade range 999999

dd barcode checksum Disabled
%Dokumentname

Fig.: Overview of the setting options of the PROXESS Printer Link for document creation

The setting options in detail:

Settings which have been made for creation of a print file (e.g. printer selection) are

View
New Window from Here
|5 Export List...
I Hep
Barcode type
[E] Properties

H Hele

activated here. See the “Settings for file creation” chapter for this. This option is

File
i generally activated. In a few use cases in which only the print stream of a file is further
creation
processed, for example, this option is deactivated.
If this option is activated, freely definable background images are saved for the PDF
Background output file. These background images are specified in more detail in the “Settings for file
image creation” chapter.
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If this option is activated, the default indexing mask is used for indexing the document in

:?]Zf:;:g PROXESS. This is the defined default mask for the selected default database of the
mask logged-in user.
User- If this option is activated, the user-defined indexing mask is always used for indexing the
defined document in PROXESS. The last indexing mask selected by the user is the user-defined
indexing indexing mask. (This option is not yet active).
mask
If this option is set, the PROXESS Index Miner function is activated. With this, the user is
IndexMiner supported when entering index values in such a way that index terms of similar PROXESS
documents can be copied.
(See: About PROXESS Index Miner)
If this option is activated, the files created are archived in PROXESS.
Archiving If the option is deactivated, the files are only printed on the selected printer and not
archived.
If this option is activated, the files created are actually output on a printer. If
Printout deactivated, the files are only archived as an electronic document in PROXESS if the
“Archiving” option is activated.
If this option is activated, an automatic bar code number is created with each archived
document and entered in the indexing mask. In addition, the created bar code number is
located in the Windows clipboard.
Create bar
code
Activate this function so that users can add individual emails to
processes in an integrated ERP system.
Bar code Assignment of the document type field in which the created bar code number is entered.
field This field must be of data type VARCHAR. Specifies the PROXESS field to which the bar

code is to be assigned.

page 119 of 145



Bar code
type

Bar code

range

Add check
number to
bar code

Documentation PROXESS Management Console

Here you specify the bar code type to be used in this PROXESS module.

“PROXESS” type: 8- or 10-digit bar code number with or without 2-digit check number
(depends on the “Add bar code check number” function). Only “Lower bar code range”

needs to be configured for the bar codes.

“Standard (7+1)” type: 7-digit bar code with or without 1-digit check number (depends
on the “Add bar code check number” function). “Upper bar code range” and “Lower bar

code range” need to be configured for the bar codes.

Type: “Standard (13+1)”: 13-digit bar code with or without 1-digit check number
(depends on the “Add bar code check number” function). “Upper bar code range” and
“Lower bar code range” need to be configured for the bar codes.

Specifies the length of the created bar code number (without check number) and the

lower limit from which the bar code numbers are created.

Adds a 2-digit check number at the end of the bar code.

Before exiting the program or before logging out, you have to explicitly save the
settings you made. For this purpose, you can select the “Apply settings” function in the
context menu of the module. Alternatively, you can select the “Apply all settings”
function in the context menu of the PROXESS server. With this, the settings of your
entire session are saved for all modules. If the settings are not applied, the changes of
the current session will be lost. Only when changes are saved are they then sent to the

PROXESS server and available at every workstation.
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PROXESS Printer Link: GhostScript settings

In this dialog, you can extensively affect PDF generation. Generally, no adjustments are required here.

EJ proOxEss Management Console - [PROXESS Management Console\PROXESS Server\PROXESS ( QA-PRXDOCU )\Group\AINPROXESS Printer Link v1.25\GeneralDB' < Default=1... bl x
[ & ] File Action View Favorites Window Help -5 x
ol ARl H 7
(1 PROXESS Management Console A || Name Value Actions
~ [ 7] PROXESS Server j =
- =|Auflasung in DPI 600600 GhostScript o
M PROS(ESS(QAPRXDOCU) [=lFarbanpassung fDeviceRGB View »
VA (=] Automatische Bilddrehung /PageByPage
€ ADMIN = MNew Window from Here
v @a [=IBildkompression Enabled
= b Export List...
RS ey gSclj\rlftEn inbetten Enabled = ExportLis
.[l PROXESS Explorer Link v1.59 EZelchanuntargruppa speichern Enabled E Help
E PROXESS Image Link v1.26 gS:hweHwertfurZe\chenuntergruppe 100
7 PROXESS Index Miner v1.12 =l Farbanzeige fiir Bildschirm Disabled
] PROXESS Mail Versand v1.0 [=lFarbbilder packen Enabled
[Z] PROXESS Outlook Link v1.61 [=lAutomatische Farbkompression Enabled
€3, PROXESS path search v1.33 [ =] Graustufenbilder packen Enabled
v PROXESS Printer Link v1.25 %Automat\scha Graustufenkompression Enabled
P
v [J GeneralDB =]5/W-Bilder packen Enabled
v [E «Default> [=]5/W-Bilder Kompressionsart JCCITTFaxEncode
~| Dokumenterstellung =]s/W-Bilder grober rastern Disabled
3 Dateierstellung =lseitenuberlagerung beibehalten Enabled
alfGho=Bept =] under Color Removal [Preserve
B PROXESS Scan Link v1.163 | Elveniusttreie Kompression (ZIP") Enabled
m Esgiizz z”fze :Idm\:\s::aturiett; gPostScript-\nFokommentara ibernehmen Enabled
] e Ak |=IPostScript-Steuerkommentare abemehmen Enabled
[ Proxess Seribe Hit Lists v1.1 =] Oberdruck o
=|Uberdrucken
m PROXESS Scribe Search masks w1.1 B
%Optlm\arungan ausschalten 0
ﬂ} Management 2 i
; =l Postscript Parameter beachten Disabled
€7 Marketing
€7 Purchase =l Graustufentiefe -7
ﬁ; Sales %Saitan ASCll-kedieren Disabled
€7 SUPERVISORS [=lstandard-Farbrendering /Default
v [ User v =l Transfer-Funktion Preserve
P - % %Halbton—lnfermat\onen ibertragen Disabled

Fig.: Overview of the GhostScript settings of the PROXESS Printer Link

The following settings are possible:

Here you set the PDF format specification on which the file to be created is to be

based. If Acrobat Reader version 4.x is used at your organization, version PDF-1.3 is to

PDF version

PDF-1.4 is to be used.

This option determines the resolution of the archive file created. A high resolution

Resolution in

be set. For archiving compliant with the PDF/A standard, on the other hand, version

increases the clarity of embedded graphics, but requires more storage space.

DPI

This option makes it possible to rotate the pages of a document in such a way that the

Automatic

majority of the text is readable. Bear in mind that this can modify the original file and

image

cause problems if the archive file is to be further edited.

rotation
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Pack color

images

With this option, you can create a compressed archive file. The compression of text and
vector graphics on the pages of a document reduces the size of the resulting PDF file. If
a “loss-free” compression procedure is used for this process, where no information
contained in the source file is lost (see “UseFlateCompression” variable), the variable
can be set to “yes”.

Save the required font types in the document. In accordance with the separately
published PDF recommendations, a file has to contain the graphical descriptions of all
the font types used within it so that they can also be displayed true to the original if
not all of the required font types are installed on the displaying computer. This “font
embedding” is ensured by this parameter.

If this option is active, only the characters of a font used are saved in the document. If
not all of the characters of a font type are used in the archive file, which is usually the
case, a sub-group of this font type is to be embedded in this file containing only the
graphical descriptions of the characters actually used. With Unicode fonts in particular,
this option can lead to a considerable reduction in the file size.

The variable is evaluated if “Save character sub-group” is active. A sub-group is only to
be formed from a font used if the percentage of the characters of it actually used in the
file is less than the one specified here. The value “100” means that, if possible, a sub-
group is always to be formed if less than 100 percent of the characters contained in the
font type are used.

Images are converted from the CMYK color model (printer) to RGB (screen). CMYK
(Cyan —Magenta — Yellow — Key color = Black) is a model for describing colors which
reproduces them via subtractive mixing of the four base colors named above. It is
primarily used in professional printing. With RGB (Red — Green — Blue), on the other
hand, each color is described via the additive color mixing of proportions of red, green
and blue. Monitors work with RGB colors.

Images are converted from the CMYK color model (printer) to RGB (screen). CMYK
(Cyan — Magenta — Yellow — Key color = Black) is a model for describing colors which
reproduces them via subtractive mixing of the four base colors named above. It is
primarily used in professional printing. With RGB (Red — Green — Blue), on the other
hand, each color is described via the additive color mixing of proportions of red, green
and blue. Monitors work with RGB colors.
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removal

Loss-free
compression
(IIZI P")

If “Pack color images” is active, the compression type is automatically selected based
on the image type.

Gray-scale images are saved packed in the archive file.

If “Pack gray-scale images” is active, the compression type is automatically selected
based on the image type.

Black-and-white images are saved packed in the output file.

For the compression of monochrome images (“black-and-white”), the internationally
common CCITT format originally developed to transfer fax messages is used, as it
works without loss and delivers the best results on average.

If the archive file contains a large B&W image, a lower resolution can be selected with
this option so that less storage space is used.

If this option is set, the paging information is transferred to the archive file created.

This option passes on the “Under color removal and black generation” setting to the
archive file.

If “image compression” is activated, this option determines which method is to be used
when compressing the pages. “FlateCompression”, which is also known as “ZIP”, is a
loss-free compression method whose operating principle is public and freely accessible
so it can also be used for long-term archiving.

page 123 of 145



Apply
PostScript
info
comments

Apply
PostScript
control
comments

Overprinting

Deactivate
optimizations

Use
PostScript
parameters

Gray-scale
depth

ASCll-code
pages

Standard
color

rendering

Transfer
function

If this option is active, GhostScript tries to transfer document information from
PostScript comments to the document properties of the PDF document.

The following comments are affected by this:

Author from PS: %%For:

Creator from PS: %%Creator:

Title from PS: %%Title:

Producer from PS: product name (“Acrobat Distiller 7.0”)

CreationDate from PS: Distiller time stamp (new creation time of the archive file)
ModDate from PS: Distiller time stamp (modification time of the archive file)

If this option is active, comments for controlling print stream conversion are applied.

This option controls “overprinting mode”. Select “Full” for complete overprinting and
“Only printed” if only the parts already printed are to be overprinted.

This option forces GhostScript to not utilize certain optimizations of the creation

process.

If this option is active, the instructions also included in the PostScript print stream are

suppressed.

This option specifies the number of gray-scale levels used when rastering gray-scale
images. The values 1, 2, 4, 8 and the value “original” (—1) are permissible.

Whether the data is to be written to the PDF file in binary format or ASCII text format is
specified here. As saving of the same data in a binary file requires less storage space
than in a text file for technical reasons, the first format is preferred.

This option describes how color rendering is to occur. Acceptable values include
“Default”, “Perceptual”, “Saturation”, “RelativeColorimetric” and
“AbsoluteColorimetric”.

If this option is active, defined transfer functions are used in the archive file created.
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Transfer
halftone If this option is set, halftone information is transferred to the archive file to be created.

information

Before exiting the program or before logging out, you have to explicitly save the
settings you made. For this purpose, you can select the “Apply settings” function in

function in the context menu of the PROXESS server. With this, the settings of your
entire session are saved for all modules. If the settings are not applied, the changes of
the current session will be lost. Only when changes are saved are they then sent to the

@ the context menu of the module. Alternatively, you can select the “Apply all settings”

PROXESS server and available at every workstation.
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About PROXESS Printer Link

Using the PROXESS Printer Link, you can convert documents to PDF format, archive them and simultaneously

print them out on an actual printer in a single step from any program with a Windows print dialog.

Before you “print a file to the archive” with the PROXESS Printer Link for the first time as a user, the
administrator should make certain settings in the PROXESS Management Console.

To configure the PROXESS Printer Link, there are

e settings for file creation
e settings for document creation
e GhostScript settings

3 PROXESS Management Console - [PROXESS Management Consoleh\PROXESS Server\PROXESS [ QA-PREDOCU MGroup\AINPROXESS Printer
[ File Action View Favorites Window Help

«=|zHE = E

(L1 PROXESS Management Console
~ [ PROXESS Server
W PROXESS ( QA-PRXDOCU )
M &U:FEJMIN “| GhostScript
w !ﬁ All
PROXESS Data Miner v1.7
n PROXESS Explorer Link v1.59
:7 PROXESS Index Miner v1.12
E] PROXESS Mail Versand v1.0
v Ea PROXESS Outlook Link v1.61
v L] GeneralDE
v [E <Default>
| Fieldmapping

Mame

~| Dokurnenterstellung
_| Dateierstellung

“ Archiving

€ PROXESS path search v1.33

v g PROXESS Printer Link v1.25
v L] GeneralDB
v [E] <Default>

“| Dokumenterstellung
| Dateierstellung
| GhostScript

Fig.: Overview of the configuration options of the PROXESS Printer Link

To use these functions as the user, select the printer with the name “PROXESS Printer” in the print dialog of
the respective application.
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General

Select Printer

M OneMote for Windows 10
& PROXESS Printer
™ 5end To OneMote 2016

< >
Status: Ready [JPrnttofile | Preferences
Location:
Commert: Print to archive Find Printer...
Page Range

® Al Mumber of copies: |1 e

Selection Currert Page
(") Pages: 1-55535 Collate % 3
el 1 2 1=

Enter either a single page number or a single ! :_I___'—z' i :_I___'—z' )

page range. For example, 5-12

Print Cancel Apply

Fig.: “PROXESS Printer” in the print dialog box
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Configuration of the PROXESS Signature

You have already added the “User settings” option as a module and selected a new profile for a user group, an
archive and a document type. The following dialog box now appears:

E3 proOxESS Management Consecle - [PROXESS Management Console\PROXESS Server\PROXESS ( Qv
3 File Action View Favorites Window Help

o 2T = HE
[ZZ1 PROXESS Management Conscole Marme Value

w [7] PROXESS Server
~ B4 PROXESS ( QA-PRXDOCU)
v [] Group

€77 ADMIN
£ Al
m Management
m Marketing
m Purchase
m Sales

€77 SUPERVISORS
w [7] User
v f Admin
m PROXESS Mail Versand v1.0
31, PROXESS path search v1.22
v m PROXESS Scribe - User settings v1.11
v l_] BaseData
v [E] <Default>
] User
| Defaults
| Automation

-%Default search mask -2
gDefault quick tray -2

-] Confirm Messages

Fig.: Setting options for “User settings” for the “Admin” user in the “ArchiveDB” database for all document types

The following settings for active emailing from the PROXESS Standard Client are possible:

If this option is activated, a signature is added when sending emails from the PROXESS

Add
. Client. The type and content of this signature are described in more detail below.
signature
Specifies the spacing between the signature and the actual email text. The specification is
made in lines:
Spacing

Example: An entry of “2” means a spacing of two lines.
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The signature is described here:

The following user variables are available as constants here:

%USERNAME% PROXESS login name
%USERFULLNAME% PROXESS user name
%FRIENDLYNAME% Displayed email name
%MAILADDRESS% Email address
%DATE% Date
%TIME% Time
Signature
t %DATABASE% PROXESS database
ext
%DOCUMENTTYPE% PROXESS document type
When sending emails from PROXESS, these constants are copied to the character sequence
with the equivalent values. Please pay attention to capitalization when entering the
constants.
Example of a signature with user variables:
pp. %USERNAME%
PROXESS GmbH
Westerwaldstr. 29
56579 Rengsdorf, Germany
Phone +49 (0) 2643 66 55 300
Fax. +49 (0) 2634 66 55 398
%MAILADDRESS%
Use user Specifies whether specific constants are to be replaced with session-dependent variables in
variables the signature.
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Before exiting the program or before logging out, you have to explicitly save the settings
you made. For this purpose, you can select the “Apply settings” function in the context
menu of the module. Alternatively, you can select the “Apply all settings” function in the
context menu of the PROXESS server. With this, the settings of your entire session are
@ saved for all modules. If the settings are not applied, the changes of the current session
will be lost. Only when changes are saved are they then sent to the PROXESS server and

available at every workstation.

See also:
Documentation for PROXESS user/emailing
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About PROXESS Signature

These settings are based on the emailing of PROXESS documents from the PROXESS Windows Client.

Many other user-specific settings can be found in the PROXESS Windows Client itself.

page 131 of 145



Documentation PROXESS Management Console

PROXESS Web Client save masks

Quick trays are predefined tray scenarios that can help you to archive documents more quickly and easily.

Quick trays contain:

* A specific selection of fields
e Astored document type (optional)
e Already pre-allocated fields (optional)

Quick trays can:

® Be specified by the administrator
¢ Beindividually created by the user
e Be marked as quick tray favorites

The setup of quick trays is carried out directly in the PROXESS Web Client program either by the administrator
or by the user themselves and can only be viewed here.
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PROXESS Web Client search masks

PROXESS search masks are templates for keyword searching in the PROXESS Web Client. Search masks can contain

a specific selection of fields and pre-allocations in the fields.
There are personal search masks and search masks which the administrator has created for specific user

groups.

The settings for this are carried out directly in the PROXESS Web Client either by the administrator or by the

user themselves and can only be viewed here.
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PROXESS Web Client hit lists

You can adjust the hit list layout in the PROXESS Web Client by moving columns, changing their size or hiding them

completely. You can create various layouts for the hitlist and save them.

The settings for this are carried out directly in the PROXESS Web Client program either by the administrator

or by the user themselves and can only be viewed here.
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PROXESS Web Client administrator settings

The settings for filter searching for the PROXESS Web Client are displayed here.
Once the user has executed a quick search in the PROXESS Web Client, they get a hit list with filter functions.

These filters are specified directly in the PROXESS Web Client by the administrator and can only be viewed

here. The fields selected as filters, their visibility and their order are displayed here.
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PROXESS Web Client user settings

User settings for the PROXESS Web Client (PROXESS Scribe) can be made in the PROXESS Management Console
and in the PROXESS Web Client program.

We recommend not making any settings here.

The user can make their own user settings in the PROXESS Web Client under the
“Settings” menu item.
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About PROXESS Web Client

You can use the PROXESS Web Client with all common browsers and on mobile end devices.

Most settings are carried out directly in the PROXESS Web Client program either by the administrator or by

the user themselves and can only be viewed here.
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Copying Scan Link profiles

Scan Link profiles are not created in the PROXESS Management Console, but rather in the PROXESS Scan Link.
The profiles can be transferred to the PROXESS Management Console from there. Only then are they available
for viewing in the PROXESS Management Console. Scan Link profiles can also only be edited and modified in
the PROXESS Scan Link.

Scan Link profiles can be distributed to other users or groups or copied and saved with a different name here. This
new profile can also then be distributed to other users again.

Administrator rights are required to distribute or copy profiles.

Step by step:

e Connect to the PROXESS server.
e Open the administrator group.
e Select the PROXESS Scan Link module.

All transferred profiles are automatically displayed in the administrator group. Should there not be a
transferred profile, the “PROXESS Scan Link” branch will not appear.

E3 proxESS Management Console - [PROXESS Management Console\PROXESS Server\PROXESS { QA-PRXDOCU \Group'u
[ File Action View Favorites Window Help

o 25 = HF

[ PROXESS Management Console Mame
w [ PROXESS Server
v E PROXESS ( QA-PRXDOCU )

| PROXESS

~| Release Options

16 .
v ﬁ?:FEJMIN | Document and Barcode
i ﬁ: Al | Fields
PROXESS Data Miner v1.7 | Mract
] PROXESS Explarer Link v1.59 i Speas Optons

{,; PROXESS Index Miner v1.10
1 PROXESS path search v1.33
v E PROXESS Scan Link v1.163
=] PrDOcu! (BaseData/ < Default>)
=] PrD0cu!2 (BaseData/Customer_suppliers

Fig.: Transferred Scan Link profiles

Select the Copy command in the “Action” menu or the context menu.

Copy profile *

Mew profile name: |F‘ncDDcu! 2 |

Document type: | |B Customer_suppliers v|

Copy Cancel

Fig.: “Distribute Scan Link profile” dialog box

e Select the new name for the profile.
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e Select the new document type.
e Profiles can only be copied within a PROXESS database. The current database can be found after the
name of the scan profile in parentheses.

“Gen_ScanStack (Dynamics/ScanPool)” example:
Gen_ScanStack = Name of the existing scan profile
Dynamics = Database of the existing profile
ScanPool = Document type of the existing profile

e Then select the Copy command.

The copied profile is displayed in the list of existing Scan Link profiles.

Should a Scan Link profile already have been distributed to specific users/groups, it can also be copied on this
level. The copy is then only available to the respective user/group.
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Distributing Scan Link profiles

Scan Link profiles are not created in the PROXESS Management Console, but rather in the PROXESS Scan Link.
The profiles can be transferred to the PROXESS Management Console from there. Only then are they available
for viewing in the PROXESS Management Console. Scan Link profiles can also only be edited and modified in
the PROXESS Scan Link.

Scan Link profiles can only be distributed to other users or groups here. It is also possible to copy a profile and
save it with a different name. This can also then be distributed to other users again.

Administrator rights are required to distribute or copy profiles.

Select the PROXESS Scan Link module. The transferred profiles are displayed automatically. Should there not
be a transferred profile, the “PROXESS Scan Link” branch will not appear.

E3 proxEss Management Console - [PROXESS Management Console\PROXESS Server\ PROXESS ([ QA-PRXDOCU MGrouphu
[ File Action View Favorites  Window Help

=25 =2 HE

(L1 PROXESS Management Console
w [ 7] PROXESS Server
w PROXESS [ QA-PRXDOCU )

MName

| PROXESS
“| Release Options

g G :
v U ﬁr;:FEJMIN _| Document and Barcode
5 ﬁ: Al | Fields
PROXESS Data Miner v1.7 o Xtract
I PROXESS Explorer Link v1.50 BpoelOptEie

{/ PROXESS Index Miner v1.10
3, PROXESS path search v1.23
v g PROXESS 5can Link w1.163
=] PrxDOcu! (BaseData/ < Default>)
=] PrD0cu!? (BaseData/Customer_supplier:

Fig.: Transferred Scan Link profiles

Select the Distribute command in the “Action” menu or the context menu.

Distribute profile O X
contains Name ~
Yes |2 | Admin
Yes [ € | SUPERVISOR
Yes [ €| Mike
Yes O € |vera
Yes [ € | Qaudia
Yes 1% Eva
Yes |:| ﬂSaﬂa "

| Distibute | | Cancel

Fig.: “Distribute Scan Link profile” dialog box
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Select the desired users/groups which are to use this profile and select the Distribute command.

The distributed profiles are now displayed in the node of the respective user/group.

@ If you edit the profile in the PROXESS Scan Link, the new settings are not transferred to the
distributed users/groups automatically. A new transfer to the Management Console and a
new distribution to the users/groups is required for this.
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Copying a profile
Each context profile always has an assignment to:

—a database
—agroup or a user
— a specific document type or as a default profile for all document types of the database

Context profiles can be distributed and/or (as described here) copied from one document type to another.
Administrator rights are required to distribute or copy profiles.

Step by step:

e Connect to the PROXESS server.

e Open the desired group/user (e.g. the “Everyone” group).
Select the desired module (e.g. PROXESS Explorer Link).

e Select an existing profile (e.g. “Press release”).

EJ proxEess Management Censcle - [PROXESS Management Conscle\PROXESS Server\PROXE.. — O d

E3 File Action View Faverites Window Help - 8 %

o= a5 = HE

([ PROXESS Management Console ~ Actions
v [ POXESS Server Name < Default> -
w PROXESS ( QA-PRXDOCU) )
“ Group _| Archive Distribute...
w 7] User Copy...
Admi
v € Admin _ View »
w g PROXESS Explorer Link w1.59
- D GeneralDE Mew Window from Here
[ <Defautt> Distribute... K Delete
[T PROXESS Mail Ver c 2 Eeport List
€\, PROXESS path sea OPY- i
[7] PROXESS Scribe - iew > Help
m PR.OXESS Scribe d Mew Window from Here
€ Claudia
€ Eva Delete
£ Mike Export List... P

Fig.: Selection of a context profile for copying

e Select the Copy command in the “Action” menu or the context menu.

The following dialog appears:
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Copy profile O et
contains Document type ~
N O
Yes []| XProxess_Backup
Yes [ Barcode-Pool (010)
Yes [J/PUR request (100)
Yes 1 l PUR quotation (105)
Yes 1 lPUR order confirmation (115)
Yes [1 PUR order (110)
Yes |:| :PUR credit note (140) o

[ Cory || Concal

Fig.: “Copy profile” dialog box

In the list, you can see the document types for which profiles already exist.

A “Yes” in the list only indicates that a profile exists for this document type. The settings of
@ the profile can deviate from the profile which is now to be copied here.

If you do select such a profile in this dialog for copying, its settings will be overwritten.

e Select the new document type (multiple selections can be made). Profiles can only be copied within a
PROXESS database.
¢ Select the Copy command.

The copied profile is now displayed in the list of existing module profiles.
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Distributing a profile
Context profiles have an assignment to:

e adatabase

® agroup or a user
¢ a specific document type or apply as a default profile for all document types of the database

Named profiles also have the assignment. They also have a free profile name, however, which are Scan Link

profiles or Emailing profiles, for example.

@ Scan Link profiles are not set up here in the PROXESS Management Console, but rather in the
PROXESS Scan Link program, and then transferred to the PROXESS Management Console in

the admin group for viewing and distribution.

Profiles can be distributed and/or copied from one document type to another. Administrator rights are

required to distribute or copy profiles.

Step by step:

Connect to the PROXESS server.
Open the desired group/user (e.g. the “Everyone” group).
Select the desired module (e.g. PROXESS Explorer Link).

Select an existing profile (e.g. “Press release”).

EJ PROXESS Management Console - [PROXESS Management Console\ PROXESS Server\PROXESS (
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| 7@ =
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€3 PROXESS pa Copy...
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€7 Management Export List...
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Fig.: Selection of a context profile for copying

Select the Distribute command in the “Action” menu or the context menu.
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The following dialog appears:

Distribute profile O et
contains Name ~
Yes |2 | Admin
Yes 1| ¥  SUPERVISOR
Yes O/ € Mike
Yes | Vea
Yes O € | Qaudia
Yes /2 Eva
Yes O/ € | sandra .

| Distribute | | Cancel

Fig.: “Distribute profile” dialog box
In the list, you can see the users/groups for which a profile already exists for this document type.

Warning information

A “Yes” in the list only indicates that a profile exists for this user/group. The settings of the
@ profile can deviate from the profile which is now to be distributed here.

If you do select such a user/group in this dialog, the profile settings will be overwritten.

Select the users/groups for the distribution (multiple selections can be made). Profiles can only be distributed
within a PROXESS database.

Select the Distribute command.

The profile is now displayed for all users/groups concerned.
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