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Everything you need for successful office automation

DocuWare is a state-of-the-art platform that allows you to manage, process
and utilize business information — centrally, quickly and effectively. The
comprehensive capabilities and functions of our document management and
workflow solutions can be integrated into any IT system to digitize manual or

paper-based business processes from any department.

Boost your company's productivity and make every day work easier for your teams.

Get started with DocuWare and see for yourself.

A comprehensive range Maximum stability and Available as a cloud, Multiple awards and Used by more than
of functions and excellent performance with low on-premises or hybrid certifications 12,000 companies in
user comfort maintenance requirements solution 90 countries

DocuWare leads the way
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The DocuWare Client is where you will complete most of your document-related
work. Switch between your work areas to archive, find and edit documents.
Numerous functions and automated processes help you perform all your tasks
quickly and in a structured way. You can also open the configuration manager
directly from the DocuWare Client, allowing you to customize applications or add

new ones.
Independent, mobile working

Access the information you need anytime, anywhere. Stay part of the ongoing
workflow and keep working on your tasks from home or on the road. All you
need is the browser of your choice and an internet connection to log into

DocuWare.

Switch to touch mode for working on a tablet or use our DocuWare Mobile
App foriOS or Android to retrieve information on your smartphone, approve

documents or perform any other tasks when you're away from the office.
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Collect and organize information

Bring together all of the information that is necessary
for your business processes on a central platform.
Invoices, delivery notes, application forms, project
plans or presentations — all document types and
formats are welcome in DocuWare. Automated
import and indexing functions ensure immediate
availability, fast workflows and full productivity.
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@ DocuWare | Collect and organize information

File cabinets as a central information platform Peggy Jankins
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Store scans, Microsoft Office documents, PDFs, ERP records, web forms and

) ) ) ) ) ) U tnvolces X General | WR documents RAPID TRANSPORT
email together in easily searchable file cabinets and access them instantly from S W . P 300 BL COUNTY BLVD
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any device. Bundle information in a structured way and create file cabinets for

m TEL: 631 7559120 FAX: 631 249-2460
LS8 e L INVOICE T e

any business area, such as accounting, personnel files, sales and marketing.
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Intelligent indexing, full-text indexing and sorting capabilities give authorized - a = Fnare) e SarCod
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. . . . . . Repid Transport in Imaging Systems Robinson's Refuge US Steed .y
users the right information in the blink of an eye. Parallel searches in several R s Defauit dialog FEL 545 s 904 FAx 0255624048 Sxrns
i i [ — e ounee N
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User-specific dialogs for storing, searching and results i T Wd::’l MUCB06701
: . . . . . . . Personnel file | ARRIVAL PORT AND DATE seRv L “
When storing in a file cabinet, each document is enriched with structured index ) [ T D UTRBTs |
JOHN F KENNEDY AIRPORT
data. Use a simple modular system to define which index fields and dialogs TGN EST DUV & S SUECT TO LGUIBATION p—
02 (T9102) - BREAKRULK CHARGES & HANDLING w60
you want to use. Configure individual dialogs for storage, search and result Nt /ol coyoan KA e SRS briyed
R N . L. O (OR0Z) -~ CUSTOMS BOND PREMIUM g0 |
view and assign them to individual users or user groups. So everyone has Sl ek - Dt M ‘ |
) ) » TOTAL ANOUNT DU ON /1372019 § s |
exactly the user interface they need to manage their specific tasks. T 5 2 |
INVOICE AMOUNT, IF PAID AFTER DEIF DATF ARDVT § [ o l"]ll}
PAYMENT TERMS: Payment dus withn 30 days. ‘
Document capture from all sources c < BB > > (500 B—

Capture and classify paper documents directly by scanning. For files, PDFs and Bafariseniraly Snpdpcimsrnisinonal i

email, use Import, Drag & Drop or a straight command in the relevant enterprise ) . .
A port. 2rag °opP ght comma prs cabinets, simply import, scan or drag and drop them

lication. Store documents directly in a file cabinet without user action or . .
app 2 y HEus © into digital document trays.

capture scans and files first in a digital document tray.

A document tray in DocuWare is a temporary storage that can be used alone or
together to view, staple and sort documents before they are archived. Documents

are archived in their original format or as PDF/A files.
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Indexing without manual data entry

DocuWare turns document capture into a highly efficient process by automatically
reading document content, for example for a full-text index, or importing index
information from external sources such as text files, databases or address books.
The methods for enriching documents with correct index date are as varied as

effective:
Machine learning

Intelligent Indexing automatically recognizes key information in documents and
uses it to fill the fields of a store dialog. As soon as you correct an index value,
the machine learning service learns from your feedback and the indexing quality

increases with each additional document.

Peggy Jenkil X
@ pocuware potars Bncl " v lv <€ 1 > «<D 1|2 >» RapdTansportinc &v@@ X
&3 Document trays Qu—ﬁ-visuavJva-.-wv 0,
Soee o Twance) RAPID TRANSPORT
- muﬁ:\mnuvn
Cancel i SUTE
< @Rﬁﬁ FARMINGDALE, NY 11735, US
TEL: 631 755-9120 FAX: 631 249-2460
Company |Rapid'l’muport N =
Document Type |lr~uoe In v |NVO|CE ::‘:-“"
Document Number Il9756680 v Em%@"’“‘ :::::::-
NEWBURGH. NY 12580 US
Order Number |003167303 e %’"A:;uws FAX: 8455630046 SMERL

Document Date. [07/142019 v
Due Date |03/13/2019 v
Net Amount [ 483,54
Tax Amount 1 [0:67
Gross Amount |453.21

Account |123§

Our Ret¥ Ingeri PETERS ENGARERNG
Consgron. PETRRS FVGAERRNG
CARRIERVESSEL FLT NOY DEPART DATE PORT OF DEPART. COUNTRY OF EXP._ | TIME DEFIMITE
Lo [y et ey -]
€O GERMMNY. FID REPBUC
v SUBMOUSBL | MT | INCOTERMS
1 AR T Ew
v [ouanmy | ACTUALWOT.|
198 nmen [ nsow
X | ARRIVAL PORT AND DATE | SERV. LeveLTRAN seRvicE ENTRY NO.
Port 4101 Date OTOODW |
v JOHN F KENNEDY AIRPORT aadiianed
DESCRPTION
oL (c1001) EST DUTY & FLES SUBJECT TO LIGUIDATION
0z (02 BREAKBULK CUARGES & HANDLING
03 (T6001) -  AIRFREIGHT
04 (CR000) US CLSTOMS BROKERAGE - ENTRY SERVICES |
05 (CRI0Z] - CUSTOMS BOND FGEMIUM |
06 (T701) INLAND FREIGHT - DOMESTIC DELIVERY 1
07 (Twer) TRAFFIC COORDINATION SERVICES |
TOTAL AMOUNT DUE ON (8/13/2019 $ |
[
INVOICE AMOUNT, IF PAID AFTER DUE DATE ABOVE § s |
PAYMENT TERMS: Payment dus withn 30 days 1

T P K

Content transfer by marking

With the One Click Indexing function, you mark a term, date or amount within a
document opened in DocuWare Viewer to promptly fill the content into an index

field. So even complicated invoice or IBAN numbers can be entered effortlessly.
Import from print stream

With the universal DocuWare Printer, you can import documents into DocuWare
from almost any application using a print command. For standardized documents
such as outgoing invoices, DocuWare Printer automatically identifies storage

criteria such as customer number, date and contact for indexing.
File import with monitored folders

DocuWare Import instantly brings documents such as scanned invoices or PDFs
from your ERP system into DocuWare. As soon as they are stored in a defined
folder of your file system, DocuWare Import archives them automatically using
specific metadata. In addition, module Barcode & Forms reads barcodes to sort,

separate and index scanned documents.
Data synchronization

Autoindex retrieves information from external data sources and uses it to enrich
data records in DocuWare. Find out more about Autoindex under Integration on

page 17.

No manual data input necessary.
Intelligent Indexing automatically
extracts index values and completes

the fields of a filing dialog.
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Connection to your email client Inbox - simon.stone@petersengineering.com - Ouiook (Product Activetion Failed) 2 ® -0 X
SEND / RECEIVE FOLDER VIEW DocuWare
. . . . . . . 3 Configurati Hel)
Email messages often contain key information that is essential for making your L] T—— @ —— ! B ?r":m‘
Store Quick o
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decisions. Manage your email along with associated business documents and Search Otogou 4 ogin ) St
Store Quick Search Misc -~
make them available to all authorized colleagues. DocuWare collects email and * | [Search Cumrent Matbox ui-) B [Comentmaivon =] QReply € ReplyAll S Forward
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attachments individually or together from any clients. Archived email are flagged R DYOuen Newat y
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Import email and attachments from Outlook into DocuWare or start a search in o il , ardian.
. . . Application . = = nature of my degree course has prepared me for this position. It involved a great deal of
the secure archive directly from the mailbox. Connect to Outlook enables you to | 9 find Relsted * lependent research, requiring initiative, self-motivation and a wide range of skills. For one
mas Bright Quick Steps » : 2 ; . 4
o . o o " arse, an understanding of the industry was essential. | found this subject very stimulating.
seamlessly integrate DocuWare into Outlook. At the time of storage index values = e B Rules , ) : Ve
Patrick Summers W Move » m a fast and accurate writer, with a keen eye for detail and | should be vel
i i i i G Applicati M ’ ry grateful for
SUCh as Sender‘ SUbJeCt and emall address are aUtomatlca”y taken from the emall iy @ Ignore : opportunity to progress to market reporting. | am able to take on the responsibility of
. . Peter Sanders e . . A
information. Personal and com pany names can be added from external sources phisdml & ook » 5 position immediately, and have the enthusiasm and determination to ensure that | make
X Delete uccess of it.
such as address books or CRM. Dociate Woldlow@benrs Enploeadng -y ® Soeindoctiae 3| HRDocumenttray
@ Quick Search in DocuWare » HR File cabinet } time to consider this application and | look forward to hearing from

© Ouder yo

Personnel file

Email from other accounts

Yours sincerely

Save email from Google, Yahoo, Web.de and many other webmail clients with

Connect to Mail securely in DocuWare and retrieve all documents relating to DocuWare integrates seamlessly into Outlook.
a project at the same time — not only email but also sketches or contracts, for You can store or search for email in the DocuWare
example. DocuWare monitors a folder in your email client, imports the incoming ribbon or via context menus.

messages into the archive and enriches them with the necessary index data such

as sender or subject.
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Web forms for data capture © Docuware 33

B Forms ocaimaens ¥
< Back Publish s
Create web-based forms and share them via URL to capture information quickly,
easily and legibly. Even people who have no access to your DocuWare system S Booms caICY
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Easily create and publish web-based forms with an intuitive editor.
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Access, display and edit content

To carry out and complete your tasks
effectively, you need to have the
required information on hand.

DocuWare provides your teams with
comprehensive picture about

a customer, project or business
process within seconds.

Features and capabilities
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Flexible search

Enter individual search terms or select keywords from dropdown lists, use place-

holders and logical links, and search the document content as well as the index
data. The result is immediately available as a list that you can sort as you wish.

Related documents are linked to one another as needed.

© bocuware e Flexible keyword search:
B
Fiaance-Search  HR-Search  HR - Employee Data X employee from a specific period.
@ Reset
Department v
Last Name  "Winter” v
First Name  “Tom"™ v
Date of Birth v @ v @
Personnel Number v
Subject %
Document Type v
Status. v
Fulltext
Stoce Date  01/04/2018 12:00 AM B 12/31/2018 11:59 PM = i
© pocuware 5 B e Quick search result:
& Document trays Eum'/lﬂu'-loha:v
Finance- Search | WR-Seorch  HR- Employee Dota X the employee in one overview,
<cangeserch 3= 1l i
Type Last Name First Name Document Type Subject Start Date
= Vanter Tom Paysip January 2018 01/25/2018
L] Vnter Tom Performance Review Performance Review 2017 02/08/2018
o winter Tom Agreement Receipt Employes Handbook 02/12/2018
vinter Tom Paysip February 2018 02/23/2018
- Winter Tom Travel Expense Report Customer visit 03/16/2018
vinter Tom Paysip March 2018 03/28/2018
- Winter Tom Vacation Request Vacation from 5/7/18 - 5/14/18 04/03/2018
- Wntes Tom Certificate Traininn nrice and oot anahvic NaNAHPMR .

(=} all personnel documents for an

=1 all personnel documents for

sorted by date.

Folder view

If you also prefer to sort your documents into folders, you can easily do that with
DocuWare. Map your documents in any folder structure and work with multiple
project files at the same time, each containing the same version of a document

without multiple occurrences.

Simon Stone
0 DocuWare Peters Engineering
Q Documenttrays  Q searches 33 usts | o/ Tasks [ NOTSSR 0
HR - Employee by name X
Employee by name > Winter > Tom v B 1
Agreemznt Application sttandance Calendar  Authortzation Certificate Driving license Emergency Note
Insurance Claim Notificabion Papsdip Peformance Review  Sick Day Nobice  Traved Expense Re...  Vacation Request

Intuitive search via folders:
all document types found in an

employee’s personnel file.

Features and capabilities
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Search from other programs Standalone archive

Maximum efficiency can be achieved by integrating the powerful DocuWare Assemble documents specifically or select entire file cabinets with DocuWare
search function directly into other programs. For example, you can access Request to provide them to auditors, external staff or other service providers.
invoices and delivery notes directly from ERP, personnel files directly from your With the integrated browser, they can search for and view documents — without

HR software, customer correspondence from CRM, or archived emails and related DocuWare or other additional software.

information from Outlook.

Display - o x The DocuWare Viewer toolbar offers
' UsSted new 2 $. 0@ x numerous functions for convenient
In the DocuWare Viewer, you can open documents via any browser on Mac, 1-800-295-1234 wvoeNo. [ sorzs viewing and editing documents.
w—— ca

S
2200 5. Lakascde Dre « Wiikegan & 40085

PC or Linux, regardless of the program used to create them. Page through the Digital stamps and annotations make

INVOICE e
KNG TGS G % e decisions easy to track.

YOUR ORDER # 132154812

document, rotate or zoom the pages, or copy text to the clipboard. Numerous
editing functions are also available.
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The document itself remains unchanged by the overlay technique. Alternatively,
open and edit documents in the original program and save them directly back
into the archive. Depending on the setting, DocuWare automatically creates a

90 STOL GROCR S

new version. o cx SATIMISORND ST GROER 100 wwm enmom
00 c %0 $AI>ALMS AL M 2000 9900000
e o %00 s e BOLY TYPE 308 el 7000 00

Share information roon 3o ANOCEANVEW AN 060 a0

N | 1 Tt (TEM AT O CHARSE
Jerians.
Download d int th d forward them i il th S
ownload documents, print them out and forward them in an email that opens e -
directly from within DocuWare. Or send and share links to individual documents - A
. . 2272019
or lists, instead of large email attachments. This also ensures that only those who Ruesson Sems Comemnts

are authorized to view the content can access it.
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