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General information

Novaline archiving can be divided into two large areas. There are document archiving and
data archiving.

Document archiving creates a screenshot (= ) of the generated document. Unlike a
conventional screenshot, the entire voucher is created as a photo. This is independent of its
size. You can submit entire documentations with several pages to the archive. The original
state of the document is preserved. The archived documents are stored in the Novaline -
database on the SQL server. In addition to the archived document, categorisation information
is stored in the database (metadata). This is e.g. document category and type, document
date, address name, address number, etc. The Novaline database is created during the
installation of Novaline Archiving.

Data archiving was developed to store evaluable figures, e.g. for controlling tasks. It also
fulfils the requirements of the GDPdU (principles of data access and verifiability of digital
documents) according to 88 146 and 147 of the o(AO). Data archiving is integrated in such a
way that tax-relevant data is made available for data carrier transfer and offers you a simple
way of archiving the database(s) with the associated programme status for indirect and direct
database access on CD. Likewise, all structural information necessary for evaluating the
data, such as format templates, file structure, field definitions and links, are transferred to a
data carrier in machine-readable form.

Novaline data and document archiving provides both archives side by side.

How to handle this documentation

The symbol A is used for notes. Here you will find particularly important
additional information on the topic described.

Tips and tricks are marked with the & symbol. This information simplifies working with the
programme.

In the appendix you will find the glossary. Technical terms are translated here. Within the
documentation, the arrow in brackets (= ) refers to the glossary.
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Licensing of Novaline archiving

Start Novaline Archiving of the programme group Novaline Software, Novaline Archiving;
Administration.

The archiving is opened. A message appears stating that | @==aames =l
the database is not uptodate. Confirm the message with | ... =" === ¢
OK

Then confirm the login dialogue with the user name Administrator, the password remains
blank.

In the DEMO licence dialogue confirm the licence request button.
In the following dialogue box Licence request (archiving), select the button Open licence file
and read in your valid licence key. If you do not have

x|l
a valid licence key, please request one from

Novaline Informationstechnologie = GmbH by ﬂ You 32 uing the DEMO version
telephone on +49 (0) 5971 868-0 or electronically at _ _
vertrieb@novaline.de.

Launch Novaline Archiving for the first time

Before you can archive, the following basic settings must be made.

Basically, you have two options to start Novaline Archiving. You can select it as a stand-
alone application from the programme group or you can start it effortlessly from your SAP

Business One® application.

To be able to use archiving without problems, at least .NET 2.0 Service Pack 2 must
be installed on your system.

Page 2 of 110


mailto:vertrieb@novaline.de

% 'ANOVALINE

Start as a stand-alone application :

Select of the programme group Novaline Software,
Novaline Archiving, Administration.

(local) \ nl_archiving_test
Administrator

J Main Menu | Drag & Relate ] Uszr Manu ]

Archiving is started. The archiving menu is displayed.

0

Administration

Master Data

Archiving

Archive View

Data Archiving
Document management

Miscellaneous

¥DB®EB O

[

The design style via Help > Design
Style is optionally selectable. ” f;'nptm_SEnsmveHelp

Look & Feel SAP

Starting Settings 4 SAP Signature Design

Licence SAP Signature Design (Big Font)
About Novaline Archiving... SAP Gelden Thread

Change User SAP Golden Thread (grofie Schrift)
Reset Movaline Archivator SAP HAMA Belize Deep

Reset Datensatzsperre (Locking) SAP HAMA Belize Deep (groBie Schrift)
Servicecall Archiving SAR HANA Fiori

Online Hilfe SAP HAMA Fiori (groBe Schrift)
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Chapter 1 Document archiving

PAINOVALINE

Document archiving is integrated in SAP Business One ® (BO). Once you have installed
Novaline Archiving and registered it in SAP Business One ® , it is available for you within the
SAP Business One® application. From the SAP areas that contain unigue data, such as the
address number and the document type, you can "print" the generated document directly into
the archive via the printer selection (quotation, order, purchase order management ...).
Automatic keywording and storage directly to the address (customer, supplier) takes place.
The supplied "Novaline Archivator" printer driver is required for this.

1.1 Registration

After the installation SAP
Business One must be started,
which must be carried out at
each workstation. The login is
done as "manager".

Switch to the menu item
Administration, Add-ons, Add-
on Administration. Press the
Register Add-on button on the
left-hand side of the

screen.

In the following dialogue Add-on registration
select the registration file and the installation
package from your programme directory:

e.g. C:\ Program Files (x86)\ Novaline\ Novaline
Archiving \ AddOn9.3 for SBO (version 9.3).

Use the buttonl-] to change the file directory

of your computer.

Then activate the checkbox Install as part of
the registration. Then confirm it with the OK -
button. The add-on is installed. There will be
a return to the previous menu. The new add-
on is now displayed in the right-hand window
area. Confirm the dialogue with OK.

After successful installation, switch to the
menu item Administration, Add-ons, Add-on
Manager. Select the Novaline add-on with a
mouse click and confirm your selection with

Start

Add-On Administration [_x]
J Company Preferences User Preferences |
Avalable Add-Ons Company-Assigned Add-Ons
ID  Add-On Name Version  Platform Order  Add-On Name Version Defauk Group  Force Instal  Active Phtform
1 NL10OHANAX64  11.1.243 Automatic = x64
Al +
M
+
Register Add-On | [ Remave Add-On Send Notification to Users
1 +
Add-on Registration [_][x]
Installation Information
Registration Data File B
Installation Package
Silent Installation Information
Upgrade Package
Instaliation Params Package
Uninstallation Params Package
Upgrade Params Package
Assign to Current Company
[7] nstall as Part of Registration
Add-On Manager =Io]x]
j Installed Add-Ons Pending AddOns | Faled Add-Ons for Lightweight Development
Add-OnID  Partner Name Add-On Name Status Group Version  Piatform
1 Novaline NL10OHANAXG4 Disconnected Manual 11.1.243 %64
[ o | Start Stop

Exit the dialogue with OKL_°<__| .
The Exit buttonl_ 52 | disconnects the connection to Novaline Archiving.
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If you want to achieve a permanent connection to
Novaline Archiving, i.e. the add-on should be started
every time SAP Business One® is started, change
the display of the default group in the Add on
Administration default setting from Manual to Automatic.

1

1.2 Basic setting / Administration

Before using Novaline Archiving for the first time the
standard settings must be checked. If Novaline Archiving
is installed in a network, the settings for the database
must be defined once by the administrator. Settings
related to working with the archiving, for example
language selection, printer assignment to a document
type, max. length of a keyword, etc., must be carried out
at the respective workstation.

Go to the settings via the SAP Business One® menu
Modules, Archiving, Document Management.

Or select the add-on Archiving, Document Management
from the main menu.

The Novaline Archiving module opens.

You can choose here between

Administration

Master data

Archiving

Archive view

Data archiving
Document management
Other

YDgS8srm

Version Default Group

11.1.243 Manual
Manual
Automatic
Mandatory
Disabled

PAINOVALINE

Order  Add-On Mame
NL100HANAXS4

Force Install  Active Platform
xX64

Modules Tools  Window Help

E Administration L3
%) Financials 4
S0 CRM 3
%  Opportunities 4
£ Sales- AR 3
‘w  Purchasing - A/P 4
‘ 22 Business Partners 4
Banking 4
Eg'g Inventory L4
pa|  Resources 4
|:|® Production 4
Bt MR b
& Service L3
é’D Human Resources 4
&8  Project Management ¥
Reports +
U Archiving
o

¥

Archiving Administration
Document View
File Archiving

Document Scan

(=}

(local) \ nl_archiving_test

Administrator

J Main Menu | Drag & Relate | User Menu |

Administration
Master Data
Archiving
Archive View

Data Archiving

YD e e, O

Miscellaneous

By left-clicking on the respective area, the selection list is
opened and you can choose between the different commands.
A click on the corresponding command branches into the

dialogue.

Document management
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1.2.1 Data source definition

Before you can wuse Novaline [esssespsiin =
Archiving, a connection to the SAP i@ o <

Business One® database must be - | =% 54 SA0DameDe =

eStainShed' Thls aIIOWS yOU to access o s SELECT CardCode as NUMMER, CardN'ame as SUCHWORT, CardName as NAMEL, " as NAME2, Adg ~

the entire address and article master.
The archived documents are filed
directly to the address or article.

4 »

A separate data source definition i e e pp——
must be created for each data type |1 35 oo car sgo0mme0t raprre
(address/article) and for each client.

Likewise, a separate data source

definition must be created per mailbox | [ [ ged [[ o

(client) for e-mail archiving.

Select the command Data Source Definition from the menu Modules, Administration. Or
select Administration, Data Source Definition from the main menu.
The Data Source Definition dialogue opens.

When the archive system is set up, the "*.udIx" files are saved in a table for the data
source definitions. When archiving is started at the workstations, the "*.udIx" files are
automatically created.

In the first field Application enter the | cheesec AEE
data.'base name Of _your SAP User ID manager Password R
Business One® application. Log on with Current Domain Usar

The database name is disp|ayed in Current Server  [MSSQL_2017 || WILMING-WIN1D -

Database SBODemoDE

Business One: Administration,
Select Company.

Companies on Current Server

Company MName Database MName Localization  Version Mew I8
0EC Computers Deuts SBODemoDE Germany 1000140
The value SAP_is to be entered as Find By:
the prefix (->). In our example, the &3 ot e

database is SBODEMODE. The
name to be entered under
Application is therefore
SAP_SBODemoDE.

| oK | ‘ Cancel

When you have inserted the name, mark it with the mouse and copy it to the clipboard
(CTRL+C).
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Now insert the name in the second field UDL name again (CTRL+V).
An arrow appears next to the value. Click on this with the mouse to

PAINOVALINE

Connection

establish the connection to the SQL server. Confirm the dialogue whether 0 Ereate 2 connection?

a connection to the SQL server should be established with YES .

Yes Mo

The data link properties open. Switch to the Provider tab and | = oastinkpreperies X

select the provider Microsoft OLE DB Provider for SQL
Server.

Then click on the button (> ) Next [_te= ],

On the Connection tab, select under

1. Select your SQL server or the valid instance of the SQL
server from the list box (= ). To do this, click on the arrow ™ .
If no servers are displayed, click the Refresh button [f= and
try again.

Under 2. enter the information to log in to the server and
allow the password to be saved.

Select your desired SAP database from the list box under 3.
Once you have made all the entries, check everything by
pressing | T=cretn | the Test Connection button. If the test
was successful, confirm this dialogue with OK .

.| Provider Connection Advanced Al

Select the data you want to connect to:

OLE DB Provideris)

Microsoft Jet 4.0 OLE DB Provider

Microsoft OLE DB Provider for ODBC Drivers
Microsaft OLE DB Provider for Oracle
Microsoft OLE DB Provider for Search
Microsoft OLE DB Provider for SQL Server

Microsoft OLE DB Simple Provider
MSDataShape

OLE DB Provider for Microsoft Directory Services
SAP HANA MDX Provider

oK Cancel Help
7] Data Link Properties X

Provider Connection ' Advanced Al

Specify the following to connect to SQL Server data
1. Select or enter a server name:
[tocaly | Refresh
2. Enter information to log on tao the server:
(O Use Windows NT Integrated security
(®) Use a specific user name and password:

User name: |sa |

Password: [sesesses |
[ Blank password Allow saving password
3. (®) Select the database on the server:
|5BODemaDE ]
() Mtach a database file as a database name:

Test Connection

Cancel Help
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There is an automatic return to the data Data Source Definiion ]

source definition. Commeton Tyoe Bsoooment s

UDL File SAP_SBODemoDE
Data Category Address -
S0L Statement -

Archive to address:

In the Data Type field, select the Address

data "type from the list box. In the SQL

select statement field, select the ESQL

script SAPBL1 -Business Partner from the .. — — o
list box to connect the data from the SAP |2

database with the fields of the Novaline

database. The SQL statement s

automatically generated in the lower field. = 2 J[ e ][
Once you have entered all the information, click on the |[eliseaiing [x]
Test button. If the test is OK, the dialogue "The | chec succestuly ended v

test was completed successfully" appears.

Confirm this dialogue with OK . The system —=<1
automatically returns to the previous menu. Confirm your entries with the Add button.

If the test was not completed successfully, please check your entries. If necessary, make
changes and test again. If the test is still not successful, please contact your administrator.

Archive to the article:
In the Data Type field, select the Article data "type from the list box. In the SQL select

statement field, select the ESQL script SAPBL1 -Article from the list box to connect the data
from the SAP database with the fields of the Novaline database.
The SQL statement is automatically generated in the lower field.

Once you have made all the entries, click on the Test [ 8
bUttOn If the teSt |S OK, the dlalogue "The tESt Check successfully ended L

was completed successfully" appears. Confirm this

dialogue with OK . The system automatically

returns to the previous menu. Confirm your

entries with the Add button and exit the menu
with Cancel and OK.

If the test was not completed successfully, please check your entries. If necessary make
changes and test again. If the test is still not successful, please contact your administrator.

Q Please pay attention to upper and lower case when entering the database name
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1.2.2 Data source definition HANA

Before you can use Novaline Archiving, a connection to the SAP Business One® HANA
database must be established. This allows you to access the entire address and article
master. The archived documents are then filed directly to the address or article.

A separate data source definition must be created for each data type (address/article) and for
each client. Likewise, a separate data source definition must be created per mailbox (client)
for e-mail archiving.

In the first field Application enter the database name of your SAP Business One®
application. The database name is displayed in Business One: Administration, Select
Company. Enter the value SAP__ as the prefix (->). In our example, the database is
SBODEMODE. The name to be entered under Application is therefore SAP_SBODEMODE.

In the second field, select the
. Application SAP_SBODemoDE
connection type ODBC. Connection Tyoe T 5
H . DSN-Name + |SAP_SBODemoDE =
Click on the arrow with the | omceer =
. S0L Statement
mouse to establish the UserDSN System DSN. Fie DSN Divers Tracing  Connection Pocling  Abaut | B
connection to the SAP HANA O ) E o
database server. Go to the tab P » Reove
"File DSN" and click on "Add". S
. Select a driver for which you want to set up a data source. -
Now you can select the driver -
. . " " Name Lfel : ¥
provided and click on "Next" BN JEra-T s L
1 —— Driver do Micraseft Access (*mdb) 1 |
= Driver do Microsoft dBase (*.dbf) 1
Driver do Micraseft Excel(* ) 1
s"ﬂ Paradox ("db ) ; ider. Fie DSNs can be shared by users
Now enter the name of the data z ‘ -
. " " . gl Advanced... | |
source and click on "Next". Click =m] weo ||
on "Finish" to display the server Creste New Data Source x
Informatlon' Enter the Server Type the name of the file data source you want to save
Informatlon here. i Ll?ii:kcig;nsergl‘fsnelu. Cr. find the location to save to by
EJL| SAP_SBODemoDE| Browse
Create New Data Source
When
which
: for mony
f; ‘ File D
Sty Filena
e B < Back Next > Cancel
Test ODBC Connection *
Server
Host:Port: ||
Credentials < Back Cancel
User ID: | |
Password: | |
Cancel

Page 9 of 110



% 'AINOVALINE

Now click on the selection of DSN addresses. Click on "Select” to enter the DSN name in the
data source definitions. Depending on the data type, please select the SQL select statement
and add the data sources by clicking on "Add".

e} m'='E
Application SAP_SBODEMODE DSN-Files found
Connection Type oDBC hd || DSH-Name DSN-Fath
DSN-Name | SAP_SBODEMODE - | | SAP_SBODEMODE 64  C:\User g\AppData\Roaming
Data Category Address - SAP_SBODEMODE C:\User g\AppData ing'
SOL Statement SAP-B1 HANA business partners v
Sage Classic Line -

Novaline debitors and creditors (S rdName" AS "SUCHWO
Novaline Bautec.ONE business par
SAP B1 employee

SAP-B1 HAMNA business partners
SAP-B1 HANA business partners w
SAP-B1 HANA employee

Novaline Workflow Business Partn | = [0DBC] -
DRIVER=HDBODBC32
ODE={hana-93-dev:39015}
[« U=+
S BWD=*xex
€S=5BODEMODE
[« |
\ Select H Abort H Save
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1.2.3 General settings

The general settings for archiving are stored within the administration. When you open the
General Settings, the corresponding dialogue is displayed. The individual commands are
divided into different tabs.

| General Settings B

[ Update [ Signierung [ Preallocation I E-mail Preallocation [ Belegerkennung

[ Full-textindex | BarCodeTestng | Language | Scan | Autologin | Pre-Posting [ (UserFields | Optiens | Database |

On each index card you have the option of adopting an - | usergrefie x)

existing profile. To do this, click on the button User profile ., . o =

[ wereefie|and select an entry from the list. Save profi i i
| oK | | Cancel | | Delete |

Only the administrator is allowed to add new profiles. [ Userpwefie £ |

The administrator receives | “ePeie lthe dialogue by | user profie administrator -

clicking on the button User profile. Save profile

For a new profile choose the desired settings on each |
tab. Then click on the User Profile button and enter the
desired profile name in the User Profile field.

Activate the checkbox Save profile and press the button Save. The profile is now saved and
can be selected for other users.

Save | | Cancel | | Delete |

If you define the profile with the name Default, the settings from this profile are automatically
assigned to every new user who has not selected a profile of their own. The settings of the
following tabs are adopted:

= Full-text keywords
= Language
= Documentscan, incl. scan directory
If this is a local directory, it must be set up on each workstation.
= Database
= Update
= Signing
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1.2.3.1 Full text Keywords

On the index card Full Text Keywords you will find:

General Settings Iz‘
[ Database [ Update I Signierung | Preallocation | E-mail Preallocation [ Belegerkennung |
| Fultextindex | Bar CodeTesting | Language | Scan | Autologin | Pre-Postng | User Fields | Opfions |

Case Sensitivity O

Sort Key Words O

Minimum Length 3

Maximum Length 20

OCR Omnipage OCR h

Scancode Treatment Barcode | Bar Code Code 128 -

Scancode table start Scancode table end

Scancode length 7

Scancode replacement tabl

Scancode per page

Scancode well-defined O

Document Linking O

Merge dokuments O

Scandocument to Workflow 0

o I o]

= Upper/lower case: This activates upper and lower case during document scanning or
document archiving in full text recognition. The distinction between upper and lower
case is then available in the search.

= Sorting full text: The recognised characters in the full text recognition are automatically
sorted if this option is activated.

= The minimum length of a keyword: If you enter the minimum length of 5 characters,
the words 'the', 'that', 'and', 'or', 'warm', 'house', etc., for example, will not be
keyworded.

= The maximum length of a keyword: For example, if you deposit a maximum length of
30 characters, the words up to a word length of 30 characters will be included in the
keywording. Words longer than 30 characters are NOT archived.

= OCR (Optical Character Recognition). If you want to work with text recognition in the
document scan, select an available OCR. In addition to Microsoft Office OCR, you can
also use Omnipage OCR (licensing required).

The prerequisite for using Microsoft Office OCR is an installation of Microsoft Office
2003 or 2007 with OCR. Barcode recognition is not possible with this, only
alphanumeric strings can be used.

Office 2010 is not supported.

= Scancode method: Selection of the scancode method to be used

- Scancode as text: Use of an alphanumeric string.
When selecting this OCR, a scancode scheme must be specified (see below).

- Barcode: Use of a barcode (only with Omnipage OCR, license required).

When using Microsoft OCR with the Novaline Scancode, please follow the
W recommended procedures for checking the automatic assignment!
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For more information on working with the Novaline Scancode, see chapter
1.3.3.5Scancode - Automatic scanning process

If you choose barcode, you have the option here to choose |code 122 v

Codabar -

between several barcode methods. Code 128 can display s
alphanumeric characters as a barcode. Code 39

European Article Number (EAN)
Interleaved 2 of 5

The use of Code 39 is recommended for the barcode check Postnet
(see below) or the "END" barcode. This can also be used to Untversal Froduct Code (UPC) A |9

represent special characters.

= Scancode scheme start / end (when using "Scancode as text" see above)

In the fields start and end of the Scancode scheme you define the desired character
string for delimiting your personal scancode. Since an alphanumeric character string,
as used here for the scancode, may already occur elsewhere in the document, a
delimitation is necessary for recognition as a Novaline scancode.

The scheme consists of two characters at the beginning and two characters at the end
of each code.

Please note that these values must be unique so that they can be scanned and
assigned correctly. (Scancode scheme start ##, plus a freely selectable character
string as scancode (4711), plus scancode scheme end ##. Result is "##4711##" or
scancode scheme beginning [[, plus a freely selectable character string (4711), plus
scancode scheme end]]. Result is "[[4711]]". Labels must be created with the
scancode in this form: 4711 is always recognised as the Novaline scancode in this
example.

=  Scancode length: Number of characters of the scancode.

The scan code length is used to optimise the recognition of the Novaline scan code
and is limited to 99 characters. This provides further differentiation from other identical
character strings that may already exist on the document.

= Scancode substitution table: In the event of incorrect [sessesisseems: =]
recognition in the option "Scancode as text", such as an "i" in |, . e e
place of a "1" or an "0" in place of a "0", the correction of such . | 1
errors can be entered with the table. .- ’

Enter the incorrectly recognised value under "from character";
under "by character" enter the value that the OCR should use instead. With "Add" a
new line is generated; "Cancel" completes the adding, the dialogue can then be closed
with "OK".

= Scancode per page: Only pages that have a scancode are treated as a scancode.
Subsequent pages without a scancode are not assigned to this scancode.

o Checkbox not set: if a page with a scancode is followed by pages without a
scancode, these are assigned to the previous scancode until either a new
scancode or the scancode "END" or "$$END$$" (when using barcodes)
follows.

This avoids multiple labelling of a process with several pages; only the first
page needs to be provided with the scan code, the subsequent pages are
automatically assigned to the scan code.
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o Checkbox set: Each page that is to be recognised as a scancode must be
provided with a scancode.

Scancode unigque: This option activates 2 functions in archiving:

1. Scancodes from SAP are only accepted once! This option thus ensures the unique
assignment of a Business One transaction to a scancode!
If you have activated the option "Scancode unique", another checkbox "Deactivate
additional scancode check" appears.
This option deactivates the message when a Bl [zt scancodeprifung im e dsaktviersn 1)
document with an existing scan code is transferred. This is may be necessary, for
example, if a quotation is saved with a scancode and then a delivery is created
from it.
By taking over from the pre-document, the scancode is also taken over and the
added scancode is transferred to the archiving.
Multiple use of a scan code in SAP is no longer possible.

2. If a scan is made with a scan code that already exists, this scan is assigned to the

existing one. This enables subsequent use for scanning with an existing scan
code.
Example: You receive a delivery note with several pages, some of which are still
missing. You label the first of the existing pages with the scan code 12345, scan
the pages; the scan code is assigned to the B1 transaction and archived. Later you
receive the remaining pages: these are to be scanned and automatically assigned
to the archived process: scan these pages with the scan code 12345! The
archiving recognises that this scan code already belongs to an archived process
and assigns all subsequent scans with this scan code to the process.

Q If the scan code of a second document/process is not recognised, all pages of the

second document/process are assigned to the first scan code. We recommend
using Omnipage Barcode OCR for optimal recognition of the scancode!

Document linking: This option activates the button "Document linking" (see Chapter
1.5 "Document linking") in the dialogue boxes "Document scanning" and "Document
archiving".

With document linking, documents "to be archived" can be assigned to an already
"archived" document irrespective of their keywording to address, document type or
similar.

Linking suggestion: With this option, documents that are to enter the archive via
document scanning or document archiving are also linked to them at the same time.

Combine documents: Combine several documents with the same scan code in the
dialogue "Scancodes: Document without entry" dialogue (see 1.3.3.4 Scancode -
Automatic scanning process

Scans with a scan code, if not yet archived, are displayed in the dialogue "Scancodes:
Document without entry".

Without the option "Rake documents”, each scan is listed in a single line. With many
scans this can quickly become confusing.

With the option "gather documents", identical scancodes are combined in one line; the
individual pages can be scrolled through in the large view on the right. Only single
image formats (*.jpg, *.bmp, *.tif) can be gathered; no multipage Tiff files, no PDF!
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1.2.3.2 Language

To use a shared language file in [emssism =l
the network, activate the checkboxX = S5, | 0 M | o atom | P e o
Shared folder and select the 1 . .

corresponding directory from the | cotirssss  Esh iz z

file system via the button Search

folder. Select the language in which

you would like to work via the list

box ™.

As soon as you restart the
programme or change the user, it

automatically switches to the
language you have selected.

After making a change, press the Update button and then OK .

To use a common language directory, copy the file myarchiving.de-DE.resources from
w the programme directory, e.g. C:\Programmes\ Novaline\Novaline Archiving\Texts to the
desired network directory.

1.2.3.3 Document scan — =

[ Database | Update |  Signierung |  Preallocation |  Email Preallocation |  Belegerkennung |
[ Fultextindex | Bar CodeTestng | Language | Scan | Autologin | Pre-Posting | UserFields | Options |

When Worklng With the Scan Scan Folder C:\Scandocuments @
Automatically flag scanned documents for filing [m]

module, an individual scan e p—— -
directory can be defined. scarnerselecten

Release group DEFAULT

TO dO thls, CIle On the Selectlon Automatic conversion into PDF (with format BMP,JPG, TIF,PNG)
Automatic receipt stamp (with format BMP,JPG,TIF,PNG)

| button . the Windows EXPIOrer | . oc e emert

4

[<]

[m]
opens and the desired directory = c=emr e s
can be selected.

If a directory is not available, you

can '"=™¥* | define a new directory in Windows Explorer using the Create New Folder
button.

All documents scanned via the scan module are temporarily stored and processed in this -
scan directory entered here. In the document scan the documents will be saved in the
database and it deletes the temporarily stored files.

If you define a directory on the server, it can also be used by other user who also store

o this directory in the settings.

Page 15 of 110



PAINOVALINE

If the checkbox - Automatically mark scanned documents for filing - is selected, all
documents are automatically marked for filing directly when scanned.

If you carry out batch processing when scanning, be sure to deactivate the checkbox
A Automatically mark scanned documents for filing. Otherwise all documents will be
archived at the first selected address.

If a locally connected scanner is used the desired scanner_can be selected via
the Scanner selection button.

The scan process calls up the scan dialogue depending on the installed TWAIN driver; you
can then make the specifications for scanning such as resolution or colour depth per scan.
Alternatively, it is possible to set up a default of the scanner settings as a "scan profile"; the
scanner dialogue no longer appears and scanning takes place immediately. Depending on
the scanner model or the TWAIN driver used, incompatible constellations may occur
between the scanner and the Novaline scan dialogue; in this case it is not possible to use the
profiles.

. _ _ -
Different scan profiles can be used for the scanning il
process. The arrow button = opens the dialogue for | e e siecton  Standare g

the scan profile. Resolution (DPI) e -

Color Color
Format A4 v

4

Enter the desired name in the Profile name field or
select the desired profile of the drop-down list | x-res T
Profile name selection. y:Pos 0

Width 2481
Height 3507

In the Resolution (DPI) field, select the desired
resolution of the list box ™. [ o ][ o

Select the desired colour in the Colour field.

In the Format field select a predefined format or user-defined. For the custom format enter
the appropriate values in the lower fields (x-pos, y-pos, width and height).

Then click on the Update button and confirm with OK

There is an automatic return to the previous menu. The command abort the session
and there is a return to the previous menu without changes.

If you want to remove an existing scan profile, select it from the drop-down list and press the
Delete button. The profile is deleted.

After making a change, press the Update button and then the OK button.
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Release gqroup

User permissions allow you to restrict the display of scan || gees )
documents in the scan dialogue to certain users or | cop -
defined groups. [ Administrator E
This makes it possible, for example, that a user from the | o™

administration can scan and that these scans are only |, ngh

displayed to him or the members of the authorised group; | [[Jepsuser

a user from the sales department can scan for himself, but | =i,

does not see the scans of the administration. _ P;f;ahgjg

The release group "Default” is preset for unrestricted | [Jetns

access of all users to all scans. O

To set up your own sharing group, please click on the FE::?E?

yellow arrow. 1 [econrad

In the next dialogue all users in the archiving are Fjﬂﬂf‘a

displayed. : F;:i:;bet

Select those to be added to a group and enter the name | [fiedric .

of the group in the "Save as Group" field.

If the group already exists, select the group above and
add the associated users accordingly.

Exit the dialogue with "OK" and confirm the safety query that appears.

Release group DEFAULT -

If the checkbox - Automatic conversion to PDFE - is

= Automatic conversion into PDF (with format BMP,JPG,TIF,PNG)
Selected, the Scanned dOCLImentS (|n BMP, \]PG, TIF, Automatic receipt stamp (with format BMP,JPG,TIF,PNG)
PNG format) are automatically converted to PDF  Disble OcRlicence remark C

deactivate multi-mandant capability O
Bearbeitungsreihenfol | LastWriteTime -

format.

If the checkbox - automatic incoming stamp - is selected, the incoming stamp is
automatically set on the documents (in BMP, JPG, TIF, PNG format).

This option is only active if scanned documents are not to be automatically converted to
PDF.

Processing seguence
Here you can choose between the processing sequence "LastWriteTime" or "Filename”.

1. Editing "LastWriteTime”
The scanned documents are processed here according to the time stamp
"LastWriteTime".

2. Editing by "File name”
The scanned documents are processed here according to the file name "Filename".
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1.2.3.4 Barcode check

To avoid false recognition of a barcode, a scheme (as with the scan code) can be checked.
In addition, valid number ranges can be defined for an extended check of the barcode.

General Settings [x]
[ Update i Signierung [ Preallocation [ E-mail Preallocation T Belegerkennung
I Ful-textindex | BarCodeTesting | Language [ Scan | Autologin | Pre-Posting | UserFields | Options | Database |
Schema Scancode table start ## Scancode table end ## Scancode lengt g
Range of numbers from to
10000 - 29999 -
30000 - 59999

This can prevent other barcodes already present on the receipt from being incorrectly used
as Novaline scancodes.

Scheme:

A scancode scheme and a scancode length can be entered for the barcode used analogous
to the settings for the scancode as text (see above). The scancode length entered here is
taken over in the field Scancode length under "Full text keywords" and vice versa.

During recognition, the OCR searches for the beginning or end of a barcode specified here in
order to use it as a Novaline scancode. Other barcodes without this scheme are ignored.

Number range
In combination with the scheme or separately, the Novaline Scancode can be differentiated

from existing barcodes via defined number ranges.

To add a number range, enter the start and end values in the corresponding fields and click
on "Add".

To change a number range, click on it and change the respective values in the fields.

If you would like to delete it, click on the number range and delete the fields.

Also the Omnipage barcode test application "OmnipageBarcodeTest.exe" was added.

You will find this tool in the programme directory after installing the archiving.

You can drag and drop an image file into the left window or select it via the search dialogue.
Enter the code to be recognised on the right and click on "Process Image": The recognised
barcode is displayed.
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1.2.3.5 Automatic login

Automatic logon makes it |G =
easier to work from SAP [ Databsse |  Update |  Signierung |  Preallocaton |  E-mailPreallocation |  Belegerkennung |
[ Full-textindex | Bar CodeTestng [ Language | Scan | AutoLogin [ Pre-Postng | UserFields [ Options |

Business One®. To ensure that
you are NOT asked to identify B P
yourself during the ongoing Passvord

archiving from Business One,
you can store your username
and password here. Use the
same designations here as for
your Business One logon.
Activate the checkbox for
automatic login
AutumatischeAnmeldungverwenden .

Use auto login

["] Password must comply with the complexity requirements.

Activate the checkbox for complexity requirements:

If this policy has been enabled, passwords must meet the following minimum requirements:
- It must not contain either a part or the complete account name of the respective
user.
- They must be at least six characters long.
- They must contain characters from three of the four following categories:
- Capital letters from Ato Z
- Lower case letters from ato z
- Digits of base 10 (0 to 9)
- Non-alphanumeric characters (e.g. !, $, #, %)

Compliance with the complexity requirements is enforced when passwords are created or
changed

1.2.3.6 User fields

Up to 5 user defined fields | eessissins: x
can be Created here Vla [ Database T Update [ Signierung T Preallocation [ E-mail Preallocation i .Belegerkennung |
| Ful-textindex | BarCodeTesting | Language | Scan | Autologin | Pre-Posting | UserFields | Options |
data type' Type of data Address ~
Userfield ::{rliss
These fields are used for 1 0 Folder
. . 2
further categorisation. 3 0
4 0O
5 O

In the Data type field,
select the desired entry of

the list.

The fields 1 to 5 are freely

selectable. Use the

checkbox to  decide
whether the field should be available during archiving and archive research. Selection

A mouse click activates the checkbox.

A further mouse click deactivates it. Enter the desired designation in the
Designation field.

O
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You can use the Selection checkbox to store fixed selection lists that are then available
during archiving.

As soon as you activate the checkbox, you can=:branch to the st =
Document Categor |Address

entry of the selection texts via the arrow. You can add the | usnum

desired texts via the Add button of Hthe toolbar. Enter the

value in the User fieldl field and confirm your entry with Add
e |

Selection Text
Tuesdav
Wednesdav
Monday

Fuwrle w

If you do not want to make any further entries, click on the
Cancel button and then on OK .

If you want to change an existing entry, select the entry from
the list.

The value is transferred to the edit field at the top. Make your
changes here and confirm with Update .

You can delete an entry via the Delete button of [Athe toolbar.
To do this, mark the entry to be deleted with the mouse and
then press the Deletel@ button. The name is limited to 50 characters.

You will then return to the previous dialogue. Confirm your entries with Update and
OK
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1.2.3.7 Options Gener et X
[ Database I Update [ Signierung [ Preallocation I E-mail Preallocation [ Belegerkennung ]
[ Ful-textindex | Bar CodeTesting | Language | Scan | Autologin | Pre-Posting | UserFields | oOptions }
Standard data tvpe . Default data type Address -

Automatic search including name

Set the "default" data type for Archive view: nnht':asjsengiﬁwty \ ‘
your work with the archive | s mandsor o !
here. You can change the o ey

Stannner‘y or document pes

data type for |nd|v|dua| Stationery for external documents

KK Rl R

. . Path to error log: C:\Program Files (x86)\Novaline\Novaline Tr A
prOCQSSlng StepS at any tlme EMail archiving: display server and client
. . . SQL-full text retrieval
18} the arChlve dlalog Ue bOXQS. File path to folder Transfer for Archiving Service C:\Program Files (x86)\Novaline\Novaline Tr [ | Add Printer
Numbering series (SAP) m}
Linking documentspecific O
Dialog Archiving/Scan dosing automatically
Interne PDF-Anzeige ¥
Pdf-Stempel bei Druck ibernehmen O
Automatic search incl. name:

The first checkbox toggles between searching only by address number and searching by
address number plus address name. If the checkbox is activated, only the address name
entered in the search field will be searched. Only those documents are displayed that have
the identical address name in the index field. If the checkbox is deactivated, all entries are
displayed that have the same address number as the address name searched for (change of
company name).

Archive view: Note upper/lower case:

The second checkbox distinguishes between upper and lower case. If the checkbox is
deactivated, upper and lower case won’t be used for the display of documents.

Search document number directly:

Use the third checkbox to control the preselection of the archive. If this checkbox is activated,
you will only receive the archive document that matches the document you have direct
access to.

If the checkbox is deactivated, all documents for the address that were filed with the same
document type are displayed ( > Chapter 1.4 Archive - Document Search).

Cross-client search:

If this checkbox is active, all existing address sources are addressed in the document search
(archive view).

Stationery for document types:

Enter the name of the stationery you have stored in the PDF Mailer (-> 1.3.6 Stationery).
All documents archived from Business One are archived with this stationery.

Stationery for external documents:

Enter the name of the stationery you have stored in the PDF Mailer (-> 1.3.6 Stationery).
All documents archived from Windows programmes (such as Word, Excel, etc.) are archived
with this stationery.

Path for error log:

Select the path for the error log here. Any errors that occur are logged here. The Hentry can
be removed again via the delete button.
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Show e-mail archiving server and client:

If you activate the checkbox here, the server and client for e-mail archiving are displayed in
the "Archiving" menu.

Activate SOL full text search:

This option is only available if the SQL server is configured accordingly. With the SQL full
text search, fragments of a search term can also be used in archiving.

A distinction is made here between two search options:

e Fragment search:
Ex: Instead of "Mayer", you can also search for "ayer".
Result: The word "Mayer" is found and displayed.

e Full text search:
Ex: Instead of "Mayer", you can also search for "Maye".
Result: The word "Mayer" is found and displayed.

Transfer path for filing service:

File path to folder Transfer for Archiving Service C:\Program Files (x86)\Novaline\Novaline Tr = [} = Add Printer

In addition to using the "Novaline Archivator”, it is also possible to install a second archive
printer on the computer: "Novaline Service".

While the Novaline Archivator processes the archiving procedure on the workstation
computer, this process is outsourced to a server while using the Novaline Service Printer.
This noticeably speeds up the processing of printing and archiving a B1 document; only one
resource-demanding printing process takes place.

The prerequisite for this is the installation of the Coresuite from Coresystems and the setup
and installation of the Novaline Trigger.
The installation of the Novaline Trigger is described in a separate manual.

Installation of the Novaline Service Printer:

Click on "Create Printer" to have the printer installed automatically. Then please start the
gotomaxx PDFMAILER from the start menu. Click on Printer -> Novaline Service, then on
Extras -> Configurations -> Mail Merge.

? Novaline Service - gotomaxx PDFMAILER

Datei Drucker Einstellungen Ansicht | Extras  Hilfe

Optionen... L
Konfigurationen > Interaktiv

~  Seriendruck

gotomaxx

software

Enter data path:
The Novaline Service Printer is used to create files that the Novaline Trigger processes.
Enter the path to the transfer directory here as it was set up in the Novaline Trigger.

Numbering series (SAP): Activate the checkbox if documents from B1 are archived with
numbering series and these are to be displayed in the archiving.
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Linking document-oriented: With this setting, only directly related documents are linked and
displayed. This setting cannot be undone by the user.

Close Filing/Scanning dialogue automatically: This option is activated by default and causes
the dialogues to be closed when archiving via Filing and Scanning. If the checkbox is
deactivated, the dialogue with the entered information remains.

Internal PDF display: With this option you do not need Adobe Reader as PDF display for
viewing documents in the archive. This setting offers the following options, among others:
Set stamp (Configurable), quick overview and a comment function.

Use PDF stamp when printing: If the internal PDF display has been activated, this option
transfers an added PDF stamp for printing.

1.2.3.8 Database

On the Database tab, select [eas= =
your default database per data = jwee | e | ek o enemen st
type (address/article).

Current database SAP_SBODemoDE -

Default database article SAP_SBODemoDE -

The database is only available
for selection after adding the
data source definition (-> Data
source definition).

If you are working in a network

and you do not have a database

available in the selection,
please contact your administrator.

After making a change, press the Update button and then OK :
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1.2.3.9 Update

. . | General Settings E3N
On thls tab you Store your Valld | Ful-textindex | Bar CodeTesting | Language | Scan | Autologin | Pre-Posting | UserFields | Options |
|nSta”ati0n dlrectory for [ Database | Update | Signierung T Preallocation [ E-mail Preallocation I Belegerkennung |
software updates of the izt DQNM:W Uit :a:\\grc:w.emng E

. .. pdate pal D:\Novaline Update Pfad\Archivierun
Novaline archiving. ' :
The system then automatically
determines - when the
programme is started -
whether a newer version of the
software is available.

Ge I Sett [}

1.2.3.10 Preassignment

[ FulFtextindex | Bar Code Testng | Language | Scan | Autologin | Pre-Postng | UserFields | Optiens |
I Database | Update T Signierung | Preallocation [ E-mail Preallocation I Belegerkennung |

Outgoing-Documents

On this index card you can preset  oswnescasry o domens -

Document Type activity -

various items  for outgoing | oee=cren e

Data Source SAP_SBODemoDE v Address

documents as well as for incoming e reaunor fumer samy B
Incoming-Documents
documents. e el i Doz -
Document Type Incoming payment hd
Date = current date
Data Source SAP_SBODemoDE v Address
Keep indexation for further activity [m]

Document type
In the Document Category area you can select the document type you want to use for pre-
choosing the outgoing documents and incoming documents.

Document type
In the Document Type area you can select the document types you want to use for pre-
choosing the outgoing and incoming documents.

Date = current date
If you activate the checkbox for Date = current date, the current date is displayed in
document archiving (see in the menu under Archiving > "Document archiving").

Data source and address
For accurate pre-population you can also select the data source and address you want to
pre-choose for your documents.

Keep keywording for further operation
If you activate the checkbox "Keep keywording for further processes", the options that you
have preset will be displayed for further processes during document archiving.
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1.2.3.11 Pre-assignment e-mail

On this tab, you can preset the [e=s =k
emails you want to archive with | S G ™ cm s b comrn o poetema
certain options, just like in the = ecwmmeem
presetting. This applies to outgoing  amene I
. . Data Source | Address

documents (outgoing emails) as well - uoueamaen =

. . . . Incoming-Documents
as to incoming documents (|ncom|ng et e o on dein s ?
emails). R

Document category

In the Document Category area you can select the document category you want to use for
pre-choosing outgoing documents (outgoing emails) and incoming documents (incoming
emails).

Document type
In the Document Type area you can select the document types you want to use for pre-
choosing outgoing documents (outgoing emails) and incoming documents (incoming emails).

Data source and address
For an exact pre-population you can also select the data source and the address, in addition
to which you would like to pre-choose your receipts (emails).

Preset unassigned emails
If you activate the checkbox "Preassign unassigned emails" the emails are assigned to the
address you have selected. You can then archive the assigned emails.

For this an (e-mail) address must be created in SAP BO. Or you can create your own

/N company address as a dummy address. However, this process should be handled
with care, as all e-mails that are not assigned are archived to the address you have
set up.
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1.2.4 Master data
In the master data you define certain master information that ensures automatic and semi-

automatic archiving. Some default information is already created. We distinguish here
between the master data for address archiving and for article archiving.

1.2.4.1 Document category

1 2 4 2 Master Data [_NC <}

The document category define the structure that is pr”"d:”"tm“ _

built up in the Novaline archive. The document = c=ov e !
. . . #  Category

category is the highest hierarchy level after the data = s e

Outgoing e-rmail

type. In the Data type field, select either Article, for
archiving to the article, or Address, for archiving to the
address. You can add document types via the Add

button of |£1the toolbar. Enter the value in the Type

field and confirm your entry with Add [ 241 If you do

not want to make any further entries, click the Cancel
button [ <l Jand then OKL_ 2|,

Outgning docurments
accounting

Digital persornel office

wlolula|n|slwn

If you want to change an existing entry, select the

entry from the list. The value is transferred to the edit field at the top. Make your changes
here and confirm with Update [ %= |You can delete an entry using the Delete button on
the toolbar. To do this, mark the entry to be deleted with the mouse and then press the
buttonld . The name is limited to 50 characters.

w Only document categories that have not yet been used can be deleted.

If default values are changed and/or deleted, automatic and correct archiving is not
possible.
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1.2.4.3 Document type

Master Data |_}CI[x} | | search Option [x}
_ | Document Category | Document Type | Full-textindex | Document Type  [activity
Datentyp Address hd # Type Sea... -
Type activity 1 Sales Quotation O
Print;
rinter - M 2 Offer objects ]
Signature ] Verification 5 - t obect 0
e easurement objects
4 Sales Order a
# Active Type Forward prin...  Sigr 5 A/R Invoice 0
o L
1 v activity 6 Outgoing payment 0
2 v Sales Quatation
7 Tender 0
3 v Offer objects B T —— =
4 v Measurement objects R
5 Tl Sales Order 9 Purchase Order
6 v AR Invoice 10 A/ Invoice 0
7 I Outgoing payment 11 Incoming payment ]
8 [ Tender 12 A/P Down Payment Request O
9 v Irwentory Transactions 13 A[P Down Payment Invoice ]
10 v Purchase Order 14 A/P Credit Note 0
11 [ AP Invaice 15 Goods Return a
= .
E :; Incarming payment 16 EKT-Quotation m}
A/F Down Payment Request 17 EKT-Order 0
14 v A/F Down Payment Invoice 18 EKT-In 0
15 [ AP Credit Note - e
S ’ 19 EKT-Credit Memo 0
20 FKT- | =
Default printer for ext. progra - Update
Update ‘ ‘ Cancel | |Search Option ‘ | Import ‘ ‘ Export |

The document type is the second hierarchy level directly below the document category. In
the Data type field, select either Article, for archiving to the article or Address, for archiving to
the address or Folder, for archiving to the folder structure.

You can add document types via the Add button of [ the toolbar. Enter the value in the Type
field and confirm your entry with the Add button L€ 1. If you do not want to make any
further entries, click on the Cancel button and then on OK .

If you want to change an existing entry, select the entry from the list. The value is transferred
to the edit field at the top. Make your changes here and confirm with Update .

You can delete an entry via the Delete button of Hthe toolbar. To do this, mark the entry to
be deleted with the mouse and then press the button.

For a better overview of the document types a field "Active" has been added. This field
can be used to determine which document types are to be displayed during document
archiving and document scanning.

¥ If a document is archived from SAP B1, the "Active" field for the document type is
automatically set. A document type that has been used in the archive cannot be
deactivated or deleted.
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The default values given here for the data type address are identical to the document areas
of SAP Business One®. For automatic archiving within SAP Business One® , please only
use designations of the SAP document areas. Of course you can extend the list of default
values. This has no effect on automatic archiving from SAP Business One®.

The Printer area offers you the option of selecting a separate printer or printer tray for each
receipt. First select the document type and then the corresponding printer from the list box ™.
If the desired printer is not displayed, define it in the printer settings of your Windows
interface.

In the " Printer for external programmes list box, select the desired printer for your external
documents. These are all files that you want to print independently of SAP Business One®
and archive at the same time. If no printer is selected, the documents are only archived and
not printed.

After licence approval for the e-billing procedure, |wesesss 1]

the dialogue is supplemented with checkboxes [ Document Categary | Document Type | Fulltext index |

for signing and verification per Datentyp Addvess -
Type activi

document type. L ! -
Active

Select the desired document type(s) + agve Ty Forward prin... | Sigf~

activity

Sales Quotation

Offer ohjects
Measurement objects
Sales Order

A/R Invoice

Outgoing payment
Tender

Inventory Transactions
Purchase Order

and activate the checkbox Signing. Confirm your
changes with Update .

The checkbox for verification is only active after
activation of the signing.

10
11

U e e B B e e e e e e e i

&4P Invoice
All values can be exported to any 12 icoring payment
directory via the Export button and imported it o o ot e
again via the Import button, e.g. at I 2 et e =

another workstation.

Default printer for ext. progra -

‘ Update ‘ | Cancel | |Sear(h Option | ‘ Import ‘ ‘ Export ‘

Only document types that have not
o yet been used can be deleted. There are mentioned settings for printing and for
the EBiIlling procedure only applied in connection with the data type address.

If default values are changed and/or deleted, automatic and correct archiving is not possible.

If no printer is selected for one or more document types, only archiving takes place when
printing these documents via the Novaline archivator, no output to the printer then takes
place.

If the same document type has different names within SAP Business One® (e.g. Quotation in
the Quotation creation screen but Quotations in the Quotations document printout screen),
the alias file (-> Chapter 1.2.8 Document type alias) is used to define the correct archiving for
a document type.

Search option

With this, a combined search across several document types can be firmly specified.
For example, when you search for service contracts, you also want to search within the
archived service calls.

Page 28 of 110



% PAINOVALINE

To do this, mark the document type "Service contract" and click on "Search option". A list of
document types appears, mark the one for which the search is to be combined. Set the
checkbox at "Service call" and close the dialogue. The search option set up is then displayed
in the corresponding column.

1.2.4.4 Keywording B CIEE]

[ Document Category | Documen EType | Full-textindex |

Full-text index to ignore |

The words that are to be excluded from automatic =~ """
keywording during archiving are stored on the @ : = ’
Keywording tab. You can add keywords via the Add - ’

button of dthe toolbar. Enter the value in the Exclude

as keyword field and confirm your entry with the Add
button.

If you do not want to make any further entries, click
on the Cancel button and then on OK

If you want to change an existing entry, select the
entry from the list. The value is transferred to the edit

field at the top. Make your changes here and confirm with Update . You can delete
an entry using the Delete button on Hthe toolbar. To do this, mark the entry to be deleted
with the mouse and then press the buttonl3.
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1.2.4.5 Document type / folder structure

Under Data type you can select "Folder" and

include the document types. The
document types must be set to "Active".

included

'AINOVALINE

= ='E3
Document Category | Document Type | Full-text index
Datentyp Folder -
Type Sales Quotation
Printer hd
Signature m} Verification
Active
# Active Type Forward prin... Signat.
1 v Sales Orders r
2 icd Sales Quotation r
[« »
Default printer for ext. progra -
‘ oK | ‘ Cancel | ‘ Search me)nl ‘ Import | ‘ Export |

Under the tab Document category you can select
"Folder" under Data type for this. Therefor you can

now select the document categories.

| Document Category | Document Type | Full-text index |

Datentyp Folder hd
Category Incoming documents
# Category

1 Incorning documents

2 Qutgoing documents
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Under Document Archiving/Document Scanning you can now archive your documents under

Folders.

Type of data

Folder
Document Category Incoming documents
Document Type Sales Quotation
Document Number 4711
Document Date 8/7/2020
Folders
Folders > |1
Folder Description 1 Quotations 2020

Folder Description 2
Full-text index

_ [Manual | Automatic |

Mai
Zur
20.
EDV
177
+49
Sie
Nr.
per
WG
der
wir
auf
die
und
den
AGB
vom
BIC
SIC
HRB
Jan
m
mIT
EUR
19%
ist
bis
zum

Click on the arrow = add or change a folder name.

1.2.5 User administration

All
administration. During the initial

"Administrator" with all rights was already automatically
created. Start the user administration of the Administration

menu.

User
the

In the following dialogue
Administration, the wusers and
respective authorisations are shown.

Select the Add button Add User
dialogue appears.

Novaline archiving users are stored

'
«¥ HARDY SCHMITZ

Rechnung

Bebeg .

Av24sz22

-

Vereosat

Pos. Art Ne. Banchewitning Mengo Einher  VikProw  Pross por Betrag
Uisferung: 20378411 080819
A 657825 08,
1 s w10 ' .10
N 4 ' 4
Sk " ' a
Liforung: 203648519 150819
Autrag: 10156308 15.05.1
o Bostnd-Ne - SENGER BIRKENALLE11S
e et M W
1 Stok a3 a4y
Kustor 1 S0k 03 ' 0m

Blertgheh dur Etgelimindenrgen venwcison wh auf di khasben Zatlings-

>
HARDY SCHMITZ

Archive ||

Update || Cancel

|4

-
(local) \ nl_archiving_test
Administrator

[ Main Menu [ Drag & Relate | User Menu |

Administration -
n the user O General Settings
installation the user B Data Source Definiion
1 Dynamic Elements
O User Management
O User Restrictions
1 Makro-Editor
1 geldschte Dokumente
o [='E |
Users Dialogs
% User name [+ % Dialog Name Show  Modfy  Add Delete <
1 administrator 1 [Jadministration ~ ~ ~ ~
2 Alertsie 2 Aligemeine Einstelungen [ I [ I
3 alevande '3 UserFeldauswahl [ ~ [ ~
4 e 4 scancockErsctungstbele [V I & I
T s Benuizerprofil ~ ~ i ~
6 berrhard 6 Leenz il ~ il I
7 bettina 7 Scancodeprifung 2 © icd ©
8 nil '8 BelegerkennungDefinition I 2 i 2
"8 cathrin "3 Datenquellendefinition 4 ~ [ ~
10 christia 10 dynamische Elemente [ ~ [ ~
11 christn 11 Eeruzerverwaling & I o I
12 conrad ‘12 Berutersinschrénkung ~ ~ i ~
13 daniela 13 MakeoEditor il ~ il I
14 edith 14 Folderscan [ I [ I
15 EDsUser 15 geloschte Dokuments I 2 i 2
16 elisabet 16 @3Stammdaten [ 4 [ I
17 fed 17 Dokumententyp [ ~ " ~
18 friedric 18 Dokumentenart I I o I
19 georg 19 Verschlagwortung [ ~ [ 2
20 george 20 Archivadressen ~ ~ ~ ~
21 gunther 21 Adressnummenm I3 ~ I v
22 gustay 22 Natonen-zuordnung 2 2 i 2
23 hermam 23 Orcherstammdaten 4 ~ [ I
24 hinrich 24 Sparchivierung [ 4 [ I
25 ngaff .| 25 Dokumentenarchivierung " ~ [ I
26 Dokumentenscan ~ v ~ v
[ IS | 27 Dokumentenscan Freigabe ~ ~ i ~
28 E-Mai-archivierung (MicrosoftC [V ~ i Ic2 =
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Enter the user name. If desired, you can enter [-] a | Geseus =]
password via the button. On the right-hand side of | usrcd Archive_User

the screen, you can manage the accesses of the = ™ =

individual dialogues within Novaline Archiving. If you < Copy satings rom:

want to take over the authorisations of a previous | [ o |[ e | |administater

user, activate the checkbox Take over settings from fe "
and select the desired user name from the list. eande

Blil

bernhard

betting

bill -

Confirm vyour entries with OK. The transfer of
authorisations refers exclusively to the dialogue level. Any database restrictions are not
taken into account.

If the settings of an existing profile are to be subsequently transferred to an existing profile,
proceed as follows:

Click with the right mouse button on the profile to be copied.
Select Einstellung von [Benutzer] kopieren

Click with the right mouse button on the profile that is to take over the settings.
Select Einstellung von [Benutzer] Gbernehmen

1.2.5.1 User transfer from Business One
When Novaline Archiving is called up for the first time from SAP Business One® (document

management), all users defined in Business One are copied to Novaline Archiving. The user
rights and passwords must then be defined on a user-specific basis.
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Dynamic elements are used to read out Dynar LTI
|nf0rmat|0n that |S nOt StOI’ed |n databases Designation dynamic elements Outlook-Adresses
with the help of ".DLL" files. status dhnamc elements o -

Dynamic Element Outlook-Adressen.dIl

Wersion Number 4.7.7775.20180
FOI’ example, the emall addresses Of OUﬂOOk # Bezeichnung Dateiname Status  Versionsnum...
contacts can be ||nked to NOV&|Ine aI’ChIVIng. ;_Out\ook-r—\dresses Outlook-Adressen.dll E 4.7.7775.20180

oK H Cancel

By adding a dynamic element, it is possible to archive documents for the respective dynamic
element instead of an address, an article or a folder.

Under the archive view, there is
also the possibility to filter and
select a dynamic element in the
data type field.

| DocumentSearch

@ All entered criteria must be available.
Search method
Only one of the criteria must be available.

Type of data Outlook-Adresses -
Document Category Address
Document Type Article
Document Number Folder
Document Date Cutlook-Adresses
Scancode
Outlook-Adressen
Adressnummer =
Suchwort =
Name 1
Name 2
Strafe
PLZ-Ort
Document Date Mo time restriction.

P 22, April 2021 -

22, April 2021 hd

Search method @ All entered criteria must be available.

Only one of the criteria must be available.
Full-text index

@® Fragment search
Full-text retrieval

Find | | MNew Search | | Cancel | Entry Limits 1000
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1.2.6 User restriction T %]

(local) \ nl_archiving_test
Administrator

J Main Menu | Drag & Relate | User Menu |

User restriction is also started from the Administration
menu.

[E Administration =

O General Settings
O Data Source Definition
Here, the restrictions of the users are carried out on the O Dynamic Elements
database level. B User Management
[ User Restrictions
O Makro-Editor
1 geltschte Dokumente
@ Master Data
#, Archiving
7 Archive View
(@ Data Archiving
[l Document management
dfe  Miscellaneous
In the left-hand area of the User Resrictions I
screen select the user to be User _ [ Document Categories | Document Types | Addesses |
edited. In the right-hand area | | .o ’ — s -
of the screen deactivate the 2 erisvc [ Cescwras | rone -
individual permissions. 1o o B R e
&  bernhard 3 r Incoming Documents
In principle, all database e ST e
accesses are permitted. & v T T s e
11 christin 8 I Outgoing e-mail
12 conrad 9 r Outgoing fax

The restrictions can apply to | & =

14 edith

individual addresses, to | 5 s

16  elisabet

certain document types and | 7
18 friedric

to the entire range of | &

20 georae s
document types. A
combination is also possible. =

If you want to prevent the entire outgoing documents mail * F ;mming?'ma”
area from being displayed, activate the checkbox in front of ¥ Intormal documents
the document type on the "Document Categories" tab.

If one (or more) document type(s) should not be displayed, : M AP CreditNote
activate the checkbox in front of the respective document = F gj;gg:: :m:fm:;
type on the Document Types tab. + P AP Invoice

Permission to view archived documents from specific databases, from individual addresses
or preventing viewing are controlled on the Addresses tab.

In the Address Source field select the desired | becument Categories | DocumentTypes | Addresses |

database from the list for which you want to  address source SAP_SBODemoDE ~
make the settings. In the Properties field = *""* it K
select one of the four options. You can decide show none

whether all addresses in the database should o o

be available or none.
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It is also possible to restrict the address list by selecting the value See specific or Do not see
specific.

If the view of the address list is to be restricted an empty table appears, which you
can extend with the desired addresses via the Add button.

H Search for Address

Select the desired [[scorchorigress .4
Datz source SAP_SBODamoDE -

addresses from the address =T

list one after the other and Address Code | | Address Search Word_ FrstName Second tiame Strest Zip code__ City 6]

. . L000D1 Andreas Ackermann Andreas Ackermann Ernst-August-Platz 1 30159 Hannaover

CO nfl rm Wlth Se Iect . V30000 Blockies Corporation Blockies Corporation “Stock St, Newham” MNW10 SRF London
70000 Eroup Inc. Eroup Inc. 400 Range Road 44113 Cleveland
(C26000 Biro Ausststtung Namys  Bliro Ausstathung Namys Kaiserstrafie 174 76133 Karlsruhe
|C25000 Biiro Online AG Biro Online AG Ziegektralie 24 10117 Berlin
(C40000 Biiroausstatter Mayer Biroausstatter Mayar Berliner Allea 50 40212 Disseldorf
V21000 Caliper Plastik GmbH Caliper Plastik GmbH 68161 Mannheim
(C42000 T T Jzhnstr, 65 60318 Frankfurt am Main
P = ]
4] I ]

If you would like to add further addresses at a later [ soament camgaries | bocument Tyges | Addresses |

date. This is possible at any time. Addresses that | auress source 5AP_sBODemoDE -
have already been selected are also marked on the = *™* T v
Addresses tab and deleted from the address list  Addesses — =
with Remove button. 1 70000 Broup Inc. 400 Range Roa 44113

Finally, confirm your entries with the Update
button.

The user restriction applies to the archive @ ;

search. Archiving of documents can be done by
any user at any time.
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1.2.7 Deleted documents

Documents can be subsequently deleted from the archive. With the button 4 the selected
documents can be marked for deletion from the archive view.

An internally selected user with the authorisation "delete permanently” can delete the
selected documents of the archive permanently under the menu item Administration, Deleted
Documents.

Any change in the deletion is properly stored in a history so that it is possible to track the
changed records at any time.

deleted Documents =B

el

# Document Cat.. Document Ty.. Document D.. Document N... Scancode Addr
1 Outgoing docurm  Sales Quotation 5/8/2016 342 OEC Computers Deutschland E Kopie ANGEBOT

Fosenthaler Sralle 30
42 50206 3

10178 Beri CERMANY

Menge  ME T Gesamt

1 r

Thursday, April 2%, 2021 8:4€:57 EM Administrator

Datensatz zum Léschen gekennzeichnet.

Lischkennzeichen gesetzt.

Thursday, April 2%, 2021 8:4€:35 EM Administrator

archived off Document Archiving

P Set Express x® EeAm00 19000 1651138

i
Find Cancel 210 % 297 mm
— — Obertrag: 2472745

1.2.8 Document type Alias

In the alias file, the designation from document processing in SAP Business One® is
assigned to the document type in Archiv.One.

The designations that are stored as document type in the master data (-> 1.2.4.2Document
type) must match for automatic archiving from Business One. When you open the quotation
creation dialogue, the name of the dialogue is "Quotation". Consequently, the name
"Quotation" must also be stored in the Archiv.One master data. As the dialogue for printing
guotations in document printing (batch printing) is "Quotations", the designation "Quotations"
must now also be stored in the archiving master data. This would have the consequence that
offers would be archived with different designations and during a later document search
either the documents with the document type "offer" or with the document type "offers" would
be listed or searched for. For uniform archiving we therefore recommend referring the values
received from Business One to a common value for archiving.

Some document designations are already supplied, such as quotations (alias for quotation),
incoming invoices (alias for incoming invoice) etc. Others can be added at any time.
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To add new alias names, open the dialogue | Becmentipeais =l
Master data/Document type and click on the | typeofdam Address -
search button in the field "Type"=. $:;:me””"p“"“ Da0dject @

Document Ty... Alias
Type activity

#
1 Sales Order DataObject-17
2 Sales Order Kundenauftrag
3

The "Document Type Alias" dialogue opens.

To now define an alias designation "Order
confirmation" for a document type "Sales order",
select the document type "Sales order" in the
"Type" field, as shown in the example here, and
enter the designation "Order confirmation” in the
"Document type alias" field. Then click on Save. | oK || Cancel |

To delete an alias definition, click with the mouse :

on the corresponding line number, the correspondlng alias deflnltlon is entered above. Click
on the delete button to remove the alias definition.

Sales Order Sales Orders

This process happens automatically if a document type is to be archived from Business One
that does not exist in the archive. Then the dialogue "Document type alias" appears the
corresponding entry of the non-existing document type is already made as "Document type
alias", just select the document type to be assigned. "OK" accepts the assignment as an
"Alias" designation. "Cancel" opens the "Master data/Document type" dialogue. The new
document type is already entered below and can now be created as a "Document type"
instead of an alias definition.

1.3 Archiving

In this chapter you will learn in which processing areas Novaline archiving is integrated. We
distinguish here:

= the automatic archiving of SAP Business One documents
( =>Chapter 1.3.1)

= scanning and archiving of incoming documents processed in BO
(>Chapter 1.3.1.1)

= archiving from the file system
(=>Chapter 1.3.2)

= the scanning and archiving of incoming documents, without allocation in BO
( >Chapter 1.3.3)

= archiving documents from other Windows applications
( >Chapter 1.3.4)

= Archiving e-mails and attachments
( =>Chapter 1.3.5)
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1.3.1 Document archiving from SAP Business One

Document archiving to an address (data type
address) is firmly integrated into the document
processing of SAP Business One® after installation and
add-on registration. The archiving runs in the
background so that you are not affected by this in your
daily work.

Archiving for the data type address is controlled via the
printout of documents. For this purpose, the archive
printer Novaline Archivator is selected instead of your
preferred printer. Parallel to the document printout on
the printer archiving takes place in the Novaline

Qlose

."

Paqe Setup
Preview...

Preview Layouts...
Print...

Select Layout and Print...
Print Sequence...
Send

Export

Launch Application...
Lock Screen

Exit

Ctrl+P

o

& $

Ctrl+Q

database. For example, you create an offer and send it to the prlnterli!3 via the menu File,

Print or via the button Add (2% if an immediate printout has been activated in the master

data).

Select Novaline Archivator as the printer in the
print dialogue. Only then will the document be
printed to the archive. If you only need a printout
and do not want to archive, select another printer
for this.

When printing simultaneously via the Add
button, the printer selection doesn’t open.

For correct use the Novaline Archivator must be
stored as the default printer.

= Print

General

Select Printer

= SECO07159986F075
= SECO07159986F079

= Microsoft XPS Document Writer
& Novaline Archivator
=i OneMote for Windows 10

< >

Status:
Location:
Comment:

Ready Preferences

Find Printer...
Page Range

@Al

Selection

MNumber of copies: |1 $

Collate

Currert Page

Orser

Enter page numbers and/or page ranges
separated by commas. Forexample, 1.5-12

Print Cancel Apply

The archiving of the document takes place automatically in

File archiving is running

the background after confirming with the Print

button. The archiving dialogue appears for a short moment

with a note that archiving is active.

In addition to the document copy, the metadata is stored in the database. This includes the

values:

Data type

Document category
Document type

Document number

Address source

Address number

Address search word
Document date

Automatic keywords (full text)
User-defined fields

The output to the printer in parallel to archiving a document is possible if a corresponding

Archiving is running...

printer assignment has been made in the master data ( > Chapter 1.2.4.2 Document type).
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The document is indexed according to its type and nature. If you archive a quotation, the
document type Outgoing documents - post and the document type Quotation are
automatically entered. The document number is taken of the document. The same applies to
the document date and the address search word with the address.

Archive view
CuvEekx YEEY E A

=] E BURDAUSSTATTER MAYER <C40000=

=]’

ShEE LB LGB B

Document 1 from 1

Elg Outgoing documents

B+ Saks Quotation

-7 sfaja018 |

342 Archived per : 4/25/2021 8:46:35 AM

DEC Computers Deutschland

Resenthaler Strae 30

x| vany

Type of data
Document Category
Document Type
Document Number
Document Date
Scancode

Address information
Data Source
Address Number
Address search word
First Name

Second Name

Street

Address

Outgoing documents
Sales Quotation

342

5/9/2016

SAP_SBODemoDE
C40000
Biiroausstatter Mayer
Biiroausstatter Mayer

Berliner Allee 50

-
W | |esctiand

w | |Mayer

GERMANY

ANGEBOT

Kopie
342 E5.00.2016

3

Barssstaner Mayer
Zappelinalice§

0323 Frasikfirs amm Main GERMANY

ber Har dorare Einfohrasy

Diisseldorf r— E] w00 19,000 1%
cuoo0s
2,0000% inkd.

Zip Code - City 40212
Full-text index

Manual | Automatic

C40000 =]l k
Biiroausstatter Mayer cscato
Biiroausstatter Mayer 2,0000% inkd.
Berliner Allee 50

40212

Diisseldorf " E] 193800 18,000 488,00
Eint | SAP_SBODemoDE -
SAP_Dok.pdf 2,0000 % Inkd.

342
009
220
005
269
104
010

Cot

E] 538000 19,0000 w950

All words from the document are automatically keyworded according to your settings
(=>Chapter 1.24.3Keywording).

If the dialogue is opened according to the example above, the settings for automatic
archiving are not correct. Archiving takes place in the background and the dialogue for
archiving should not be displayed here. In this case, check the settings described above in
the master data. Make corrections if necessary.

A compilation of all documents from the current document area (e.g. offers) is possibleat any
time via the Archive button. The archive then provides you with preselected
documents. In our example, all offers from the selected address are displayed.

For more information on the archive view, see Chapter 1.4 Archive - Document Search.

Each time you select the Novaline archivator, an entry is created in the archive. If you
correct a receipt that has already been printed and archived. You can send it to the
Novaline archiver printer again, the receipt is placed in the archive a second time.

Page 39 of 110



=

'AINOVALINE

1.3.1.1 Collective printing and archiving

A collective print with automatic or semi-automatic
archiving of receipts from SAP Business One® is
also possible. To do this, select the collective print
for the desired document type. Confirm your

selection with OK.

Then select the desired documents from the print

list and confirm your entries with Print [ # | |n
the following print dialogue select the Novaline
Archivator as printer. Also confirm with Print
. The documents are now automatically stored in

the archive.

1.3.1.2 Archive and send by e-mail

In order to be able to send the
documents by e-mail and archive
them at the same time during
document processing, the user-
defined fields for documents
must be activated on the
Archiving tab in the "Novaline
Add On Configurator".

Through the user-defined fields, the entry Send by:
appears in the SBO dialogues. The drop-down list can
be used to set whether the receipt is to be sent by e-

mail. You have two options.

Docurment Printing - Selection Criteri e
Document Type Sales Quotations hd
Posting Date from 01.01.2000 |To  [30.11.2020
| Series Al - i
1
1
¢ BP Code From To
¢ Customer Group Al -]
7 suppier Group Al
1 Only Documents stil to Be Printed
1 [ only Documents sil to Be E-Maled
©Open Only
[] obtain printer settings from default printing layout
Internal Number From To
1
No. of Copies i
Biase s sk o=
[ Cost Accounting [ Construcion,ONE ] Catalog [ Database Wizard [ Trigger [ Mobile Evry [ General ]
[ Achiving | Vierkow | Digial Parsonnal Office I Recharche Archives I Human Resources M
st e
Show Archiving Buttan sutom. Scan Call {0)
[] Show Document Linking
[[] Shovw DragiDrop Archiving
[[] Hand over item from document
[ Hand ower numbering series with document
[[] Aechive Activity Data
[[] Use document date for scanning the incoming invoice
[] Date handover 004008505 to archiving Version
[] Generate ZUGF2RD data
Integrated archive lst ~ [] Keep Quidkviewer open
Code: Business Partner for own documents
1, User defined fiekd name u_
2. User defined fiekd name u_
3. User defined fiekd name u_
4, User defined fikd rame U_
5. User defined field name u_
User defined field for serial numbers 7 -
User defined field for batch numbers -
Create user defined fields for documents [] Creztz user defined fiekds for Blanket Agreements
[7] Create user defined fekds for Production Orders [[] reate user defined fizkds for Opportunities
Crazte wser defined Fiekds for Service Calls =nd Contracts [] Crezte user defined fikds for ZUGF=RD
[[] rezte user defined ficlds for Payments [[] crazte: user dafined fizkds for DragBDrop Archiving
[] Crezte user defined figlds for Joumnal Entres
o
4 >|_H General - X
Kommissionieren ~
Versand per Postweg -
Scancode
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il:l_il General | ll
The first: E-mail to BP allows the receipt to be sent t0 o mmissonieren

the company e-mail address stored in the master data  Versand per Postweg

of the business partner. seancode Y e

E-Mail an GP
2 - E-Mail an AP

il:l_ll General - X
The second: E-mail to AP enables the document to be | . mesonieren

sent to the e-mail address stored in the master data of  versand per Postweg

the contact person selected in the document. scancode v e
2 = E-Mail an AP
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1.3.1.3 Archiving via the Coresuite add-on from Coresystems
The prerequisite is the correct installation of the following programmes
= Add-on Coresuite from Coresystems AG, CH-Windisch, from version 2.10 or higher
= Coresuite Designer, from version 1.347 or higher
= Novaline Add-on Version, from 2.0.7 or
higher
= Novaline archiving, from version 002.007.001 or higher.

Detailed procedure

1. Installation of the Novaline Connector:

The Novaline Connector "NOV_DMS_CON.sip" can be found in the installation directory
of SAP Business One in the folder of the Novaline ADDOnN version, here NL100x64 under

e NL100x64

oDE ™ OnPremise (SQL) QE

Global module configuration ] User module configuration L

Install
Hide Sip

[7] Show all

Date Changelog

File name: | NO!

| El Import Download updates
[ 0| Aarantiamoe

"%programfiles%\SAP\SAP Business One\AddOns\Novaline\"

Open the Coresuite Administration with the button [--land import the file
"NOV_DMS_CON.sip".
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The connector must then be installed as usual; it should then be visible as active in the
"Global Module Configuration" tab.

J Sip manage... ] License manage... Global module configura...| User module conﬁgura...L

Name Version Is active Info

coresuite accounting 7.10.04241 No M ]
coresuite customize 7.15.06041 Yes M
coresuite designer 7.15.06041 Yes A
coresuite enterprise search 7.15.06041 No A * ]
Novaline coresuite Connector 2.00.00108 Yes M ]

| Advanced Settings |

[ OK |[Add-on Manager|

2. Create an inactive print definition for archive printing:

e T

Name NovalineArchiving @ Code | UOD0DDDGS ~ after Add Print
FormType - Email
Language FromDocument - ] ms word ] Fax
Shortcut No Key - ] ™S Excel PDF
J Document ‘ Extended Definition Email/Fax ] BP Status  [Inactive

# Layout Copies Copies M. Free Text P Export File Name £ Language

1 DOC:Document DIN - LD (DOCO0008) v1 1 T A Engiishuk =

1 »

L Update | | Cancel | | Functions Open Designel

3. Open the print definition in Coresuite Designer and create a new print definition (e.g.
"Novaline Archive"). The code (here "U0000065") is important for the later script and
should be noted here.

The layout for which an archive process is to be created automatically is entered in this
print definition.

Assign a unique letter in the "Free Text" field (here "A"). This will perform the print
process on the Novaline Archivator for archiving at a later point in the layout definition.

Set the status to "Inactive".
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4. Customise the layout definition referenced in the Novaline print definition.

E!_uuld!ﬁniliun

-[x]

5. In Coresuite, open the
layout definition for the
document as entered in

Name

Category

Design Formtype
Type

Document DIN - LD (DOC00008) @ Version 2 6.65 Datasource Document_88 hd
Document v Code T0000008 Format Dynamic [%LangCode]-{%CountryCod~
139 : Sales Order +| [] Data from SAP Form Status Active hd
Document -

the print definition in
point 2 (here
"Document DIN
(DOCO00008)". !

# User

On the "Printer" file
card add a letter to the
existing print jobs at
"Free Text", which will
be assigned to the
document in the
following step (see
point 4) (here "N"). Add

J Querml Paramelers] Detais ‘ Eﬂnter‘ gsersx Exiema\iepch‘ Menu‘

Usergroup Printout Nbr ~ Page FormType FreeText £ Lang  Choose Printer 2

Al other id A ~ [ Novaine Archivator

another line that is to

apply to all pages: |

OK H Cancel | ‘ Functions‘

Preven || Open Desgner

o Page: All other
o Free Text: A

e Printer: Novaline Archivator

Open the Designer| enoesner |

~ Scnpt

. T Din doth A nicg=Dim footert.. Eit COMmMonScript :

The NovalineEventHandler, which triggers the printing process, must be inserted
into the existing script (see point 7: Scripts: CommonsScript).

Instead of the code U0000035, which is marked in red for better conspicuity, the
original code of the Novaline print definition must be entered, as it was assigned
by Coresuite under point 2 (here "U0O000035").

o  [EEETSIEEEEEE sfinion of Curency cast 1..| EAit GenerateScript :

With the script, as soon as a print process is triggered as a print, as a fax or as an
e-mail the NovalineEventHandler is addressed, which in turn triggers the print
process on the Novaline Archivator and thus the archiving process (see point 5:

Scripts: GenerateScript).
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6. Finally, the setting must be made in the document to be archived. There, in the
associated print definition for the document used, the assignment must be made in the
"Free Text" field with the letter (see point 3) that represents the existing print processes
(here "N"). Example offer:

Name NovalineArchiving #| Code | UDO0D0D6S - after Add Print
FormType - Email
Language FromDocument - ] ms word [ Fax
Shortcut No Key - ] MS Excel PDF
| Document \ Extended Definftion | Emal/Fax [ BP ] Status _ [Inactive

# Layout Copies Copies M. Free Text # Export File Name £ Language

1 DOC:Document DIN - LD (DOC0O0008) 1 -1 T A EnglishUK -

1 »

L Update ‘ | Cancel ‘ | Functions ‘ Open Designel

In the "Free Text" field enter the letter that you assigned under point 3 for the existing
print process (here "N").
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7. Scripts

CommonScript

Dim depth As Integer

Dim footerStartPage As Integer = 0

Dim maxItemPricePage As Integer = 0

Dim isFC,isSC,FTRendered As Boolean

Dim scontoAmount As Double

Dim billToAdr,shipToAdr,docCur,lastValue As String
Dim PosNo As Integer

Private Sub NovalineEventHandler()
Const strPrintDefCode As String = "U0000054"
If (GetData("LD.Par.Preview") = "N") Then
If (GetData("LD.Par.FreeText") <>"A") Then
Select Case GetData("LD.Par.PrintMode")
Case "N
If (GetData("LD.SysPar.Printed").Length > 0) Then
Call LayoutHelper.LayoutOpener.ExecutePrintDef(strPrintDefCode, LayoutHelper.LayoutOpener.OpenLayoutModes.Print,
"FormType", GetData("LD.Par.FormType"), "DocEntry", GetData("LD.Par.DocEntry"))
End If
Case "E", "P
Call LayoutHelper.LayoutOpener.ExecutePrintDef(strPrintDefCode, LayoutHelper.LayoutOpener.OpenLayoutModes.Print,
"FormType", GetData("LD.Par.FormType"), "DocEntry", GetData("LD.Par.DocEntry"))
Case Else
End Select
End If
End If
End Sub

GenerateScript

Definition of Currency
' CASE 1: Document has Customer Currency which is different from the Local Currency

If Data("B1_Data.Document.CurSource") = "c" And Data("B1_Data.Document.DocCur"). ToLower() <>
Data("B1_Data.Company.MainCurncy").ToLower() Then

isFC = True

isSC = False

docCur = Data("B1_Data.Document.DocCur")
' CASE 2: Document has System Currency which is different from the Local Currency

Else If Data("Bl_Data.Document.CurSource”) = "S" And Data("B1_Data.Company.MainCurncy").ToLower() <>
GetData("B1_Data.Company.SysCurrncy").ToLower() Then

isFC = False

isSC = True

docCur = Data("B1_Data.Company.SysCurrncy")

' CASE 3: Use the Local Currency

Else

isFC = False

isSC = False

docCur = GetData("B1_Data.Company.MainCurncy")
End If

Reset FirstLineText Flag
FTRendered = False
PosNo =0

lastValue ="

If Not Engine.IsDoublePass Then
Dim ArchivActive As Boolean = True

Try
Dim menu As SwissAddonFramework.Ul.Components.Menultem =
SwissAddonFramework.Ul.Components.Menu.MainMenu.Menultems("NL_ARCHIV")
Catch
ArchiveActive = False
End Try

If ArchiveActive Then
If (GetData("LD.Par.Copy") = "0") Then
Select Case GetData("LD.Par.PrintMode")
Case "N
AddHandler LD.AfterPrintOrPreview, AddressOf NovalineEventHandler
Case "E
AddHandler LD.AfterMailOrFax, AddressOf NovalineEventHandler
Case "P
AddHandler LD.AfterExport, AddressOf NovalineEventHandler
Case Else
End Select
End If
End If
End If
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1.3.1.4 Document management —— &
. . i | Output directory [ Transfer parameter |
On this tab "Output directories" you can perform ¢ bt =[Pt s
a path Speciﬁcation per document type for 2 Sales Quotation D:\check out documents
checking out individual documents (see 1.4.5
Editing archived Office documents).
The documents are then temporarily stored in
this directory. The path can also be undone by
ressin tton.
pressing [x] butto
In the "Transfer parameters" tab, you Document ! ]|
can use the buttoln to accept various |
Optlons | Accept Damples ‘ that Can then Data Source %%AdrQuelle%% Beispiel: %%AdrQuelle%%
1 Address Number Ya%AdriNrieSa Beispiel: %%AdrNric%
be found Iater n the document First Name %%Namel %% Bels[’jle\: % %MNamel%%
template 18] the "FleIdS" f|e|d Second Name %%Name2%% Beispiel: %%Name2%%
Street %%Street%% Beispiel: % %5trasse% %
Zip %%Zip%% Beispiel: %%PLZ%%
You can then drag and drop them into e el TeTe0rt
the editing field with the right MOUSE | fuivume sowmemios: ooyt oomumentinnisse
button. Document Type  %%Documenttype%ade Beispiel: %%Dokumentenart¥%%
Accept Examples
00 | oK H Cancel =l

In the "Document template" area you
can create your individual documents. To do this, you
must first Hpress the button in the "Add" bar.

From now on, you can select your document template
by (data type, document category and document type).
In the "Document template" area you then enter the
name for the document template. In the field "Template
description" you enter a description of the document
templates.

In the "Fields" field you will now find the settings that we
have used in the "Document Management Settings".
You can now drag and drop them into the edit box.

| Type of data

Document Category
Document Type
Document Draft

Description of templat

Fields

Tahoma

AL
%%ArOUEllet: %
%%City %%
F%Date%%
F%D0CLMenttir %%
%00cumentypeth ¥
%%Name1%%

~s +BIU

Type of data
Document Category

Drag the examples in the "Fields" field into
the editing field with the right mouse
button.

Document Type
Document Draft

Description of templat

template 1

And then click on the button "Add" .

In document editing, you can create and edit
documents. Here you can also store created i
documents directly in the archive or print them.

You proceed as follows:

First select your document with the given .
options such as (data type, document type, |
document type etc.) Now you can print/archive
the document.

FERO

Asial

Address v

Sales Qu v

oK || cancel

0t freue

ZANOVALINE

René Wimng

~Softwareentwickting-
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To do this, click on the symbol. The document is automatically stored in the archive
and also printed externally on the selected printer.

In document editing you can also select =

several addresses in the address T e
»
browser and export them for the form ., e = —
2 2 €23900 Mikrochips GmbH  Mitrochips GmbH Messische Str. 5 68305 Mannheim
letter. 5 — S e e o =
4 4 26000 Biro Ausstattung... Biiro Ausstattung... KaiserstraSe 174 76133 Kartsruhe
| 5 s 30000 Computerhandel ... Computerhandel ... Fuldastieg 3 21079 Hamburg
T S e i e e T —
. . = e et T e
% By pressing this symbol you can « : : e E e T e
i e s Rl BT
10 10 70000 Bre e Br Inc. 400 Range Road 44113 Cleveland
export the addresses. 5 Y i . -
2 1 €99999 Enmalkunde Enmalkunde
FERST} 100001 Andreos Ackerm... Andreas Ackerm... Emst-August-Flat... 30150 Harnover
o e e =
BT e s s —
o e et Lo enn, Sl —
. . . 1819 V1010 Grosshandel Sch... Grosshandel Sch... Brennerstr. 35 720182 Stuttgort
20 20 V20000 Michoel Kr G... Michael Kr G.. Ottoplatz 7 50679 Kolr
This is the template browser that you will = = = EE e e =
- = H - 2 2 V22000 Miller&Clal e Muller&Cla o Johann-Joachim-... 55128 ™
find®as an icon when editing documents. e e SR T R £
W i the | the t ; = e e e
hen you click on the icon, the template =
browser opens.
H " I d | lempitely = & |
ere you can call up your already
. . # Name ﬂftemp\ate Designation Novsline IT GmbH A
created documents again and edit them | ;. e el
in document editing.

1.3.1.5 Check out documents

After creating a document template (see 1.3.1.4 Document Management) you can edit and
archive or print your created document in the menu under Document
Management>Document Editing.

If you now press the Print button and [ MewalineArehiving X
have not previously entered an external printer | o printer selected for the document in the master data. @
in the master data, the following WiNdow | seiectprinter now?

appears.

If you press ¥ lyes, Windows Explorer [ Yes |[ mo

opens with the printer selection. You can then
select the printer here.

= Print X

General

If you press No, the following window appears. | swr
This message asks you if you want to print the document R e e O ECU 0

O@ Novaline Archivater =ISEC00153986F079
1 1 = OneNote for Wind. 10
without an external printout. FOnatiteferingons
< >
e Status Resdy Preferences
- . Location:
| MovalineArchiving x| Comment: Fid Pt
Shall the document be saved and checked-in without printing? (7)) Page Range
@Al Mumber of copies: 1 |5
Selection Curent Page
O Pages Collate

231 213
Enter page numbers and/or page ranges 1] 1
2

separated by commas. For example, 1.5-1

Print Cancel Apply
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If you click Yes, the document B i
will now be archived. CELY SRS

Type of data Address ~| (arial Vg v B Iu A==
Document Catagory © Outgoing documents v n
Document Type © Sales Quotation -

The following window shows you that Somnse
the document has been checked inor ', . .
arChlved. ) Data Source SAP_SBODemoDE v

Address Number €40000

. o Add h d B Statter M; = iiroaus r r
You can also | pecument has been printed / archived  S@@ S e M::‘:_'r %;Ee,mg""
H Second Name
from the green field that the document e Sariner e 50 o5t v
Zip Code - City 40212 Dusseldorf K

has been printed or archived. Futestinde e b e oSkt

1f there are any further questions, you are welcom to call me,

Automatic b
- Mit freundlichem Grut aus Rheine:
René Wilming

-Softwareentwicklung-

Novaline Informationstechnologie GmbH
Birkenaliee 177 v

< >

After archiving the document s o e |
switch in the menu to Archive ' ©2-#=%“57w =43 [emE@mELoa

view. Here you will find your . "#sza=
archived document again.
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There are now two documents here |[snsooimmismsenet =
Document 1 from 2 J Output directory | Transfer parameter |
# Document Type - Qutput directories
. 1 Sales Order
The first document has been converted to | 2 sdesquostor D:\check out documents

PDF and |S Document 1 from 2

48 You can change the documents with
the forward/backward button.

e With the button you can jump to the

o Cancel
last page. o o]

e With the button you can jump to the first page.

The second document is the actual document from document editing
andis ~=™"*™"2 The symbold is also located here.

This symbol is located in the toolbar. If you press the button and have not previously set a
check-out directory, the following message appears: (No directory
created/Administration/Document Management)

This means that you must first define a directory for checking out the documents. You do this
under the menu item "Document management settings".

B When you press this button, the Windows Explorer for "Search Folder" appears. Here
you can set the path for checking out the documents.

x

If you click on this button, the output directory is deleted again.
% After you have pressed the button, the following window appears.

Here you can enter your reason for editing in the yellow field and then confirm your entry with
the OK button.

A red symbol now appears in the display. This means that the document has been
successfully checked out.
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Archive view = E3
CcurvEZakx SEEYHEH A feah A E REEE B i

Document 1 from 2
- BURCAUSSTATTER MAYER <C40000=

g Outgoing documents
(=5 Szles Quotation
i 4f25/2021\ 123 Archived per : 4/25/2021 4:46:05 PM
E 5/3/2016\ 342 Archived per : 4/29/2021 8:46:35 AM

Checked-out document can be treated.
To edit please click on the button 'Edit ',

You will also see the Word symbol. If you click on the Word symbol, your document opens

in Word. Here you can make changes to the document. After making the changes, you must
check your document back in.

B This symbol stands for "Check in document”. When you press the symbol, the edited
document is checked in again.

Now the following window appears. Here you have four options.

| Save document treatment =l

®iSave, print and checkin

save for further treatment.
Save and quit

Checkin without treatment

If you have chosen one of the options, the document will now be checked in/archived again.

Now switch back to the archive view. You will notice that two documents have become four
documents. The name has been changed from Muster to Mustermann.

All documents including the checked out/checked in documents are now in the document
display.

Page 51 of 110



% 'AINOVALINE

1.3.2 Document archiving from the file system
Archivin
To start document archiving for files already stored in the file .
system, open Novaline Archiving. To do this, select Novaline N ———
Archiving, Document Archiving, Document Storage of the SAP_y o . aeivie
Business One® menu.

[ Archiving Administration

O Document Scan

The Archiving dialogue opens. [Tom x
Press the Search button in - B [ 6] [P Smitmomnei

Organize v New folder = O O

the lower right-hand area. The file .

browser opens. Select the desired = *™“"  Gicngmeciousasi
document/file. In the drop-down list .. poam |
in the File type field, you can select _f
one of the document types PDF, | . & oo
TIFF, JPEG, BMP, WAV, AVl | .

These documents are displayed as =~ ==

~

oo
¥ HARDY SCHMITZ

. . B B Videos
PDF in the archive dialogue and are | = waose
also stored accordingly. e o
Confirm your selection with Open . ,
% | . If you have inadvertently ] [ g
loaded a file that you do not want to

archive, select the button
Cancel . Confirm the following dialogue "Should archiving be terminated and the
document discarded" with Yes .

The dialogue is cleared 1 Archiving ==
ddress -

and you can search fora | promem ooy z

document from the file | Socument*yee hd

Document Date

system again.

-~

Address information

Data Source SAP_SBODemoDE -
Address Mumber

Address search word Document is not available.
First Name
Second Name
Street

Zip Code - City
Full-text index

Manual | Automatic
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The file name of the file to be archived is also stored in the keyword search.

i3
If you have selected a [adiins ==k
.. . . e of data Address -
document for archiving, it iS  oimencesy - omngsscumers v
displayed in the right-hand area oo o '
Of the Screen Document Date 7/15/2020
Address information
In the lefthand area of the limeume oo 3 it
screen, the information for | eeectved il
retrieving the document is to be et i
entered. EDETR=EY,
Full-text index
[ Manual | automatic |
r :
20.
EDV
177
+49
Sie = Archive H Update H Cancel
All other formats can |achuns mED
also be archived. These | Tyreof dat Address -
. . Document Category Incoming Documents -
are |nserted aS a Ilnk If Document Type Incoming payment -
. Document Number
you ha.Ve SeIeCted a flle Document Date 7/15/2020

with the file extension
".EXE", It |S pOIntEd Out Address information

. . Data Source SAP_SBODemoDE -
that th]S WI” not be Address Number V10000
. Address search word Computer Import GmbH The document format is not available.
executed for security | rreiname Computer Import GmbH o
ns Second Name Dokument : Movaline.Archivierung.exe
reasons. Street Grinauer Str, 42
Zip Code - City 12524 | Berlin

In the first field Data @ ™"=tinde
type select whether you " AemEL A
want to archive to the

article or to an address.

Archive || Update || Cancel ‘

In the second field
Document type select the desired designation from the list=. Opening the list box again E%).

In the third field Document type, select another designation. Opening the list box again ™
allows you to correct your selection. This field is mandatory.

If the desired designations are not available under Document type and Document type, you
can define them in the Document management in the Master data menu ( ->Chapter
1.2.AMaster data).

The arrow in front of the respective field =+ Novaline Archiving application was started before.

Enter the desired value in the Document No. field. The field is limited to 10 characters and
allows alphanumeric entries. This information can be used in a later search. This field is an
optional field ( ).

Enter the date of the voucher under Voucher date. The format is DD.MM.YYYY. This field is
mandatory. You get the current date by entering the "*" and confirming your entry with the tab
key.
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The Address Source area lists all previously defined database tables of the selected data
type. The table defined as the default is already displayed here. However, you can " select
another address source from the list box. If no selection is available here, please contact
your administrator. Important information on this can also be found in Chapter
1.2.3.9Database.

With the data type Address selected:
In the Address Search Word or Address Number A7 formsten

Article source SAP_SBODemaDE -
area you can access the address master of the table  asicie number £10000
selected under Address Source. To do this, press the =~ 4™ key verd Eiketienducier

Designation article 1 Etikettendrucker

Selection= button. The system branches to the pesguationartide 2
address search. With a double click or via the Select *™oe Artiel

button, the list box " next to the address source.

With selected data type Article

In the Article Search Word or Article Search Word area, you can access the article master
from the table selected under Address Source. To do this, press the Selection [= button. The
system branches to the article search. By double-clicking or using the Select button,

list box "next to the address source.

If you are working with user-defined fields (-> Chapter 1.2.3.7 User fields), these are
displayed below address or item information. Enter the desired criteria here. The values
entered here in the user fields can also be used in a later archive search.

In the lower section Keywords you can store as much information as you like for a later full
text search. To do this, activate the "Manual" tab.

If you want to use a string of words as one coherent keyword, please use the following
w Separators: "slash" (/), "hyphen" (-), "full stop" (.), "colon" (:). A "space" or an

"underscore" () is not suitable for this purpose. (Example: If you want to store

"delivery note no. 4711" as a keyword, then write e.g. "delivery note/no.4711").

When you have made all entries, click on the Archive button . This button is only
active if you have filled in all the mandatory fields and selected a document from the file
system. The document is printed to the archive. You can now add the next document to

the archive using the Search button or exit . == | the application with Cancel.
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1.3.3 Document archiving via document scan

In addition to the electronic data you have created and filed the Document Scan module
gives you the option of using the scanner to archive documents that you receive in the
conventional way by post or fax. You can decide in advance whether you want to scan and
archive the documents one by one or whether you want to scan all the documents first (batch
processing) and then archive them.

Different scan variants are available. You can call these up directly from SAP Business
One® document processing or start them from the Novaline Archiv.One application.

1.3.3.1 Scanning via SAP Business One® document processing

| Document Scan. ] E3
Type of data Address Y| Number of documents 1 (1)
Document Category - |Outgoing documents v/ 1, =
Document Type + |activity v
Document Number 4811 "—’Tc’—j \" HARDY SCHMIT
nakC) Ablage ACHIVL) —eees ]
Document Date 6/10/2013 gy z
Scancode
! Address information
\ Data Source SAP_SBODemoDE v Rechnung
A Soito: 1
4 ddress Number CﬁOOOO Balogbics 20248222
* Address search word Biiroausstatter Mayer it Balagdatum 20, Mai 2019
First Name Biiroausstatter Mayer B Sy o B0
Second Name VertriebsauSendienst:
> 48432 Rhene Vertriebsinnendienst:
Street Berliner Allee 50 Deutschiand Vertriebsinnendienst Tel [Fax.Ne.: 259
Zip Code - City 40212 Diisseldorf Vertriebainnendienst £ -Mail. rdy-schenitz de.
Stouer-Nr.
Full-text index Ririenctsiae .
= = >>» Besuchen Sie unseren WebShop: www. hardy-schmitz.de <<<
[Manual| Automatic |
;ﬂ - Pos. Art. Nr. Beschreibung Menge Einheit VK-Preis Preis per Betrag
ai &
FZur 14 Lieferung: 20-3879411 08.05.19
> Auftrag: 10.3557925 08.05.19
! 20. H i Inre Referenz: Abh, Herr Mai
EDV 1 1640100 CELLPACK 0120501 1 Stock 18,10 1 18,10
177 g A Celipack MO GieBharzverbindungsmufie
+49 5 max.4x6 5x2 5qmm 124293
Sie Lieferung: 20-3885520 15.05.19
Nr. Ko Auftrag: 10-3563080 15.05.19
S Ihre Bostoll-Nr.: SENGER BIRKENALLE113
per Ihre Referenz: Abh, Herr Mai
WG 4086742 VOSSLOH 3026410 1 Stock 437 1 437
der Vossle 9 VVG LL/KL 34W/36W/38W/
wir AOW+2x18W 2x20W 28x41x150mm 230V 50Hz
auf Kupfer 1 Stock 0,39 1 039
die
Lieferung: 20-3885519 15.05.19
und Auftrag: 10-3563098 15.05.19
den Ihre Bestell-Nr.: SENGER BIRKENALLE113
AGB Ihre Referenz: Abh. Herr Mai
vom 4 L 3026410 1 Stikck 437 1 437
BIC VG LKL 34W/36W/38W/
W 28x41x150mm 230V 50Hz
SIC 1 Stixck 0,39 1 039
HRB v
Release for user » Bezuglich der Entgeltminderungen verweisen wir auf die aktuellen Zahlungs- und Konditionsvereinbarungen.
Document Release Set

Search Scandocument E

Profiles to scan v| Scan ” Archive H Update || Cancel |

The scan module is anchored in the sales and purchasing documents. The scan process is
called up from the corresponding dialogue window. For example, if you want to post a goods
receipt, open the Goods Receipt (Purchase Order) dialogue from the Purchasing menu. In
the lower dialogue area you will find the button Scan . As soon as you press this
button, the individual document data such as document category, document type, document
date, document number, address number are automatically inserted into the scan form.

Select the desired scan profile in the right-hand area of the screen. You can do this via the

list box in the Scan profiles ™ field. If you want to create a new scan profile, press the button
with the arrow
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For more information on addition a profile, see chapter 1.2.3.3 Document scan.

The arrow in front of the respective field--enables a correction of the current profile or a new
addition.

Then press the Scan button. The document is scanned and taking your scan
profile into account. Your document is displayed in a thumbnail bar.
There is no branching to your scan programme.

If you do not use a scan profile, press the Scan button directly. The system
connects to your scan program. Scan your document. As soon as the document has been
scanned, the scan program is closed and you return to the document scan module.

In the left-hand area add your relevant entries, such as user-defined fields and keywords for
your document. Select the document by double-clicking on it and confirm by clicking on the
button File L 2=e | The document is now filed with the filing criteria you have entered.
Double-click to activate and select the document. It is also displayed enlarged and marked
for filing at the same time. The document gets a turquoise frame. If several pages are filed
for one address, the respective pages must be selected one after the other by double-
clicking. The pages that have already been marked for filing receive a red frame in the
thumbnail view.

If you have set an automatic document selection in your basic settings, all documents that
you scan are automatically marked with a red frame and thus marked for filing. You can
remove a mark for filing by double-clicking on the pictogram again. The frame disappears.

If you press the | = Set button when releasing a document, you can release the
document to other users.

If you click on this symbol Archive - Document search").

After scanning a document, the entered document number, address number, address
% name and file name are integrated into the full text search and can thus also be
searched for.
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1.3.3.2 Scanning via the Novaline Archiving application

Start the scan module of

HEH]

Type of data

Address

¥ Number of documents 1 (1)

Archiv.One via Start, All ez - fmmions T -

Programs, Novaline cemesee™ 3 £ wanoy scumitz
Software, Novaline R [o— &

Archiving, Document Scan. | fewme — ome

You can also start Novaline
Archiving directly from SAP
Business One®. To do this,
select Archiving, Document
Scan in the SAP main menu.
Archiving is started. A
separate dialogue for
scanning opens up.

f Address search word

First Name

Second Name

Street

Zip Code - City

Full-taxt index
Manual [ Automatic

Release for user
Document Release
Search Scandocument

Einmalkunde
Emmalkunde

DEFAULT
]

Profiles to scan - Scan

|| acchive |

Update || cancel |

In the left-hand area you
enter the criteria and information relevant for archiving and later research. In the right-hand
area, the scanned documents are displayed in thumbnail view and the respective selected
document is shown in enlarged view.

Select the desired scan profile in the right-hand area of the screen. You can do this via the
list box in the Scan profile ~ field. If you want to create a new scan profile, press the button
with the arrow

For more information on addition a profile, see chapter 1.2.3.3 Document scan.

Then press the Scan button. The document is scanned and taking your scan
profile into account. Your document is displayed as a pictogram in a miniature bar. There is
no branching into a scan programme.

If you do not use a scan profile, press the Scan button directly. The system
branches to your installed scan programme. Scan your document. As soon as the document
has been scanned, the scan programme is closed and you return to the document scan
module.

In the left-hand area select the filing and search criteria, assign keywords to
find your document again. Select the document by double-clicking onitand |[[= |
confirm the button File L9 "] The document is now filed with the filing ==
criteria you have set. The File button is only active when all mandatory fields ||
have been selected and the desired document has been marked.

Free use h

You can also scan all your documents first and then assign the scanned
documents to the desired addresses and file them. To do this, you can press

the Scan button again.

Scan the next document and this also displayed as a pictogram now. =

Follow this procedure until all documents have been scanned.

=

To mark the scanned documents for filing proceed as follows:
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With a simple left mouse click, you activate the document for enlarged display in image
format so that you can view its contents. The document gets a blue frame in the thumbnail
view.

Double-click to activate the document for enlarged display and mark it for filing. The
document gets a turquoise frame.

If several pages are filed for one address, the respective pages must be selected one after
the other by double-clicking. The pages that have already been marked for filing are shown
with a red frame in the thumbnail view.

If you have set an automatic document selection in your basic settings, all documents that
you scan are automatically marked with a red frame and thus marked for filing.

You can remove a mark for filing by double-clicking on the pictogram again. The frame
disappears.

You can delete a scanned document by right-clicking on its thumbnail. You will be asked

whether you want to delete the scanned document. If the query is confirmed .= yes, the
document is deleted from the scan directory.

In the left-hand area you define the storage and search criteria for your documents. The
information you select here, especially the address/article name, is entered for all marked
documents. If you first want to scan all documents and then archive each one individually,
please make sure that you have only ever marked the desired document(s) which also
belong(s) to the criteria and information selected in the left-hand area.

Article -
Address

Article

Folder

Type of data
Document Category
Document Type
Document Number

In the Data Type field, select the [ desired value from the list
box. This field is mandatory.

Document Date

In the Document Category field, select the " desired value
from the list box. This field is mandatory.

Select the desired document type in the field of the same
name. This field is mandatory.

Document Category
Document Type
Document Number
Document Date
Scancode

Address information

Document Type
Document Number
Document Date
Scancode

Address information

QOutgoing documents -
Digital personnel office |«
Incoming Documents
Incoming e-mail

Incoming fax

Sales Quotation -

Incoming payment
Outgoing payment
Sales Order

Sales Quotation

If the desired designations are not available under Document category and Document type,

you can define them in the Master data menu ( > Chapter 1.2.4Master data).

The arrow in front of the respective field

Under Address Source, select the desired database that
contains the corresponding address information for the
document. Your stored standard database is already

Address information
Data Source
Address Number

Address search word

Novaline Archiving application was started before.

SAP_SEODemoDE -

SAP T Ta o T or,

suggested here. If you want to access a database other than the one suggested, select the E

desired database via the list box.
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Address selection in the Data Type field:

In the Address Number or Address Search Word field, click the Select [=! button . The
address browser is displayed. Select the desired address. The address data is assigned to
the document to be scanned. If you know the address number, you can also enter it directly
and confirm with the TAB or Enter key. The data is then read out directly. When you enter a
search word, pressing the TAB or Enter key branches to the address browser. The cursor
positions itself at the first place that has a match in the database.

Select item in the field Data type:

In the Article number or Article search word field, click on the Selection [= button. The
address browser is displayed. Select the desired item. The item data is assigned to the
document to be scanned.

In the lower area keywords can be entered as search criteria. You can enter as many
keywords as you like here.

If possible choose names that refer to the document context. This will make it
much easier to search for documents later.

After selecting and entering all criteria, confirm the button File " ##=_|  The scanned
document is stored in the Novaline database. This button is only active when you have
marked at least one document for storage.

As soon as the document is archived, it is removed from the temporary directory.
The document is marked with a green tick in the thumbnail view. The next time you
open the dialogue or the Refresh button is pressed, the thumbnail is
cleaned up.

The orientation of the scanned documents can be corrected using the toolbar on the right-
hand side of the screen.

this button saves the document externally
this button prints the document on an external printer
This button adds a comment you want to the document.

This button adds a stamp of your choice (Booked, Received...),
Paid) added

) With this button you can show or hide the comments

With this button you can move the comments to the comment bar
With these two buttons you can expand and collapse the comments
this button adjusts the image to the dialogue size

this button zooms the picture to original size

manual zoom in +

Page 59 of 110



% 'AINOVALINE

manual zoom out -

Left rotation 90

Clockwise rotation 90

The document can also be enlarged/reduced with the help of the mouse wheel.

An automatic document selection can be keyed in the General Settings
= (>Chapter 1.23.3 Document Scan).
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1.3.3.3 OCR text recognition

|
The OCR module "Omnipage OCR = fifla st | oo o i | nesi | vsras o
recognition” is used for OCR ( =)  cewsn

Sort Key Words

recognition. In order to be able to use | mmmiwm :

Maximum Length 20

this module within Novaline Archiving, @ & . owses .

Barcode

the settings must be adjusted SR o e

Scancode replacement tabl

accordingly. Select Administration and | s

General Settings in the main menu. oo
Switch to the Full Text Keywords tab.

Disable additional Scancode verification in ERP [

ROORO

_
Select the entry Omnipage OCR from

the drop-down list Text Recognition (OCR). Confirm your entries with Update and
then with OK.

Text recognition is active within the Scan module. Select Archiving and Document Scan in
the main menu. Scan the desired documents. As soon as you activate a document for
archiving (double-click), OCR text recognition becomes active. The keywords are stored
within the Automatic tab.

If the marking for filing a document is removed or the document is deleted from the list, all
keywords of this document are removed.

A For more on OCR text recognition, see Chapter 1.3.30CR text recognition.

1.3.3.4 Subsequent full text maintenance

You can use the archiving menu to subsequently maintain the Ts Miscellaneous
fu” teXt 0 Detection of outgoing documents
[ Scancodes
= Analysis of documents
0 Full-text index maintenance
= Dokumentenverlinkung

You can select between "from" and "to" - document date -

) _ =1

and the associated data types, document categories and

he d tt The full text is automatically carried =~ [ Cooemetee T gme 6z

t € ocumen ypes . y To Document Date Wednesday, [JIETIEIM 16, 2021+

out on the selected options. Fier
Data type Address -
Document category Incoming Documents -
Document type Sales Quotation -
Documents 2
Update || Cancel
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The scan code is used to automate
the scanning process. For the
setup, the scancode has to be
defined in the General Settings (->
chapter 1.2.4.3Keywording). In
order to work with the Business
One documents, the user-defined
fields for documents have to be
created in the "Novaline Add One
Configurator”. See chapter 3AddOn

Configurator)

Before you can start, you should
have set the scan code. Print out
the scancode as labels and stick
them on the incoming documents.

; 5

PAINOVALINE

1.3.3.5 Scancode - Automatic scanning process

= 3

[

Cost Accounting [ Corstruction, ONE ] Catzhog [

Datzbase Wezard [ Trioger ] Mobile Entry [ General ]

l

Achiving | Workflow | Digital Personnel Offic=

[] Disblz Archiving

[ Ehow Archiving Buttan

Show Document Linking

Show DragBDrop Archiving

[] Hand over item from document

Hand avar numbering sstiss with document

Archive Activity Data

[] Us= document date for scanning the: incoming invoice:
[[] Date handover 004.008.:00: 1o archiving Version
Ganerate ZUGFeRD data

Intagrated archive list [[] ¥e=p Quickvizwwer open

(Gode Business Partner for own documents

1. Uszr definzd fizld nama
2, Uszr definzd fizld nama
3. User defined figld name
4, User defined fied name
5, User defined field name

clclclcle

Usar defined field for serial numbers

Usar defined fiekd for batch mumbers

Create wser defined fiekds for documents

[] Create user defined figks for Production Ordars

[ ] Craste user defined fizkds for Service Calls and Contracts
] Create wser defined fizks for Payments

[] Craste user defined fizkds for Joumal Entzs

You have two options for an automatic scan:

[ Recherche Archives I Human Resources |

autom, Sean Call (0]

[] Create user defined fields for Blanket Agreements
[ ] Create user defined fizks for Opportunities
[ ] Cresne user defined fields for ZUGF=RD

[] Greate user defined fiekis for Drag&Drop Archiving

1. Before processing the incoming documents are scanned in BO, e.g. in a batch. After the
scanning process the OCR text recognition starts and checks whether a scancode label

is available.

a. If the scan code could not be recognised or is not available, the document appears in
the browser according to the conventional procedure and can now be assigned

manually.

b. If the scancode could be recognised, then it will be checked whether there is already

a BO voucher for it that has the identical scancode stored in the user-defined field.

i. If yes, a message appears in the upper right area of the screen that a scancode
process is ready for filing. If you click on the button Assignment, the
scanned document is assigned to the BO document. An automatic indexing, full
text indexing and archiving of the document takes place.
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| ) E |
Type of data Address ¥ Number of documents 15 1 Scancode process ready for filing. Allocation

Document Category hdFYT -
Document Type hd
Document Number

| Document Date 5/3/2021

| Scancode

-

-
I

° Address information
Data Source SAP_SBEODemoDE ‘@
Address Number
Address search word
First Name
Second Name
Street _—
Zip Code - City @

Full-text index r=—e—=1 |i Document is not available.

Manual o= :

) () 4

v]
N

Release for user [ hd

Search Scandocument

Profiles to scan 5 hd Archive Update | | Cancel

| AmhivingMenu X

(local) \ NL_ARCHIVING_TESTCONVERT
scanmonitor

| Main Menu | Drag & Relate [ User Menu |

H Administration
Master Data
Archiving

If no, the scanned document is temporarily parked and
waits for a BO document that is assigned the identical
scan code in the user-defined field. The temporarily parked
documents can be found in the main menu of the archiving
under Miscellaneous, Scancodes.

Archive View
Data Archiving

Document management

YD E®&sD

Miscellaneous
Detection of outgoing documents
Scancodes

—_—

[}

=

= Analysis of documents

O Full-text index maintenance
=

Dokumentenverlinkung

[«
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In the Scancodes dialogue switch to the tab Document without entry. All scanned vouchers
are shown here. The document selected by mouse click on the left side of the screen is
displayed on the right. You can also select several documents under "Document without
entry" and change the scancode for them. You can delete an entry by selecting the
corresponding entry and clicking on the Delete button ™ on the icon bar.

Scancodes
E g oL

| Item without document | Document without item ]— Y

#  Scancode Data Source Date Usi
1 ##12345## 5/3/2021 12:... sca

h | oK || Update || Cancel |

M [m] B3

#F1134558

Textdocument

210 x 297 mm

2. The incoming vouchers are first processed in BO, collected and then scanned in a batch.
During document entry, the user-defined field Scancode must be filled with the scancode
number (prefix (->) and suffix (->) (e.g. ##) are not to be entered). As soon as you press
the Add or Update button in the BO document, Novaline Archiving checks
whether the Scancode field exists and whether this field has been filled:

a. If this is not the case, only the document is saved in the BO database and the document is

archived in the Novaline database.

b. If this is the case, the document is saved in the BO database. The document is archived.
The system checks whether there is already a scanned document in the temporary

directory for the scan code.

i. If yes, the document from the temporary directory is automatically provided with the

values from the current BO

document and automatically archived. These are

document category, document type, document number, document date, BP number,
BP search word and the address.

ii. If no, the scancode is temporarily buffered with the document criteria such as BP
number, BP search word, document nhumber, document type and document date. The
temporarily buffered information can be found in the archiving main menu under

Miscellaneous, Scancodes.
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In the dialogue Scancodes switch s : LI
to the tab Entry without receipt. All % **

scancodes entered in BO are | e e
listed here. You can delete an | nisams  seswooe. com o
entry by marking the !

corresponding entry and selecting T
the button Delete from the [Eicon

bar.

The Refresh buttonl = | ‘ :
checks for new entries and
updates the screen display. ‘

oK H Update H Cancel Archive

The Archive button | ##¥ | on the right-hand side of the screen offers you a preselected
search for all archived documents of the selected address.

You #husing this button.
For sheet separation "$$END$$" has been integrated.

W "$SENDS$S$" can also be used for the barcode type "Code 39",
This procedure is recommended in conjunction with barcode type Code 39 of Novaline.

If the scancode is not recognised by =)

Type of data Address ~ Number of documents 1 (2)

the OCR text recognition when S — T

scanning the document, you have :commos e

Scancode

the option of entering the scancode s womsu

Data Source SAP_SBODemoDE v

manually and saving the document .

First Name

as a document with a scancode. s
Double-click on the scanned %2
document and enter the [ i
corresponding scancode number in

the Scancode field.

Anmelden

V" HARDY SCHMITZ

Release for user o
Document Release Set

Search Scandocument M
Profiles to scan v [ san Archiv Update || Cancel |

Confirm the following dialogue whether this document should be saved as a scancode
document with Yes.

The automatic assignment is cancelled as soon as you describe one of the other index
fields.
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If an incorrect scancode was
detected during OCR text
recognition, or if an incorrect
scancode was entered in BO, it
can be changed subsequently in
the Scancodes dialogue. Select
Other, Scancodes from the main
archiving menu. Select the desired
entry on the tab Entry without
document or Document without
entry. Press the button to &
change the scan code.

'AINOVALINE

ancodes

= ='E

Ega

[ 1tem without document [ Dacument withoutitem | Test Scancode |

#  Secancode Data Source Address No. Address Sear.. Document Ty...
1 ##a711#2 SAP SBODe...  C30000 Comouterhan... Sales Order

milieraScacode,

[_NOlx

Scancode ##4711##]

‘ oK || update [[ cancel |

Make the correction and confirm with Update and OK.

This button¥stands for "Scancode
check". When you press the
button, the "Scancode check"
window opens.

After you have activated the
checkbox at "Check run", you can
now click on "Check".

OK" is now "Check".

If there are incomplete scancodes,
they are listed in the white field
under "Scancode incomplete".

If you activate the checkbox at
"Correct scan code" and then click
_ wé= | The “incomplete scan
codes" are automatically
corrected.

s ificati

No documents found...

| Scancode Schema | Scancode Adjustment |

Scancode table start Scancode table end
Test run
scancode incomplete

Adjust Scancode

| scancode schema [ Scancode Adjustment |

Scancode table start Scancode table end
Test run

Scancode incomplete

##12345#% -
##AT11£E£

iAdjust Scancode

e

Page 66 of 110



% 'AINOVALINE

1.3.3.6 Document analysis

To be able to use the [uasis
docu ment ana|ySIS you g\(ua.::r\r)‘U\mhtlﬂ_FARCHIVINGJESTCUNVERT
must add a new data | Main Menu | Drag & Relate | User Menu |

. [0 Administration | Data Source Definition [x])}
source. To do this, please B GeneralSetng: | pppicaton
onnection Type OleDB -
proceed as follows. — S s saopemene
Under Administration you ser wargement | 0L Sttement -

SELECT CardCode as NUMMER, CardName as SUCHWORT, CardName as NAMEL, " as NAME2, Adc

will find the selection "Data o e
source definition". _

geldschte Dokumente

@ Master Data
@&, Archiving
@ Archive View : 5
Data iving

#  Application Connection UDL File Data Category
(5 Document management| |3 cap spoDemoDE 0leDB SAP_SB0DemoDE Address
Fe Miscellaneous 2 SAP_SBODemoDE oleDB SAP_SB0DemoDE Ttems

[ ok ][ cheek ][ mbort |

After you have entered the application and the UDL name (here you can use the same UDL
name as for the other definitions), select "Documents" as the data type. The SQL Select
statement must also be selected. Then click on Add and OK.

| Document analyse e |

The document analysis is a help | Sumroe el Guton :

tool and is meant to view "not ; UTTErTie .

archived", "complete” and | e e e et

"archived" documents from SAP

BO. To do this, you must first select

the address source (the address

source must be selected for each |,

analysis) and then the document

type. Three options are available

(not archived, archived and

complete). |
Selection not archived ¥ Number of docume |0
Analyse

Cancel archive documents

Page 67 of 110



'AINOVALINE

The result of the document 0 CIEI
analysis is displayed in the oy — $47_S80DemaDE =
H H Document Type Sales Order -
preview and can be printed Or | S tom e 206 -
exported to Word and Excel - 11# Document Type  Document Mum... Document Date Address Number  First Name =
1 Sales Order 756 1/2/2016 C60000 SG Elektronic
2 Sales Order 739 1/4/2016 C20000 PC Welt GmbH & Co.KG
3 Sales Order 753 1/7/2016 C42000 CIT Beratungshaus
4 Sales Order 757 1/8/2016 C60000 SG Elektronic
5 Sales Order 762 1/9/2016 99999 Einmalkunde
6 Sales Order 765 1/9/2016 L10001 Andreas Ackermann
7 Sales Order 744 1/10/2016 C25000 Biro Online AG
8 Sales Order 747 1/11/2016 C26000 Biiro Ausstattung Namyslo GmbH
9 Sales Order 750 1/11/2016 C40000 Biiroausstatter Mayer
[ 10 Sales Order 767 1/11/2016 L10002 Werner Richter
11 Sales Order 761 1/12/2016 99998 Web Einmalkunde
12 Sales Order 743 1/13/2016 C25000 Biiro Online AG
{13 Sales Order 740 1/15/2016 C20000 PC Welt GmbH & Co.KG
14 Sales Order 758 1/15/2016 C70000 Broup Inc.
15 Sales Order 754 1/16/2016 C50000 INTINT, Inc
16 Sales Order 745 1/17/2016 C26000 Biiro Ausstattung Namyslo GmbH
ERY Sales Order 766 1/17/2016 L10002 Werner Richter
18  Sales Order 764 1/18/2016 L10001 Andreas Ackermann
I 19 Sales Order 752 1/19/2016 C42000 CIT Beratungshaus
20 Sales Order 755 1/19/2016 C50000 INTINT, Inc
21 Sales Order 741 1/20/2016 C23900 Mikrochips GmbH =
Selection not archived *| Number of docume |226
Analyse \
oK H Cancel ngchive documents
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1.3.4 Document archiving from Windows programmes

Archiving from Windows programmes enables documents to be archived of all programmes
that provide a print dialogue. For example, Word documents, Excel sheets, e-mails, project
plans, drawings, etc. can be stored in the Novaline archive. With free archiving you have
access to the address or article databases. This means that the document can be assigned
to a desired address or article. In the entire configuration this guarantees a complete archive
with related data and prevents media discontinuity.

Call up the document to be archived in
the programme in which it was created.
Select the Print command. Activate the
Novaline Archivator printer in the print
dialogue. Carry out the other printer
settings. (number of pages, print
options etc.). If only a part of the
document is printed, only this part is
archived. As soon as you have
confirmed the print dialogue with Print
= | the archiving dialogue opens.

Use this dialogue to control the storage
criteria for the document to be
archived. In the left-hand area you
change the settings. In the right-hand
area the document is displayed. If the
document consists of several pages,

you can scroll page by page 2= 2
using the navigation buttons. The
button previous @ jumps back one page
and next » jumps forward one page. If
you click on the icon & the document
pages are displayed as a thumbnail
next to the document. Clicking the
mouse displays the corresponding

page.

Print

» More Options

Page Sizing & Handling (1)

Size Poster

Printer: e ~ | Properties Advanced Help &
Copies: [I % [Print in grayscale (black and white) [ Save inkstoner ()

Pages to Print Scale: 95%

@Al O Current OPages  |1-32 827x 11,69 Inches

Multiple Booklet

COIFit () Actual size
@ Shrink oversized pages () Custom Scale: |10 %
[ Choose paper source by PDF page size
Orientation:
@ Auto (O Portrait (O Landscape
Comments & Forms
Document and Markups ~ | Summarize Comments 2 ' s
Page 1of 3
Poge Setup. Concl
— = iy
Document Type activity - %
Document Number
Document Date 7/21/2020

Address information
! Data Source SAP_SBODemoDE
Address Number
Address search word
First Name
Second Name
Streat
Zip Code - City
| Fulitext index
1| Manual | Automatic

In the Data Type field select the "desired value of the

list box. This field is mandatory.

Type of data
Document Category
Document Type
Document Number
Document Date

Cvnui Cuegr y
Document Type
Document Number

In the Document Category field select the " desired value of  oecumen oat

the list box. This field is mandatory.

Address information

Document Type

Select the desired document type in the field of the same 2ecmenttumber

name. This field is mandatory.

If the desired designations are not available under

Document Date

Address information
Data Source

Update

Cancel

Address -
Address

Article

Folder

T
Digital personnel office -
Incoming Documents

Incoming e-mail

Incoming fax

Internal documents
TR

Sales Quotation -

activity
Incoming payment
Qutgoing payment
Sales Order

Sales Quotation

Document category and Document type, you can define them in the Master data menu W|th|n
Novaline Archiving ( >Chapter 1.2.4 Master data).
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The arrow in front of the respective field = you need for a correction or an addition when
Novaline Archiving application was started before.

Under Address Source select the desired database that 7= =

contains the address information for the document. Your adiross umber {w — }
. Address search wor _ emol
stored default database is already suggested here. If you want

to access a database other than the one suggested, select the " desired database of the list
box.

Address selection in the Data Type field:

In the Address Number or Address Search Word field click the Select ® button . The address
browser is displayed. Select the desired address. The address data is assigned to the
scanned document. If you know the address number, you can also enter it directly and
confirm with the TAB or Enter key. The data is read out directly. When you enter a search
word, pressing the TAB or Enter key you see the address browser. The cursor positions itself
at the first place when it has a match in the database.

Select Article in the field Data type:

In the Article number or Article search word field click on the Selection® button. The address
browser is displayed. Select the desired item. The item data is assigned to the document to
be scanned.

In the lower area keywords are automatically assigned as search criteria. You can add them
manually on the index card. If it is possible choose names that relate to the document
context. This makes it much easier to search for documents later.

When you have made all the entries, click on the Archive I &%= | putton. The document is
printed to the archive.

If there is no licence for the extended workstation in the archiving, the Novaline
Archivator is configured so that no PDF file is created and the filing is not started. This
procedure is only active when printing directly to the Novaline Archivator (without a
licence for the extended workstation).
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1.3.5 E-mail archiving

E-mail archiving can be found in the main menu of Novaline Archiving under the entry
Archiving, E-mail archiving.

E-mail archiving reads the e-mails from your e-mail box. Requirements are Microsoft Office,
version 2000 or higher.

Before you can start archiving e-mails, you must first create a data link between e-mail
archiving and the Business One database.

In the main menu select Administration, Data Source Definition. The Data Source Definition
dialogue opens. Enter the name of your Business One database in the Application field. The
value SAP_ must be entered before the name (-> Chapter 1.2.1 Data source definition).

In the UDL Name field use the button® to select the ggz'n‘:aczz:me SAP_SBopemahe .
already eXiSting UDL (eg SAP_SBODemoDE). UDL File SAP_SBODemoDE
Data Category E-mail addresses
. . SOL Statement E-mail addresses S
In the Data Type field select Email Addresses. ttems

Dakota Extra protocol

Fax numbers

Payment Terms

Suppliers document detections
Supplier item number

Open document lines -

In the SQL select statement field select SAP-B1 email 2= S =poDemoDE =
addresses. The select statement is copied in. Now press  uotrie SAP_ SO0DemolE

E-mail addresses A
the Add button, then Cancel - &= | and OK oy e P E——— -
[ x|

Movaline Archive - e-mail addresses |
SAP Bl e-mail addresses
Sage Office Line e-mail addresses

The data link is set. You can now open the e-malil Novalin Bautec.ONE email sddresse
arch|V|ng SAP-B1 HANA email addresses
' Movaline Workflow email addresses

Movaline Financial Accounting email a

If you also use our Construction.One software, you can use the e-mail archiving function
too. Proceed as follows:

Application xBautec_nl_bau_test
. . . . . i OleDB hd
The application field must begin with "xBautec" Lo ecen Tvee beston One
Please pay attention to upper and lower case. YOU Data Cateaory E—ma;: ajjresses =
can select a name like the UDL name. Select "E-mail ~ *%-°==m" nal acdesses f
addresses" as data type. Dakota Extra protocol

Fax numbers

Payment Terms

Suppliers document detections
Supplier item number

Open document lines -
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Application xBautec_nl_bau_test

Under Select Instructions please select the Novaline  comeciontvne OleDE -
Bautec.ONE email addresses listed. et sy e .
SQL Statement Movaline Bautec.ONE email address

Novaline Archive - e-mail addresses
SAP B1 e-mail addresses

Sage Office Line e-mail addresses
Novaline Bautec.ONE email addresse

In order to use the e-mail archiving with connection to Construction.One. E-mail
addresses must be stored under business partners.

£-Mail-Archivierung (Microsoft Outloak) M= 8
[ ordner | Gesperrte Adressen | Optionen 1

Ordner-Vorauswahl E-Mail-Anzeige

[T Ser d R

{53 Gffentliche Ordner - Service@nov [Vl Archivierts E-Mails anzei... [ Automatisch zur Ablage markieren

#3 Service [Vl Gesperrte E-Mails anzeig...

Machrichtenvorschau an...

Dokumententyp Dokumentenart
Emails belege-Mail || EMail i
| EMail v
Mails
Farben
Vordergrund Hintergrund
Norma B © [ eowpa
. AT
Kompatiblitit
[JUnicode verwenden
Limit 1000
Uberpriifung Aktion ‘E|

‘ OK H Abbrechen HEruLukuH an...” Meu Lesen |

The first time you start e-mail archiving, the Options tab opens. Here you make your basic
settings. All e-mail items from Outlook are listed on the left-handed side of the screen. With a
right mouse click on the desired folder select Inbox or Outbox in the context menu. This
folder is active for import into the archive then. Subdirectories must be activated separately.

In the right-hand area you can change settings for the view and the Outlook version. You can
show emails that have already been archived by selecting the checkbox Show archived
emails. You need to activate the checkbox.

You can show blocked e-mail addresses via the checkbox Show blocked [EMaitAnzeige

e-mails. You need to activate the checkbox. To show message previews, | Arcnivierte EMais anzei..
you can activate the checkbox Show message previews. You need to | cespere Etais anzeia..
activate the CheCkbOX [¥|Nachrichtenvorschau an...
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Standard-Dok T

Dokumententyp

Eingehende Emails

Ausgehende E-
Mails

Eingangsbelege-Mail

Ausgangsbelege-Mail

Dokumentenart

¥ EMail hd

¥ EMail v

For better differentiation of the read-in e-
mails you can select different colours for the
display in the Colours area. Under Normal all
emails are listed that can be assigned and
archived. All emails that have already been
archived are listed under Archived. Under
Blocked all e-mail addresses are listed that have been blocked for archiving by the user.
Under No allocation all e-mails are listed that do not match the sender address in the master
data of the BO database.

Save your settings with the Update button.
When reading-in for the first time, press the button
[meutesen | Al e-mails of your e-mail inbox that are in

the previously selected directories are read.

After that the e-mails are read-in.

E-Mail-Archivierung (Microsoft Outlook)

J Ordﬂerl Gesperrte Adressen W Optionen |

PAINOVALINE

In the Default Document Settings area set a
default value for indexing. Select the default
document category and the default
document type for incoming and outgoing e-
mails of the drop-down list.

‘Farben
Vordergrund Hintergrund
Normal _ =/ = Beispiel
Keine Zuordnung _LEJ =4 Beispiel

Lese Ordner Posteingang

Ordner Archiv-Test
E2 drescher@novaline.de Archivi... Archiv.. Ges.. Zuordnung Dokumenten... Dokumenten... Dok...
Iz Aufgaben 70000 (Brou Ausgangsbe... ~ EMail -
{5] conversation Action Setting & o o (Brou... gangsoe..-
[5) Einstellungen fiir QuickStep O [J  ca6000 (Biro... Ausgangsbe... ~ EMail -
E TS emente O [] C25000 (Biro... & Ausgangsbe...  EMail -
[y Gesendete Elemente (18 m} [ 40000 (Biro.. = Ausgangsbe... = EMail -
E3 Archiv-Test (9) 5 ;
*E3 vor 2020 (261) O ] V21000 (Calip... Ausgangsbe... ~ EMail -
% GQSE"E“EYE Objekte O [] 42000 (CIT.. © Ausgangsbe.. ~ EMail -
Journa
B3 Junk-E-Mail [ 1 [l Zuordnunn fe.. Ausnannshe... v FMail h 4
Kalender 2
-{f7] Kontakte Vorschau
5] Mewsfeed .
(5 Motizen €} .ﬂ-ﬂ\j_’lljlh_’l 12500% @ B & & M) 4 o D L] JE
-3 Postausgang .
{=) Posteingang (142) Mit freundlichem Gruft aus Rheine
[5] RSS-Feeds
[3 synchronisierungsprobleme| aN OVA LI N E
(5] vorgeschlagene Kontakte
[3 Offentliche Ordner - drescher:
B service Robin Drescher
- Service -
Novaline Informationstechnologie GmbH
Birkenallee 177
D - 48432 Rheine
fon  +49(0) 5971 868 0
fax +49 (0) 5971 868 290
mail  drescher@novaline.de
home  www novaline de
3
B xivG
Geschaftsfihrer: Horst Ramnitz
< > € -
[ [

A change to the Folder tab takes place. All read e-mails are now displayed here. On the left-
hand side you will find all the folders of Microsoft Outlook. The folders activated on the
Options tab are also activated here. If other Outlook items are to be used for archiving, right-
click on the corresponding folder and select Inbox or Outbox of the context menu. Only the e-
mails that are to be read from the folders via the checkbox are displayed. All other e-mails
are not displayed here. Using the colours defined under Options, the e-mails are marked
accordingly. The button New read updates the view.
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e e S ———— In this dialogue you can check which emails with the same hash
et | code already exist in the archive; you can view them directly
Archiviert"-Status ignorieren uslng the ye”OW arrOW-
EMaitinfo = Option "Ignore archived status" in the context
] e Fobin <drascherenavaine de menu of the mail grid: If an e-mail is marked
niagen Heper, Sabine <Wioyerfnoialne de> as already archived this status can be
iz?—’;?;:me 2:-Flglﬂ-jgisfﬁg::]i?AQBS]AEClFCQE}S‘% Ignored Wlth the. above Optlon in Order ‘t‘:o
MDS-Summentbereinstimmungen archive this e-mail (again). After archiving this

Adressnr. Name 1 Quelle Belegdatum E-Mail-Adresse Archiviert Besitzer

e-mail or clicking on "Read again", this
setting resets.

4 3

SchlieBen

In the first column Archive the checkboxes are automatically set if an assignment A"“‘V‘E"
has taken place, i.e. if the e-mail address of the sender (for incoming e-mails) or
the recipient (for outgoing e-mails) could be found in the BO database. You can

cancel the automatic selection at any time with a mouse click on the checkbox.

In the second column Archived the checkboxes are automatically set as soon as pdmwer

the emails have been archived. A manual deactivation is not possible.
In the third column Blocked the checkboxes are automatically set if addresses have
been blocked for archiving by the user. These emails are not archived.

In the column Document type the selected document type under Options is Dokumenterat
suggested. If you click in the list box ~the selection list opens and you can i
select another one. i

Faktura Objekts |
Journalbuchung

4

The Business One addresses whose e-mail address matches the [zwerdnung
SMTP address of the e-mail are displayed in the Mapping column, € Enmekine S2-5500eme08

If several addresses exist for an e-mail address, all addresses are [ zuordnung 3
. . . . . . . . . i ahlen... A

displayed in the selection list. By clicking on the list box "the list is g

expanded and you can select accordingly. C08998 (Wieb Einmalkunde, SAP_SBOD=mo

99999 (Einmalkunde, SAP_SBODemoDE)

If there is no match, the message Assignment failed appears. The [z 3
button [Elopens the address browser. Here you can select and e
assign the desired address from the BO database.

The columns Recipient and Sender show the recipient or the sender with the corresponding
SMTP address. The subject line of the e-mail is displayed in the Subject column. The
number of e-mail attachments is shown in the Attachments column. The attachments are
stored in the database in their original format.
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You can add new folders or remove already activated folders at any time. Switch to
w  the Folders tab and change your settings. Then press the button Update and
Read in again [ &eutesen |

Press the Archive button. The entries marked for archiving are automatically stored
in the Novaline archive database under the assigned name of the SBO database.

A log lists all e-mail entries that | lemsmmimmsims:cm SRl
. | Ordner [ Gesperrte Adressen | Optionen |
could not be assigned. Press the s P ot :
?'ﬁFESCHEr’@F\D\‘E\IF\E.dE Archivieran Archiviert Gesperrt Zuordnung Dokumenten... Dokumentenart
button ShOW |Og . e S O [ 99999 (Einmalkunde, SAP_SBODemoDE) Eingangsbel... - EMail
#; Einstellungen fiir QuickStep: O O 99999 (Einmalkunde, SAP_SBODemoDE) Eingangsbel... ¥ EMail
Ez‘bﬁ‘ga Eemente (8) O [ 99999 (Einmalkunde, SAP_SBODemoDE) Eingangsbel... v EMail
(m] (m] 99999 (Einmalkunde, SAP_SBODemaDE) Eingangsbel... ¥ EMail
YOU Can IOCk addresses for O O 99999 (Einmalkunde, SAP_SBODemoDE) Eingangsbel... ~ EMail
- - - O O €99999 (| SAP_SBOD: DE) ~ EMail
archiving by selecting an entry c e . g -

from the list with the right mouse
button (context menu).

Archiv-Test (8)
Firmenintern (17)
(29)

You can find an overview of all - e E—
blocked addresses on the = - .

Blocked Addresses tab.

Archivieren. Abbrechen Protokoll an.. Neu Lesen
The sender addresses Of the | |ciuiaesicung Mt ouicsd
I’ecelved e-malIS are Ilsted In Drdner| Gesperrte Adressen |Dpt|nnen|
the left-hand area. The | [Pesteingang Gesendete E-Mails
.. Adresse Adresse
recipient addresses of the sent | |smeyer@novaiine.de

e-mails are listed in the right-hand area.

You can unblock a blocked address by clicking on a |agresse
blocked entry with the right mouse button (context menu). ~ /Smerenvaineg

Entsperre s.meyer@novaline.de

Page 75 of 110



PAINOVALINE

1.3.6 Stationery

If you also want to archive your stationery, which you print on during physical printing, this
must be defined in the PDF mailer and this file must then be stored within Novaline archiving.

Open the PDF mailer via Start, Programs, gotomaxx, MAXXPDFMAILER. of the Settings
menu, select the Edit... command. Then switch to the Letterhead tab. Define your stationery
here. The name you enter in the Stationery field should also be entered in Novaline
Archiving. You can start the administration and switch from the main menu to the general
settings. Next switch to the Options tab.

Enter the designation from MAXXPDFMAILER in the field Letterhead for document types.
The stationery is now stored for each archiving process from Business One.

If you also want to archive stationery from other Windows programmes, enter the stationery
name in the field Stationery for external documents. You find it on the Options tab too.
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1.4 Archive - Document research

1.4.1 Archive search

You have two options for viewing the archived documents.
You can view the contextual documents in the respective
SAP Business One® dialogues via the Archive [ #uhve
button.

Example: You select the Sales area and open the Offer
dialogue. Click on the Archive button in the lower screen
dialogue. All offers are displayed. If you select a customer
beforehand and then open the archive. All offers of this
customer are displayed.

For an overall search you can also switch directly to the
overall archive via the menu. Please select Novaline
Archiving, Document View of the SAP Business One® main
menu.

[ 5]

2

SRRy &R e

'AINOVALINE

Business Partners
Banking

Stock Management
Resources

Production

MRP

Service

Human Resources
Project Management
Reports

Archiving

1 Archiving Administration
[ Document View
I File Archiving
1 Document Scan
a

Document Linking

| Main Meny =3
OEC Computers Deutschland
Robert Leftner
J Modules | Drag & Relate l My Menu L
ED Administration
[ ') Financials
& CRM
= Opportunities
> Sales- AR
.E' Purchasing - AP
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The document search is opened. In this | Becumentsecn _ 1|
dialogue you can enter several search | searchmethos '?g‘g‘j”fnj:;;j::;f:ﬁ;;j':j':l'abm_
criteria. If you do not make any entries, all

. . Type of data Address -
archived documents are displayed. e e -
ocument Type -

Document Mumber
Document Date

In the search method use the radio button (| e
=) to select=All input values must...0e | adress nformation

Data Source SAP_SBODemoDE -

present andonly one Of the Ian’It Values Address Number
mUStbe present These optlons refer to Address search word

First Name

the values to be entered below. Second Name

Street

Zip Code - City

Document Date = No time restriction.
Between b4, Mai 2021 -

04. Mai .2021 hd

Search method # all entered criteria must be available.
Only one of the criteria must be available.

Full-text index

{ @ Fragment search
Full-text retrieval

| Find || New Search ‘ ‘ Cancel | Entry Limits 1000

If the search is not limited, longer waiting times may occur depending on the archive

size.
In the Data type field select the Typeofdaz Adess M
. . D t Cat ress
desired value from the list box. Decument Type | e
Document Number Foldar
Document Category Incoming Documents -
. Document Type Digital personnel office -
In the Document Category field ., cment numper e
select the desired value from the  pocumentDate incoming & mal
. d ncoming fax
I|St bOX. Scanced Internal documents
Address information Outgaing documents
Data Source Outgoing e-mail
Address Number Outgoing fax 9
Document Type Incoming payment -
Select the desired document type in the  Document Number _
. Document Date AfP Credit Mote
field of the same name. scancods A/P Down Payment Invoics
X X AP Down Payment Request
Address information A/P Invoice
Data Source A/R Invoice
Address Number activity
Address search word EKT-Order
First Name EKT-Quotation
Second Name Goods Return
Street Incoming payment
If you are looking for all documents  address information
linked to addresses / articles of a Pasoue SAF_S800moDE hd
specific database, select the -  address search word AP SBODEMODE
desired database under Address FirstName XFibu_nl financil

Source.
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Your stored standard database is already suggested here. If you want to use a database
other than the suggested one for the search, select the " desired database from the list box.

You can also select all archived documents of a specific address or item. Enter the
corresponding number in the Address or Article number field or select the address or article
via the address browser in the Address or Article search word field. Now click on the
Selection® button. If you want to search for several address numbers at the same time,
enter the first number in the Address number field. Then press the pipe sign (|) and then
enter the next number, etc.

If you are working with user-defined fields (-> Chapter 1.2.3.7User fields), these are
displayed below the Address/article search word field. Enter the criteria you would like to
search here.

Example: The designation Project was assigned as the first user field and this field was filled
with the corresponding project designation during archiving. In search select the project
name that was assigned to your documents to be searched.

Switch the option field for the time limit .= No time restriction.

Document date either to No time limit or 5 Between 27. uly 2020 -
to Between. If you have selected the =T
Between option, you can enter the

desired period in the two date fields. In the first field select the date of and in the second field

the date until the desired period. You can select the date of the calendar via the list box ™.

July iy hd

Keywords are entered as search criteria in the lower area. You can also enter only fragments
of the word you are looking for. It does not matter whether the fragment is at the beginning,
end or in the middle of the word. All documents will be found that have this word fragment
listed as a keyword. For example if you are looking for all invoices about toner, it would be
sufficient to enter the word 'Ton'. All documents with the word toner will be found. However,
other documents will also be found that have the word fragment 'Ton', e.g. 'Ton', 'Hilton’,
'Tonart', Button, etc.

The New Search button clear the dialogue. The Cancel button cancels | &= |
the session and returns to the Document Display dialogue.
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1.4.2 Archive display

Archive view M[=]'E3]
SavRk DEEY H A EhEEEEEEE
Document 1 from 1
# Address...  Address Search...  First Name Second Name  Street Zip... City - —
1 99998 Web Einmalkunde  Web Einmalkun B9 0] sl ex QAL i ([Du 4
2 L10002 Tobias Umang Tobias Umang @
3 C70000 Broup Inc. Broup Inc. 400 Range Roa 44113  Cleveland OEC Computers Deutschiand Kanie ANGEBOT
4 V20000 Michael Krause Gm Michael Krause Ottoplatz 7 50679 Kiln e 1) %
5 €99999 Einmalkunde Einmalkunde 10170 Bt AN e "
6 C60000 SG Elektronic SG Elektronic 208 Hollywood 95030 Los Gatos
7 C60000 SG Elektronic SG Elektronic 208 Hollywood 95030 Los Gatos
8 C40000 Biroausstatter May Biroausstatter Berliner Allee 5 40212  Disseldorf
9 L10002 Tobias Umang Tobias Umang
10 C60000 SG Elektronic SG Elektronic 208 Hollywood 95030 Los Gatos
11 C30000 Computerhandel M Computerhande Fuldastieg 3 21079 Hamburg
12 99999 Einmalkunde Einmalkunde
13 C40000 Biroausstatter May Biroausstatter Berliner Allee 5 40212 Diisseldorf
14 C42000 CIT Beratungshaus CIT Beratungsh Jahnstr. 65 60318  Frankfurt am M
15 C30000 Computerhandel M Computerhande Fuldastieg 3 21079 Hamburg B e - ey
4 »
.

Once all the desired criteria have been entered, press the Search button to search
for the documents.

In the left-hand area the archived documents are displayed in a list form with the default
settings. The documents are sorted chronologically by archive date.

NeXt you can see the document # Address..  Address Search.. First Name Second Mame  Street Zip...  City
: : 1 99998 Web Einmalkunde  Web Einmalkun
dlsplay d|a|0gue A” documents 2 L10002 Tobias Umang Tobias Umang
that matCh the search Cr|ter|a are 3 C70000 Broup Inc. Broup Inc. 400 Range Roa 44113  Cleveland
d- I d h A I t f ” 4 V20000 Michael Krause Gm Michael Krause Ottoplatz 7 50679 Kiln
|Sp a‘ye ere. IS 0 a 5 99999 Einmalkunde Einmalkunde
documents found |S Shown |n the 6 C60000 SG Elektronic SG Elektronic 208 Hollywood 95030 Los Gatos
. 7 C50000 5G Elektronic SG Elektronic 208 Hollywood 95030  Los Gatos
Ieft'hand area. USIng the SCI’O” 8 C40000 Biiroausstatter May Biiroausstatter Berliner Allee 5 40212 Diisseldorf
bar |n the |OW€I’ part Of the 9 L10002 Tobias Umang Tobias Umang
B . . 10 CE0000 SG Elektronic SG Elektronic 208 Hollywood 95030 Los Gatos
screen further arChlve Cl‘lterla 11 C30000 Computerhandel M Computerhande Fuldastieg 3 21079 Hamburg
P 12 99999 Einmalkunde Einmalkunde
are made VISIbIe 13 C40000 Biiroausstatter May Biiroausstatter Berliner Allee 5 40212 Diisseldorf
14 42000 CIT Beratungshaus CIT Beratungsh Jahnstr. 65 60318 Frankfurt am M

The document selected on the left is made visible in the right-hand area. If the document
consists of several pages, pﬁ)u can scroll page by page Dbokumente 1von4  ysing the navigation
buttons. The First button il jumps to the beginning of the document, the Previous button

jumps 4] one page back, Next jumps &l one page forward and Last L jumps to the end of
the document.

Sorting:

You can change the sorting by clicking on the corresponding column header with the mouse.
The data records are then sorted alphabetically in ascending order. Clicking the column
header again changes it to descending sorting.
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Column width

Change the column width by moving the mouse to the end of the desired column header.
The mouse pointer changes to a double arrow. Click and drag the mouse to the desired
column size.

Filter

You can compile your displayed data according to all the criteria Filter Address No. = C99998
shown in the column header. Click with the right mouse button Filter Address No. <> C99998
(context menu) on the desired entry in the list (in our example the Al e, 5= G

company "4 Fitness" was selected in the column Address search Filter Address No. <= 99598

term) The context menu opens. Now select whether your search
term should be equal to =, not equal to <>, greater than or equal
to >= or less than or equal to <= the value You can set filters on already filtered data by
simply clicking again on the desired value in the column and opening up the context menu
again.

Remaove all filter

Filterlist

You can get an overview of all set filters in the context menu. ' Filter Address No. = C99998
Filter Address No. <= C39938
Filter Address Mo, »= C39993
Filter Address No. <= C99993
Remove all filter

Filterlist

Address No. = C99998 i

A mouse click on the Filter button or the command Cancel all filters of the context
menu cancels the entire filter again.
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You can change the view of the list to the tree structure by selecting theBabutton Change
display type.

Dokumentenanzeige M|[='E3
CurFax DEEY E A b W KGOHHE
Dokumente 1 von 2
@ BUROAUSSTATTER MAYER <C40000> "
@-f CIT BERATUNGSHAUS <C42000> 95 4 _;1 Ho5850% QB @ EH M e A D L
E—]E EINMALKUNDE <C99999= E— P
g9 Ausgangsbelege-Post

&5 Angebot

Pz o - chivdatum 15.07.2020 08:51:10 Administrator
Novaling IHI'DF'HE'.IDFHEGI‘HOIDQE GmbH
=-¢9 Eingangsbelege-Mail Birenalles 177
E EMall 48432 Rheine
[7 Archivdatum 22.07.2020 15:47:55 Administrator ol
Archivdatum 22.07.2020 15:47:55 Administrator FeHALZI RO

Archivdatum 22.07.2020 15:47:55 Administrator
Archivdatum 22.07.2020 15:47:55 Administrator
Archivdatum 22.07.2020 15:47:55 Administrator
Archivdatum 22.07.2020 15:47:55 Administrator

Sanr geenrter HamFray
wie sceben tefefonisch besprochen Ubersende Ich Innen hiermit ..

Mit freundiichen Sriken,

- [ INTINT, INC <C50000>

- f MIKROCHIPS GMBH <C23900>

- @ PCWELT GMBH & CO.KG <C20000>
E

. B SERVTFERPARTHER <C1nnnn=~

| Suchen || Abbrechen | e

The records are compiled via business [ coMPUTERHANDEL MULLER <C30000=

partner or article number. The next category "'@é%ﬁ*mi"ﬂhm“”:"ﬁ

. Purchase Crder

is document category, then documem type P I ) /42001 | Archived per : 5/4/2021 8:47:33 AM
and then document number. Different = ° =~

versions of a document are listed under the most recent version of the document.

In the document view, Word and Excel documents can be o _
printed directly. 8 00 A
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1.4.3 Comments

Already archived processes of any kind can be provided with one or more comments in the
archive display. Several users can add comments or information about the archived entry to
each other.

The button "Comment on document 2! opens a new window where you can enter your
comment:

} . Commen CIEI
[ New t for the di 13

The coll can add ts here...|
1

| OK | | Cancel |

Below the archived entry all comments are displayed with the name of the user and the date
of the entry; the latest entries are displayed on top:

Tuesday, May 4, 2021 9:09:21 AM conrad

All right!

Tuesday, May 4, 2021 9:08:34 AM Administrator
New t for the di t:

The coll can add ts here....

The comments are neither printed nor exported. They merely provide an additional
information and communication option within the archiving.
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1.4.4 Configuring the tree view

The display of the tree view can be customised. &
Click on the "Configure Display Tree" icon in the document display.
The following dialogue opens:

—— - mEa

Type of data Address -

= Adressinfo
- Dokumententyp
&9 Dokumentenart

Bgﬁﬁm:ﬂg Rsﬁber ~ 1 Display
Document Name .
Archived per Display length
Person in charge Y
Dokumenten ID # [] show all Documents
& 4
The default setting for the display of archived &P activty

7/27/2020, 110237 Archived per : 5/4/2021 9:15:31 AM

documents is "Document date \ (Se”es’ if 7/27(2020, 110238 Archived per : §/4/2021 9:14:21 AM

applicable) Document number Archive date".
You can return to these basic settings any time by clicking on the "Basic settings" button at
the bottom right.

You can now edit the fields in their right order. The font and number of characters are | || |
used; in addition the user-defined fields (UDF User Defined Fields) can also be ', .
included in the tree representation. Select a field that you want to include in your tree
representation and click on the button "To the right". L
Use the "To the left" button to remove a field from the selection.

Add all the desired fields in this way. You can change the order of the fields using the olls
"Up" or "Down" button.

Select a field to be d|Sp|ayed Document Name . Display Document Name
in the tree view: The H Display length [255

indication of the field with the ' [ show all Bocuments

number of characters to be used appears on the right. The display length can be changed.

The Font button allows you to edit the font and font style (bold, underlined, etc.); this
setting affects all fields together.
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1.4.5 Editing archived Office documents

Archived MS Office Word or Excel files can be stored (checked out), edited and stored
(checked in) again as a new version; the previous version is retained as a history.

The prerequisite is to determine an output directory in document management (see Chapter
1.3.1.4 Document management) for the document type under which you have archived the
Word or Excel file.

In the archive display of the Office document, click on the button "Check out documents" 4.

I =l You now have the option to enter a reason for checking
Adressnummer £99999 out as information for the other users. The status as a
oo 2 Smelonde checked-out document is shown with a red button. Move

| s the mouse over this button: The user, date and reason

 PLZ Ort

for the check-out are displayed.

Bearbeitungsgrund

oK || Abbruch |

To edit the document click on the "Edit" button. You can now edit the document in the
.« assigned application. Then save the file as usual.

If you want to interrupt the editing and shut down — F e Sa=
.. . ShEBaLbE D IR oocoment 1 rom s
the computer. This is no problem! The important
thing is that the document is saved and closed. et st

You can end the archiving then. If you want to

continue editing the document or check it back in,

open the document again in the archive view and

click on "Edit. T oo e

SR
To check in the document click on the button "Check in document".

BEH
The toolbar now says "Documents 1of 2" Looenesclion 2l

You can now scroll back and forth between the original version and the new version. No. 1 is
the latest version in each case.
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1.5 Document link

You can start manual document linking via the archiving i

menu (local) | NL_ARCHIVING_TEST CONVERT
: Administrator

| Main Menu | Drag & Relate | User Menu |

5] Administration
Master Data
Archiving

Archive View

I B & B

Data Archiving
Document management

Miscellaneous

# @

Detection of outgoing documents

Scancodes

=

=

= Analysis of documents

0 Full-text index maintenance
=

Dokumentenverlinkung

After you have pressed the menu, two almost identical windows are displayed. Use the
button to select the source document and the button to select the target
document. The two documents are linked to each other via the button.

o]
W9 Q0] B s Q8 R EW e oa Dy ¥ =

£ activity AlB A9 E O] e B esex QAR B MW e a (D &89 activity ~

7/27/200

B SG ELEKTRONIC
-4 Incoming Docurr
=& Purchase Orc
5/4/2021
5/4/2021
5/4/2021
B BURQAUSSTATTER
g Incoming Docurr
&P Purchase Ort

 COMPUTERHANDEL
-4 Incoming Docurr
=& Purchase Orc
5/4/2021

OEC Conspasers Desclland
ps o

7/27/2020 S

copy | Auftragshestatigung

ey

B2 772712021
w23 7j27/2020
f SG ELEKTRONIC
-89 Incoming Docur
=-E9 Purchase Or(
[ 542021
[ 5/4/2021
5/4/2021

- BUROAUSSTATTER

£ Incoming Docur
-9 Purchase or(

§ COMPUTERHANDEL
-89 Incoming Docur
i &£ Purchase Or(
H [ 542021

OEC Compaters Deutschland

Computarnande witer

%

original | Auftragsbestitigung

Pt 3
5/4/2021 i [ 542021 2107 Hamburg GERMAY
-4 Outgoing docum -9 Outgoing docum
&5 Sales Quotat P o = £1-EP Sales Quotat it 15033010
4/29/202 - n vaw e 2 #/297202 e con
i siating e e - e ot
5/9/2016 5/9/2016 B frtals a P o

wmgarcn

A

-4 Outgoing docum - 169 Outgoing docum E e aan
&9 Sales Order [e—— e - Sales Order E——— s
= 5/9/2016 = 99/2016 [r— o om0 Gesomtbetrag: s
- 9/9/2¢ Sl : 2
B CIT BERATUNGSHA g CIT BERATUNGSHA e e o SeEAn
¢ outgoing docum -6 Outgoing docum
£1-&9 activity 29 activity
2 7727202 i LR 7274200
£-EP Sales Order =-E§ Sales Order
9/9/2016 i 9/9/2016
f MIKROCHIPS GMBH § MIKROCHIPS GMBH
£ Outgoing docum -89 Outgoing docum
=-EF Sales Order =-£P sales Order
=3 9/9/2016 & [ o9/2016
R o/9/2c [/ 9/9/2c
B2 o020, B oroyzc, 9
< > Suchen von > Suchen nach
Verlinken | [Abbrech...
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1.5.1 Link to the archive process

During the archiving process (via document scanning or document archiving), other
processes that have already been archived can be linked to this new archive document.

To link a document to another document during the archiving process, click on the button

Document I|nk|ng Dokumentenverlinkung

. If the button is not available, please activate the button in

the General Settings: Full Text Keywords (see Chapter 1.23.1 Full Text Keywords).

Now the document display opens. The "Search" button is located at the bottom of
the screen. Press the "Search" button once with the right mouse button.
In the subsequent search dialogue you can specify the criteria to find the document you are

looking for.

Select the desired document and click on the "link" button to link two documents.
You can see the display of the link in the "green field"

Aktiv

To the right you will find a "delete button"ld therefore you can delete the link.

Now click on the
button "Archive"

Aphbe The new
document is linked,
keyworded and
archived to the

archived document.

=

™=

Document linking
Type of data
Document Category
Document Type
Document Mumber
Document Date

Address infarmation
Data Source
Address Mumber
Address search word
First Name

Second Name

Street

Zip Code - City
Full-text index

Manual | Automatic

(AGB)
(EUR
{-259
+49
0000
000218
000219
0005
0013
0030
0031
0050
01.08.2015
0120501

Active
Address
Incoming Documents
Incoming payment

7/27/2020

SAP_SBODemoDE
C99999
Einmalkunde
Einmalkunde

444

B EH9G 0] 2B e Q6 as
e —

-

e
¥ HARDY SCHMITZ

ez

Archive | | Update ‘ ‘ Cancel
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1.5.2 Link to SAP B1 documents

Internal references of B1 documents according to the link plan can also be displayed in the
archiving, provided that archived transactions exist for the B1 documents. In the archive view
linked documents are displayed according to their assignments.

This takeover can be carried out in 2 ways: Min Menu =l E3

OEC Computers Deutschland

Robert Leitner

1. You can manually trigger the processing run: | wodues | Dpgurese | mgwens |
In the main menu of B1 - Archiving via the entry

|

Administration

"Document linking". Only B1 documents can be ") Financials
displayed. & cam
If the menu item is not available, please activate it via % Opportunities
the Novaline Addon Configurator. > sales-ar
Please click on the menu item. The following query & Purchasing-A
appears: g5 Dusiness Partners
Banking
SptemMesxs, ‘ [x] s2  Stock Management

Resources

Should al base documents be linked in Archiving ? '\:)
Production

£5 MRP
7 Service
Project Management

The processing run can still be cancelled with "No";
"Yes" starts the transfer of the link.

Reports

Gl
|
el
&
&by Human Resources
&
(&

3 Archiving

[ Archiving Administration

0 Document View

[ Fie Archiving
Please note: depending on the data size processing B1_Document Scan
may take some time and use up system resources
accordingly. Document nking acte
Use automatic processing for schedule processing if Decument Number 1 (AR Invoce)
necessary.

2. Automatic processing:
For this an SQL job must be set up that provides an ASCII file with the details of the
existing links in B1; this ASCII file can then be processed by the Novaline Trigger (the
Novaline Trigger must be installed and prepared for linking).
For detailed information on installation, please refer to the separate documentation
"Document linking as a service").

Advantage of automatic processing:
- External documents (scans) are also displayed.
- Processing can be repeated automatically and shifted to hours with little
system load.
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When displaying linked documents, the left-hand side is divided into an upper half showing
the entry searched for and a lower half showing the documents linked to it. Display of the
searched transaction (sales order):

 Archive view =] B3

SuvEks DEEW HE A ChEEDREELEE B

Document 1 from 1
# Address...  Address Search... First Name Second Name  Sireet Zip...  City -

o I I
19 99999 Einmalkunde Einmalkunde s242% QB EGW e o
20 C42000 CIT Beratungshaus CIT Beratungsh Jahnstr. 85 60318 Frankfurt am M
21 30000 Computerhandel M Computerhande Fuldastieg 3 21079 Hamburg T
22 C30000 Computerhandel M Computerhande Fuldastieq 3 21079 Hamburg s
1 »
linked Documents
# Address...  Address Search.. Document N.. Document D.. Document C.. Document Ty...
1 C60000 SG Elektronic .. 5/4/2021 Incoming Doc... Purchase Order
Bewsg

’

To view the supporting documents linked to it, click on the corresponding entry below. There
is a display of the offer in the lower half:

SuvBuas DEAYH A ShE@EILEE
Document 1 from 1
# Address...  Address Search.. First Name Second Name  Street Zip... City -
7 C60000 SG Elektronic SG Elektronic 208 Hollywood 95030 Los Gatos [ 1 2 3, Freigeben ® Anmelden
8 C40000 Biiroausstatter May Biroausstatter Berliner Allee 5 40212 Dusseldorf
9 L10002 Tobias Umang Tobias Umang o
Al » chage 43 » HARDY SCHMITZ
linked Documents [}
o=
# Address...  Address Search.. Document M. Document D.. Document C.. Document Ty...
nasmzz
1 99999 Einmalkunde ... 7[27/2020 Incoming Doc... Incoming pay... 20, Maizerd EE}
» 4
£l
+
~
b
e e s v

As it is well known further functions such as displaying the keywording® , configuring the
tree display % , displaying the document in B1 etc. & in the archive view with the upper

toolbar.

Double-click to display the entry at the bottom in the upper half; the document here is now
displayed in the lower half.

- This allows the linked documents to be switched between being displayed in
the upper or lower half.

- This makes it possible. For example, if you want to display an archived
delivery note in B1 (jump to archive). Now you can open the corresponding
archived invoice. Finally, you can display the invoice again in B1 (jump back
to B1).
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1.6 Working with archived documents

1.6.1 Modification of existing filing criteria ﬁ: — 'fL
Document Category Incoming Documents -
You can subsequently change the criteria of the | Pecmentivee - Puchose o u
already archived documents. Select the desired | pocumen:pa 5/4/2021
document from the list with a single mouse click | ="
and then click on the button Change archive record | oz souce $AP_SBODEmoDE -
E. A new dialogue box Change archive record . e ime =~ o=
opens. Here you can correct, remove or add to all | frattame | Wt HAmal it
the information you have already entered. | street
In the existing example a user-defined field has | 2% V..
been inserted with the name Project. If we assume | Froea 4711 S
that the project number "4711" assigned here is not %‘W
correct, we click in the field and overwrite the entry. =
If one or more keywords are missing, click on the
Manual tab and enter the desired values.
Confirm your changes with Update and
then with OK d
[ update |[ cencel |

1.6.2 Archive compilation

You have the option of printing the selected documents or a selection of them on other
media. Select the Print compilation button . A new column with checkboxes for the print
compilation is inserted. Activate the checkbox in front of each desired document. If you want
to select all selected documents, press the button ¥ .

1.6.2.1 Output to the printer

After you have marked the desired documents via the checkboxes, press the < Print list
button. The print dialogue opens. Here you can select a cover sheet for your documents.
Two sheets have been stored. One for a regular file compilation and one for a legal file
compilation.

For later processing or so that you can see at a later time which documents you have
printed. You can export the selection including the marks (checkboxes) to your hard disk and
read them in again at any time later. (see the following Chapter 1.6.3.2 Internal Export of
Archived Documents).
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1.6.2.2 Internal export of archived documents

After you have marked the desired documents
via the checkboxes, press the button Archive
Import/ Export & . Switch to the Export tab. fmprt] eport |

Data impert/export [x]

Select the radio button Internal archive file. In ‘ ‘"tema'larc:“'f'les
the field Area selection the selection for the S e
selected documents is suggested. If you want | o= Selecied Ares -
to export all selected documents, change to Export file name ol

Selected documents in the selection. In the
Drive field select -7 your desired archive
directory via the button.

| Export | | Cancel |

A new directory can also be created here.

Enter the desired name for your export file in the File name field. If possible, choose a
"speaking" name so that you can find your file immediately for a later import. Carry out the
export via the Export button [_2e2t | The file is saved in a XML format (->).

1.6.2.3 External export of archived documents

After you have marked the desired documents || pawimporexporn ' [x]
via the checkboxes, press the Archive

Import/Export button ©. {Tmpor] Export |

Switch to the Export tab. Select the radio gz:z‘lzzz';‘::'lz

button External archive file. In the field Area cotocton ares

selection, the selection for the selected Drive selected Area —
documents is suggested. If you want to export Export file name -
all selected documents, switch to Selected

documents in the selection.

Select [==1 your desired archive directory in the | [ o< || cncel |

Drive field using the button. A new directory

can also be created here. In the File name field, enter the desired name for your export file. If
possible, choose a "speaking" name so that you can find your file immediately for a later
import.

The export starts via the Export button. The file is stored in XML format. All selected
documents are also stored as PDF files in the directory. This ensures that you can view the
documents on an external medium - without access to your database.

Movaline Archiving (x|

If archive files are already stored in the selected
directory, they will be deleted via the dialogue.

Data selected. 11y

Do you want to overwrite the data?
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1.6.2.4 Internal import of archived documents

If you want to view your previously exported | suimssnepsr <1
documents at a later time, select the Import/

Export 0 button of the document search SmporBgeRE]
(archive view). Switch to the Data Import tab. : IE:;e'”a‘l a“:‘_"ei'fﬁ
Select the radio button Internal archive file. S e

Drive

11

Import file name

Import | ‘ Cancel |

In the Drive field use the button to select the | |
[ corresponding drive (e.g. C:\). In the field
File name select the corresponding archive file from the dlrectory Start the import by clicking
on the Import button [ = | The documents present and marked in the archive view at this
time are being overlaid with the imported information.

1.6.2.5 External import of archived documents

To import your external data proceed as follows. |[Baimperepes x]|
From the document search (archive view) select ="
the Import/Export © button. Switch to the Data

Internal archive files

Import tab. Select the radio button External U —
archive file. In the Drive field use the button to Drive o =
select the -1 corresponding drive (e.g. the USB Import fle name outsourcing_001] [

stick). In the File name field select the Reconcile pre-posting L1
corresponding archive file of the directory. Start
the import via the Import button.

| Import ‘ | Cancel |

The documents are available and marked in the
archive view. At this time they are overlaid with
the imported information. If you want to compare the booking data of the external file in your
database, you have to activate the checkbox Compare pre-capture before the import.
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1.7 Mobile archive

The mobile archive allows you

PAINOVALINE

Mekile Archive CIE=
to view exported documents Of | e o setngs b )
. . | B DR E [T e
the Novaline archive database.
Start the Mobile Archive
programme via Start,
Programs, Novaline Software,
NOV8.|Ine ArChIVIng, MObI|e Document is not available.
Archive.
£ind
You do not need Novaline o
archiving, the Novaline database or the SQL server on your computer.
It is sufficient if you have installed the Mobile Archive on your computer (e.g. laptop).
Press the button file . MobieAchie CIEE)
The system opens the file | & » woww a5
d|rect0ry Select the XML flle i # Address..  Address Search..  First Name Second | =
to be imported (e.g. from the |3 [ revmns  reas mans.
USB StICk) A” documents are j \cf;gggg :ri::apel\nl:;ause Gm :Tz:apelln;;ause
I|Sted |n the usual d|sp|ay. : 99999 Emmlal::unde Einmalkunde
C60000 S5G Elekt ’?L
7 C60000 5G Elekd
If you want to limit the o R g‘*k;m?ﬁ”ﬂts :
document search further, /|3t 0% se s poumerna -
prESS the SearCh E Ejzzzz ;E:Z:Lt Document Date = No time restriction. L
button T 99999 Enmalld Behtween ’0_7 Februar .2004 ~| [ound...
15 ©99999 Einmalk 04, Mai .2021 |
16 C42000 OIT Bery [ End | [mewsea..|[ Cancel |
A dlalogue WI” Open In WhICh i; Ej;zzz (EI‘;le:tI:atuﬂqshaus CIT Beratungsh
1 H 19 omputerhandel omputerhande
you can Ilmlt your SearCh 20 Ezggzg zumzuterhandel: Emm;uterhaﬂde
result accordmg to the fields 21 23900 Mikrochips GmbH  Mikrochips Gmb
22 23900 Mikrochips GmbH  Mikrochips Gmb
address number, search 23 23900 Mikrochips GmbH  Mikrachips Gmb
methOd document type ‘24 C40000 Biroausstatter May Biiroausstatter . A
document no. and/or | [Fe ][ Emd [ G ]

document date.

Here, the fields can be used individually or combined as desired. After you have entered your

search criteria, press the Search button wit
corresponding result in the usual display form.

hin this dialogue and you will get the
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1.8 Research archive
The Archive Search module can be installed ON [ pu ik properies X
workstations that only have visual access to the
archive. Requirements are the correct installation and

- .. Specify the following to connect to SQL Server data:
set-up of Novaline Archiving on at least one 1 Select or enfer a server name:
workstation and the archive database on the server. [focal) + | Refresh

2. Enter information to log on to the server:
(0) Use Windows NT Integrated security

Provider Connection  Advanced Al

When you open the search archive for the first time, @ Use a specific user name and password:

you will be asked to create a new UDL. Confirm the User name: sa |
dialogue with Yes % | . The data link properties ; PDBf“fp|wan|w s |
will open. Select your database server here and your 3. @ Select the database on the server:

Novaline archive database. By default the database is [sBODemoDE ~]
nl_archiving. Confirm your settings with Test O fitach 3 database il 35 3 database name:

connection and then with OK.

Test Connection

Cancel Help
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Start the search archive from the Start

menu under Start’ Prog ramS, Nova"ne R — @Al entered criteria must be available.
SOftWare, Novallne Al’ChlVIng, Search Only one of the criteria must be available.
. Type of data Address hd
ArChlve Document Category -
Document Type hd

Document Number

The document search is opened. In this | Documentpst

Scancode

dialogue you can enter several searcCh s mformason
criteria. If you do not make any entries, all  0a=souree SAP S80bemoe 4

Address Number =

archived documents are displayed. For | adrmesszarchwors :

more information on the search, SEe  smineme

Street

Chapter 1.4 Archive-Document Search. s

Document Date ) Mo time restricion.
Between 04, Mai 2021 -

04, Mai .2021 hd

Search method @ All entered criteria must be available.
Only one of the criteria must be available.
Full-text index

@® Fragment search
Full-text retrieval

| Find ‘ ‘ New Search | | Cancel | Entry Limits 1000

cCurFkk OEEYEA Eh o @66 >
Document 1 from 1
# Address...  Address Search.. First Name Second Nal —
1 €99998 Web Einmalkunde  Web Einmalkun B d948 1 /2 B easox Q8 A FM e n ‘Elﬂ - =D
2 L10002 Tobias Umang Tobias Umang @
3 C70000 Broup Inc. Broup Inc.
—_— as
4 V20000 Michael Krause Gm Michael Krause K
! : rginek:0) Ablage AThivD) ————| ¥ HARDY SCHMITZ
3 (C99999 Einmalkunde Einmalkunde .M
6 i "
C60000 SG Elektronic 5G Elektronic ENG. 21 Mai 201
7 C60000 SG Elektronic 5G Elektronic
8 C40000 Biroausstatter May Blroausstatter Rechnung
9 L10002 Tobias Umang Tobias Umang Sehe: 1
10 C60000 S5G Elektronic 5G Elektronic Harc Schmitz G Am Stadvaloe 12 48432 Fbeos Fslag-Hr : An-2452224
Horst Ramnit; Bl 1 20, Mai 2019
11 C30000 Computerhandel M Computerhande E;:_S;"::r:e m:ﬂr m,,n'l
12 99999 Einmalkunde Einmalkunde Birkenallee 177
Vertriebsaufiendienst Region Mitla
13 C40000 Buroausstatter May Buroausstatter 40432 Aheine arbtabalarmdisnsl: et Sclwnden
14 99999 Einmalkunde Einmalkunde Deutschiand Vertriebsinnendienst TeliFax -Nr.; +49 5871 999-234 /-259
- - Vertriebsinnendienst £ -Mail: herbern scherder @ hardy-schmitz de
15 C99999 Einmalkunde Einmalkunde S A11/EBE14A26
16 C42000 CIT Beratungshaus CIT Beratungsh Hundonsieusr-Nr.
= 99999 Einmalkunde Einmalkunde >>> Besuchen Sie unseren WebShop: www.hardy-schmitz.de <<<
18 C42000 CIT Beratungshaus CIT Beratungsh - Pos. Art. Nr. Beschriluny Munge Einheit  VIK-Preis  Preis per Butray
19 C30000 Computerhandel M Computerhande Lieferung: 20-3878411 08.05.18
20 C30000 Computerhandel M Computerhande ;“*::"’1“*’5?:9“ 08.05.19
e renz: Abh. He Mai
21 23900 Mikrochips GmbH  Mikrochips Gmb e
1 1640100 CELLPAGK 0120501 1 Stick 18,10 1 18,10
22 C23900 Mikrochips GmbH  Mikrochips Gmb Cellpack MO Gieftharzverbindungsmuffe
23 23900 Mikrochips GmbH  Mikrochips Gmb max.4x6 5x2.5qmm 124283
24 C40000 Buroausstatter May Biroausstatter Lisferung: 20-3885520 15.05.18
. Auftrag: 10-3563080 15.05.19
LE Ihre Bestell-Nr.: SENGER BIRKENALLE113
Inre Referenz: Abh. Herr Mai
4086742 VOSSLOH 3026410 1 Stilck 4,37 1 437
Vossloh 529029 VWG LUKL 3AW/3EW/38W/
40W+2x18W 2x20W 28x41x150mm 230V 50Hz
4 b Kupfer 1 Stuck 0,99 1 039
Eind ‘ | Cancel Lieferung: 20-3885515 15.05.18 ©

If you want to update to a new programme version, first you must update the Novaline
archiving basic installation. You can then update the archive search on the search
workstation.

>
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1.9 Document recognition

Document recognition is used for automatic FEEE————————______—_____—_—
Help

archiving of external documents (e.g. Word, 2 coneesensitive Heip

Excel) that are to be archived via printing on Look & Feel ’

the "Novaline Archivator". Without document Sierting Sesings - |
recognition the indexing data have to be Z_bou;ml.neAmh.v.ng.‘.

entered manually. With this function you don’t Change User

need to edit manually. et Novaline retasor

The document is archived without any further S

work on the part of the user. Online Hife

For automatic document
recognition it is necessary that

the documents used for this are ANOVALINE
regularly recurring documents in e 177

which the required fields fesinane

(document type, document S

number, address number and Max Mustermann

Unter den Biumen 1

date) have a fixed position. 12345 Beriin

Rheine, 28 July 2020
Phone: 05371 [ 868-0 Fax: 868-230

To switch on the document

recognition go to "Help" and Invoce ir. 1284
"Start setting” in the menu bar Customer Nir: C20000
in Archiv.One. Here you can
switch the document recognition e sowusto charge = follovs

. Services & hours 121.00€
on and off with the left mouse 19%tmes 2290

Sum: 143.99€
bUtton ' Payzble immediately.
. Sincerely

After you have switched on the NOWALINE Informationstechnologie GmbH

document recognition, you can
now use this. In the first step, the new voucher must be set up in the voucher recognition,
then this voucher can be archived automatically. The handling of the module is explained
below.

Step 1.

As an example, here you have an incoming invoice that was created in Word. The incoming
invoice contains the various information you will need later. (Invoice no., customer no., date,
...) If you now print the document on the "Novaline Archivator”, the "document identification”
appears.

Page 96 of 110



PAINOVALINE

In the "Document recognition” you | s o

. . B
can now enter the information you |

need to archive the document. YOU | foemenl sommeimsemsi

do this, for example, by marking Uoerden sumen

("Incoming invoice") and dragging it e e 2ty 02

into the llDocument typell field With Phone: 05971 / 868-0 Fax: 868-290
the left mouse button.

Customer Nr.: C20000

For the remaining fields, such as

We allow us to charge as follows:

document no., document date, Sondoes  Shours  12100¢

address number (customer number) PV

and scan code, follow the same pavable immedlately

procedure. e L s
e e

Document type: s

Use the left mouse button to select

the document type in the document,

such as "Incoming invoice" in the |[ & Jl o |aa ] .
example, and drag the selection with the left mouse button into the "Document type" field. If
the document type is available in Archiv.One, it is automatically displayed in the "Document
archive" field.

Document no:

Use the left mouse button to select the document number in the document, as in the example
"Document number", and drag the selection with the left mouse button into the field
"Document No."

Document date:

Here you mark the date in the document with the left mouse button as shown here in the
example Rheine, and transfer this to the "Document date" field with the left mouse button.

Address number/customer number:

Here you mark the address number in the document with the left mouse button as shown
here in the example KundenNr. and transfer this into the field "Address number" with the left
mouse button.

Please make sure that only the words you want to take over can be placed behind the
marked word. For example Rheine,

When all required fields are filled, press [ @& |,

Recognition
In the right-hand area you can check if the document - 1284
.. . . Recognition 28 July 2020
recognition has recognised the lines correctly. e 20000
Recognition

If this is the case, now click on . The document is set up for further automatic
archiving.
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Step 2: Archiving a document that has been set up in the document recognition system

In order to archive the document the "Document recognition" must be switched off in
Archiv.One via "Help/Start setting".

Now print the document on the "Novaline Archivator". The document is automatically
recognised and stored in the archive with the preset settings. Every further document that
corresponds to the document set up here is now automatically archived. In our example,
each further invoice would be archived automatically just like the previous ones.

w Document recognition is a separate module and must be licensed separately.

If you are using Adobe Reader X, please deactivate the protected mode in the
preferences.
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The programme is used to provide the tax-relevant data | ahuingiens =)
according to 88146 and 147 of the German Fiscal Law | (i) \nl_archiving_test
H Administrator
(AO) for a data medium transfer. e ——,
. o . . [0 Administration =
According to the principles of data access and verifiability | g uaster pata
of digital documents (GDPdU), in addition to the stored | & archiving
tax-relevant documents and records, all structural | g acchive view
information necessary for the evaluation of the data, such Data Archiving
as format templates, file structure, field definitions and | ¢ pocument management
links, must be transferred in machine-readable form on a g miscellaneous
data carrier.
To start the programme select Data archiving, Data
archiving of the main menu.
[r—— i )|
The Data Archiving dialogue opens. Your default | focat
database, which you selected in the General @ pambase:  sgopemode
settings, is proposed for archiving. Selact path for relocation,
C:\GDPAU =
Company Nam Novaline IT GmbH
Principal Office Rheine
Choose the time period for the archiving.
from month January w2021 -
until month April w2021 -
Headlines Journal Archive Faol...
Start | | Cancel Burn CD Delete Archi...
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Change the database by clicking on the selection [ st tinkproperties x
arrow =, The Data Link Properties dialogue opens. On
the Connection tab select your SQL server or the valid

Provider Connection  Advanced Al

Specify the following to connect to SQL Server data:

instance of the SQL server from the list box ( ) 1 Select or enier 2 semver name:
under 1. Click on the arrow ™ . If not a server is [focab > || Refresh
displayed, click the Refresh button [#wsse= Refresh [ 5l o i oo worty
button A== | gnd try again. When you have entered ® Use @ specific user name and password:
all the information, check everything by pressing User name: [s |
retningiesen | Test Connection button. The Microsoft Data | mek"jp'w T p— |
Link dialogue appears. 3. @ Select the database onthe server:

|5BODemaDE |
If the test was successful, confirm this dialogue with (O Atach a database e 25 database name:

OK and also complete your settings with OK.
The system automatically returns to data archiving.

Test Connection

The server and database fields are not yet |lessisiing (]
connected. You see this by the three question .
marks "???" in the fields. Press the Connect | npagbase: 2

button. The previously selected database is Select path for relocation,
entered. C:\GDPdU !

In the field Swap path select the desired directory | . ... vam wnsekamm
for your data archive. The default directory | Frincipal office (unsexannm)
"C:\GDPdU" is suggested. Click on the button to
change the directory.

Choose the time period for the archiving.

from month January v 2021 -
The default value "Test® and "Rheine" are until month April /2021 >
suggested in the field Company name and o —
. . . . Headlines Journal Archive Fol..
registered office. Change this name accordingly. | I = | i
Connect Cance Burn CD Delete Archi..

This data is written to the archive file.

In the fields "of month" and "to month" you determine the period from which the data is to be
archived.

Confirm your entries with Start . The data is read of the using definition files out of
SAP Business One® and stored in the programme directory you selected previously for each
database (C:\GDPdU\{NAME of database}).

At the same time, a data import interface is created according to the "Description Standard
for Data Carrier Transfer" (Audicon) using the XML-based standard. With this data import
interface a nationally standardised audit software of the tax authorities "IDEA" (Audicon,
Dusseldorf) can process this auditable data.

In addition, one documentation file per data table is provided of a folder provided in the data
folder. Further table documentation can be stored here, which is also copied to the data
carrier.

During a programme run, a log file is created which provides information about the tables
created and the number of data records.

User-defined tables can be added in the definition files.

Page 100 of 110



The Protocol button shows the
protocol for the data archiving.

Use the Archive Folder button to

open the file directory of the archived data

The Burn CD button prepares
the folder (C:\GDPdU) for the burning
process. The following message appears:

Datenarchivierung

Der Ordner:
C:\GDPdU'(local)\5QL2019_EXPRESS (SBODemoDE)
kann nun gebrannt werden !

Press the

PAINOVALINE

7| Protokell.txt - Notepad

File Edit Format View Help
hrchivier‘ung fir Firma:
Firmensitz

DB-Server
Datenbank

Zeitraum von
Zeitraum bis

Kopfzeilen
Archivierung gestartet:

Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle
Tabelle

erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt
erstellt

Archivierung beendet

: Rheine

: (local)
: SBODemoDE

¢ 17172021
1 4/3e8/2021

: JA

: Kontenplan.csv (748 Datensidtze)

: Steuerdefinition.csv (41 Datensidtze)

: Mationen.csv (253 Datensidtze)

: MailNationen.csv (253 Datensitze)

: Geschaeftspartner Gruppen.csv (16 Datensdtze)
: Geschaeftspartner.csv (27 Datensitze)

: Artikel Gruppen.csv (8 Datensidtze)

: Artikel.csv (79 Datensdtze)

: Angebote.csv (@ Datensdtze)

: Angebote Zeilen.csv (@ Datensidtze)

1 Auftraege.csv (@ Datensitze)

: Auftraege Zeilen.csv (@ Datensitze)

: Lieferungen.csv (@ Datensitze)

: Lieferungen Zeilen.csv (@ Datensitze)

: Retouren.csv (@ Datensdtze)

: Retouren Zeilen.csv (@ Datensidtze)

1 Analysehusgangsrechnungen.csv (@ Datensidtze)
: AnalyseAusgangsrechnungenlLieferungen.csv (@ Datensdtze)
: Ausgangsrechnungen.csv (@ Datensitze)

: Ausgangsrechnungen Zeilen.csv (@ Datensdtze)
: Verkaufsgutschriften.csv (@ Datensitze)

1 Verkaufsgutschriften Zeilen.csv (8 Datensitze)
: Wareneingang.csv (@ Datensdtze)

: Wareneingang Zeilen.csv (@ Datensdtze)

: Einkaufretouren.csv (@ Datensdtze)

: Einkaufretouren Zeilen.csv (@ Datensitze)

: Eingangsrechnungen.csv (@ Datensitze)

: Eingangsrechnungen Zeilen.csv (@ Datensdtze)
: Eingangsgutschriften.csv (@ Datensdtze)

: Eingangsgutschriften Zeilen.csv (8 Datensitze)
: Journalbuchungen.csv (@ Datensdtze)

: Journalbuchungen Zeilen.csv (@ Datensitze)

: 5/4/2021 11:45:1@ AM Uhr v

Movaline IT GmbH ~

5/4/2021 11:45:89 AM Uhr

Ln1, Col 1 100%  Windows (CRLF) ANSI

Delete archive button if you want to delete the archived data in the archive

directory. Make sure that you have completely saved your archive data beforehand. An
evaluation via the Data Analysis programme is no longer possible after deletion.
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. Datenanalyse B

2.1 Data analysis Wahlen Si den Datenpfad aus

C:\GDPdU\(local)\5QL2019_EXPRESS (SBODemoDE) ]
Here you can check your data that were previously | ... TR E
archived. Select Data Archiving, Data Analysis from = Pasibenk  ssopemobe
the main menu: The Data Analysis dialogue opens. et s007.2020

Aktion: Liickenanalyse -
In the first field the current data path of your last = °ome™ Ausgangsrechining >
archived data is already suggested. This can be [-] Sortieren
changed at any time by clicking on the Selection | #essndfinmon | apstegene Aufsteigend
button. Auswertungergebnisse:

In the Action field select the desired analysis. The
following analyses are available:

Gap analysis:

You can use the gap analysis to show gaps in  [auswertungsergebnisse:

the document number range by left-clicking on  keine Licken vorhanden. -
the Evaluate button. A

Discount analysis:
This analysis shows the highest, lowest and average discount, if available.

Size class analysis:
In the size class analysis, so-called size classes are to be defined in advance. Select the size

class analysis in the Action field. Press the now active button Class definition .In
the following dialogue you define your size classes.

Example: You want a compilation of your invoice

receipts for the values: 0 to 600 €, 600 to 1,000 €,

1,000 to 2,000 €, 2,000 to 2,500 €, 2,500 to 3,000 € *

and from 3,000 €. Use the button New to [N . =~ 7 %

enter the corresponding sum sizes. The entered 3 3500

value defines the "up to" limit in each case. When

you have made all the entries, exit the || meu [[ Loschen [[ abbrechen

dialogue with Cancel.

Decide on a sort order iascending or descending) and Zwsg'ghtm . "
I WUnden Insgezaml echnungen wearbuchk,

confirm with Evaluate

Drer hischste Rechnungsbetrag ist  10031,25 €
Drer kleinste Rechnungshetrag ist 838,95 €

Click on the View button to open the analysis |« osher 3500 (11 Rechrungleny [ Ansehen |

' . . . - Klasse 2: gri:iﬁer 2000 (0 Rechnungien)
dialogue. Here the invoices are listed with voucher g selessn (s emnds) e
number, voucher date, amount and company.

Klassendefinition F

SummengriBen ab ...
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Double document number analysis:

Here you can determine whether document numbers have been assigned twice. Click on the
View button to [Ansshen ],

Datenanalyse

Wihlen Sie den Datenpfad aus

Double amount anaIVSiS: C:\GDPdU\(local)\5QL2019_EXPRESS (SBODemoDE) ]

With the double amount analysis you can get an | .. Novaline I Gmbid
evaluation of duplicate invoice amounts. This is the | patenbank:  seopemope
Zeitraum: 01.01.2020 - 31.07.2020

case for the same invoice number, the same | ewtei 20.07.20m
invoice date or both. o

Doppelbetraganalyse -
Dokument: Ausgangsrechnung v
Sortieren
Klassendefinition () Absteigend O Aufsteigend

Auswertungsergebnisse:

Der Rys Betrag von 165315 € wurde m f, verbucht, -] Ansehen b -
Der Rys Betrag von 16295.56 € wurde mf, werbucht, -] Ansehen
Der Rys Betrag von 14726.25 € wurde mf, werbucht, -] Ansehen
Der Rgs Betrag von 14645,63 £ wurde m.f, werbucht, x| Ansehen
Der Rgs Betrag von 14043,75 £ wurde m.f, werbucht, -] Ansehen
Der Rgs Betrag von 13717,73 € wurde m.f, werbucht, -] Ansehen
Der Rgs Betrag von 13067,69 € wurde m.f, werbucht, -] Ansehien
Der Rgs Betrag von 12953,69 € wurde m.f, werbucht, -] Ansehien
Der Rgs Betrag von 12691,35 € wurde m f, werbucht, -] Ansehen
Der Rgs Betrag von 116025 € wurde m f. verbucht, -] Ansehen
Der Rgs Betrag von 10432,5 € wurde m f. verbucht, -] Ansehen

Auswerten H Abbrechen

Click on the View button to
branch into the analysis dialogue. N =
Here the invoices are listed with e

VOUCheI‘ number, VOUCher date, Surnrme Belegnr,  |Rgs.Betrag und Rechnungsnurnrner

19635 261 4Rz Betrag und Rechnungsdatum
amount and Company 19635 2%z JRags.Betrag und Rgs M, oder Rgs.Draturn

gz Betrag und Rgs.Mr. und Rgs Datum

19625 265 STIEEUIT TIRFLEF IO

Datenauswahl F

wor o~ 3

In the data selection select the
Action select the appropriate option
according to which criteria the data
should be analysed.

| Auswerten || Abbrechen |

VAT analysis:

The VAT analysis checks whether there are different tax rates between the delivery note and
the invoice.
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Chapter 3 Novaline AddOn Configurator

In the Novaline AddOn Configurator the Novaline programmes Archiv.One, Kore.One,
Personal.One, Construction.One and Catalogue are set up to work with Business One. You
can find the Novaline AddOn Configurator in the main menu of Business One under
Administration/AddOns. The various tabs in the Novaline AddOn Configurator are used to
make the settings for the individual programmes.

[ Cost Accourting [ Construction, ONE ] Catakg ] Databass Wizard ] Trigger [ Mobile Entry [ Genaral ]

[ Archiving | Wiorkflow I Digital Personnel Office I Recherche Archives I Human Resources ] |
[[] Disable Archiving | Button Bosition {0) |
[ Show Archiving Button | 2utom, Sean Czll (0] |

[] Shov Document Linking

[] Show DragBDrop Archiving

[] Hard awver ftem from document

[] Hard aver mumbering sefizs with document

[] Archivee: Activity Data

[] use deument date for scanning the incoming invaics
[] Date handover 4, 008.50x to archiving Version

[[] &enerate ZUGF=RD data

[] int=grated archive list

Code Business Partner for own doouments

1. User defined field name
2. Usar defined field name
3. User defined field name
4, Usar defined field name
5. User defined field name

(] ) | Gy | e |

User d=fined field for sarial numbears 7w
User defined field for batch numbers 7 -
[[] Create user defined fizkds for documents [] Create user defined fizlds for Blankst Agreements

[[] Create wser defined fizkds for Production Onders [] Create user defined fizkds for Opportunities

[] Create wser defined fizkds for Service Calls and Gontracts [] Create user defined fizkds for ZUGF=RD

[] Create user defined fizlds for Payments [] Create wser defined fiekds for DragBDrop Archiving

[[] Create user defined fiekds for Journal Entries

Q Changes in the configurator only take effect after restarting the AddOn.
Creating custom fields causes an entry to be made in the Business One database. It
may take a few seconds for these changes to be completed.
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3.1 Archiving index card

Deactivate archiving:
When set this checkbox, disables the "Archiving" menu item in the Business One Main Menu.

Show storage button:
This activates the "File" button in the Business One dialogues.

Show document link:

The "Document Linking" is displayed in the Archiving main menu in Business One.
With "document linking" all archived documents can be linked automatically if they belong to
a common process in Business One.

Example: A quotation became an order, the order became a delivery, the delivery became an
invoice. This relationship in Business One is entered as a link in the archived documents.

Show Drag&Drop Tray:

By activating the checkbox a new symbol appears in the task bar under the running
processesizl. A left click on this symbol opens the Drag&Drop folder where you can drag files
from the Windows Explorer or e-mails from MS

Outlook. The document is indexed to the respective | NewlineBieg&biep Ablags =l
opened menu item in SAP. Dokumentera | Angebot
Adress-Nr, C20000
Example: You have created an offer in SAP to which | reme PC Welt GmbH & Co.KG
an e-mail is to be attached in the archive. You open | seke. 343

the offer in SAP, then select the Drag&Drop folder of | eegosn  08.07.2020

the taskbar and drag an e-mail from Outlook into it. | seedee

After you have clicked on the Archive file button the e- | sieene Ausgangsbelege-Post
mail including attachment (if any) to the offer is | .._,.. sap_sBopemonE

IﬂdEXEd and aI’ChIVEd. Datei C:\Users\Drescher\AppDa... [E

Diatei archiviersn |

Transfer articles from documents:
Transfer of article numbers from SAP to archiving.

Numbering series to be transferred to the document:

If the checkbox is activated, the prefix, document number and suffix are displayed in the
document view.

Archive activity data:

After activating this checkbox, the document is created and archived when an activity is
saved.

Use the document date (TaxDate) when scanning the incoming invoice:
The document date corresponds to the voucher date and not the booking date.

Date transfer until archiving version 004.008.xxx:

If an older archiving version than 004.008.xxx is set up, this option activates the transfer of
the document date from SAP BO to Novaline Archiving.
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Generate ZUGFeRD data:
This option makes it possible to attach a supplier's ZUGFeRD data to a document.

integrated archive list:

The integrated archive list displays a new "Archiving" tab under the respective document
selected in SAP. All archived entries for the document are displayed there. Double-click on
the selected entry to display the archived document.

Button positions:

. ) . tton Position IE‘
This button opens a dialogue where you can move the positions Bu pmw -
of the Novaline buttons "Archive", "Scan" and "File" to the right. | [ | 150
Enter the corresponding form type of the dialogue in the field
"Formtype" (here 149=0ffer) and the number of pixels by which
the Novaline buttons should be shifted to the right in the field .
"Pixel". For the information of the form type the system
information must be active in the settings of Business One.
autom. Scan Call [x]
e Automatic scan call: —
2 In this dialogue the automatic call of the Novaline scan dialogue can
be set up for a document.
Enter the corresponding form type of the dialogue in the field
"Formtype" (here 149=0ffer). With this function the scan dialogue is
automatically started after "Add".
Zave Canczl

Business partner number for own receipts:

An address is required for automatic archiving. In some Business One dialogues, however,
the information of an address is missing (e.g. journal entries). It is possible to enter a
business partner number that is used for automatic archiving in these cases. Enter the
number of the business partner in the field.

User def. field name 1-5:

User-defined fields from Business One can be automatically adopted as user-defined fields
in archiving. To do this, it is necessary to create the user-defined field in the archiving. (For
more information see 5.2.2.6 User fields).

The assignment of the user-defined field in archiving to the user-defined field in Business
One is done via the same number of the field.

Example: If you want to adopt a user-defined field "Project number" in the archiving as user-
defined field "1", enter the name of the field in the user-defined field "1" in the Novaline
AddOn Configurator. This must begin with "U_".
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User def. field for serial number:

This allows a serial number to be automatically adopted as a user-defined field in the
archiving. Select the number of the user-defined field. This number must not be assigned in
the above-mentioned user-defined fields, otherwise double assignment will occur.

Custom field for batch number:

This allows a batch number to be automatically adopted as a user-defined field in the
archiving. Select the number of the user-defined field. This number must not be assigned in
the above-mentioned user-defined fields, otherwise double assignment will occur.

Create custom fields for documents:

This checkbox activates the fields "Scancode" and "Dispatch by" in the Business One
dialogues.

Create custom fields for production orders:
This checkbox activates the field "Scancode" in production dialogues.

Create custom fields for service calls and contracts:
With this checkbox the field "Scancode" can be set active in the service dialogues.

Create custom fields for payments:
This checkbox activates the field "Scancode" in the payment dialogues.

Custom fields for journal entries:
This checkbox activates the "Scancode" field in the journal dialogue boxes.

Create user-def. fields for framework agreements:
This checkbox activates the "Scancode" field in the framework agreements.

Create custom fields for opportunities:
This checkbox activates the field "Scancode" for opportunities.

User-def. fields for ZUGFeRD:

With this option it is possible to select ZzuGFeRD-Daten ZUGFeRD -
which type of ZUGFeRD data should be Letweg-ID 0 - Keine

attached to documents of the respective 1 - ZUGFeRD

supplier in the user fields of the supplier. 2 - X-Rechnung
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3.2 Personal.One index card

Deactivate Personal.One:
When set, this checkbox disables the "Personal” menu item in the Business One main menu.

3.3 Kore.One index card

Deactivate Kore.One:

When set, this checkbox disables the Cost Accounting menu item in the Business One main
menu.

3.4 Database assistant index card

Deactivate database assistant:

When set, this checkbox disables the Database Wizard menu item in the Business One main
menu.

3.5 Construction.One index card

Deactivate Construction.One:

When set, this checkbox disables the menu item "Construction.One" in the Business One
main menu.

Create custom fields for job submission:

If this checkbox is activated, the user-defined fields "Object" appear in the title area. "LV-
Group", "Position", "Supplier" and "Unit of Measure" appear line-related in the Business One
dialogues.
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3.6 Index card catalogue 4|¥|»] General +| x|
Lieferanten-Mr.
Deactivate catalogue: e
When set, this checkbox disables the "Catalogue” menu aheode
item in the Business One main menu. Daten Herstellr
Hersteller-Info 1
i i Hersteller-Info 2
Create custom fields for articles: Hersteller-Info 3
i i i ) ) Altern. Art-Nr.
If this checkbox is activated, the user-defined fields appear | resoesie
in the title area. (see image on the right) g
Kurztext-1
Price lists Designation: Kurztext-2
Designation of the price list to be adopted. Langtext
Price takeover: EAN-Articelr.
K A Haupt-WG-Nr.
This sets how the prices are to be taken over from the Hauptwarengruppe
) WG-Nr.
catalogue: e
Bruttopreis 0,00000
. MNettopreis 0,00000
None: Prices are not adopted Preiseinneit
e Standard price: Standard price of the price list is ;‘;fj;fjg;;“:ﬁf
used Rabattgruppe
. . . . . Rabatt-Type Prozentsatz -
e Special price: Business partner special price s 0,0000
|Sused Refe!'enznummer
) . R Arbeitsgruppen-ir.
e Standard price and special price are used. Arbeitsgruppe
Arbeitsintervallmenge
Rabatt-Type(1) Prozentsatz -
Rabattwert(1) 0,0000
Rabatt-Type(2) Prozentsatz -
Rabattwert(Z) 0,0000
Rabatt-Type(3) Prozentsatz -
. . Rabattwert(3) 0,0000
3 . 7 TI’I g g erin d ex Cal’d Kalkulationsgruppen-ir,
Kalkulationsgruppen-Bez.

Create custom fields for item extensions:

This creates the user-defined fields "Catalogue price", "Price unit", "Cost group" and "ltem
description"” in the title area for the Novaline Trigger in the item master data dialogue.

3.8 General index card

Deviating data path:

If the booking file of the transfer from Novaline Personal is not to be searched for in the
standard directory, a folder can be specified here in which the booking file is expected. The
add-on creates a subdirectory \DB-Name\Fibu in the folder specified here. DB-Name stands
for the database name of the client. The booking file must be stored in the folder Fibu.

Log errors / log events / log programme calls:

These checkboxes activate a logging of the AddOn and should only be activated after
consultation with Novaline for support purposes.

Page 109 of 110



=

™

Glossary

'AINOVALINE

Designation

Explanation

(Address) Browser

To browse" means "to turn the page”. In conjunction with
Novaline archiving the address browser displays address
records.

Checkbox Check box to switch on and off. If thisOis empty, the status is
deactivated. The checkbox is switched on with a single left
mouse click and switched off again with another mouse click.

Hardcopy Printout

Kannfeld The input is allowed. It is not forced. Further editing is also
possible without the content of an optional field.

Listbox By opening this function the available selections are
displayed in a list. By a simple left mouse click information
can usually be selected for transfer.

Option field O At least two commands are available for selection. Only
one option can be selected by a mouse click. If you click on
the other option, the first one is automatically deactivated.

PDF Portable Document Format - platform-independent file format
from Adobe. With the help of the Adobe Acrobat Reader,
PDF files can be read on the web.

Mandatory field The entry is mandatory. Otherwise the data records cannot
be saved/processed.

Prefix A sequence of leading symbols of a word

Screenshot Screen print. Everything that is displayed on the screen can
be filed as a "photo".

Button The button can be clicked with the mouse. This executes a
specific command/function.

Suffix Coherent sequence of symbols at the end of a word

XML (format)

Abbreviation for Extensible Markup Language. Defines how
data is stored in a structured way in text files. XML data
structures are also understandable for other than the original
application. Data can be exchanged between different
applications independent of the platform.

Your Novaline team wishes you with Archiv.One much success!

This document does not claim to be complete. Subject to change without notice.
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