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Chapter 1 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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Chapter 2 Settings - Administrative Activities

2.1 Setting up the scan monitor

The scan monitor must be set up in such a way that incoming invoices are scanned into a
defined folder and from there, through the scan monitor, are sent directly to the workflow.
OCRr

Scan monitoring

File Help
Directory for scarks C:\Scandocuments -
Error directory: C:\\ProgramDats| Novaline ScanMonitor_Error Dienst gestartet
Case Sensitivity
Saort items
Minimal langth
Maxirmal length
OCR. Engine Omnipage OCR e
Scancode Barcode ¥ Barcode Code 128
Scancode scheme prafi) Scancode scheme suffic
Scancode length Scancode length in characters, Example ##4711##% = 8 characts
Scancode per page =
Scancode unigy [l
iAutomatic allocation Hl
Launch delzy {s=c.) \ 1] File access refries: 10
# Userverz * Dokumentenart Dokumententyp / UserFreigabe Aliv DokTo... Mandant
| i ‘Ci\Scandocuments) Incoming Payment Bestellung Engangsbele%li’cst SAP_SECQDemcDE
2 C:\Scandocuments) Barcods Bestellung Ausgangsl#ge— Fax | - chne -
3 C:\Scandocuments) Pictures Einkauf Anzahlung... Engang&éebgepcst a SBO
Directory for scans C:\Scandocuments\Incoming Payment [=)
Document Type: Eingangsbelege-Post i
Document Category: Bastallung hd
Clezrance for user ™
Client SAP_SBODemoDE
Active [w Document to Workflow [l
Update || cancel |
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2.2 Master data maintenance in SAP

'AINOVALINE

In SAP various criteria must be fulfilled in order to ensure a smooth allocation of the incoming
invoice. First the business partner associated with the incoming invoice is allocated. Seven
criteria/information are decisive here. In the workflow you can set how many criteria must be
fulfilled. However, for this assignment to work these criteria must be stored with the business

partner:
UID numb T -
number Code Manuel - Customer ~
Name Novalne Informationstechnolog
Ngn Name
Te|ephone Group Einzehandel -
Euro -
n u m ber VAT Blumber DE2343148699
U n Iform Genera| | Contact Persons N Addresses ] Payment Terms N Payment Run N Accounting [ Properties N Remarks [ Attachments L
Tel. f———P> (05971 8680 Contact Person
UID number Do 2 R
Mobie Phone OTiflet AT e » 311/5920/2255
05971 868 291
info@novaline.de Remarks
www.novaiine.de
Sales Employee -Kein Vertriebsmitarbefter- /(=
Fax number
=| BP Channel Code =|
- Technidan =|
Company - Territory =
- Language German -
Email address —;
Natural Person Status None
Alias Name
GLN
Web address
D Block Sending Marketing Content EI
(=) Active From To Remarks
) Tnactive
I BAN | BusinessR | () Advanced
Code
Name
S
Group o
Currency Euro -
VAT Number DE2343148699
J General [ ‘Contact Persons N Addresses Payment Terms Payment Run ] Accounting N Properties ] Remarks [ Attachments l
Payment Terms 2% 10 Tage, Netto 30 Tage ~ Credit Card Type -
Interest on Arrears % Credit Card No.
Expiry Date
rice List VK Einzelnande! | ID Number
tal Discount % Average Delay
it Limit 0,00 Priority -
Comnitment Limit 0,00 Default IBAN
Dunniyg Term + Standard - Holidays e
No e Payment Dates =

Lowest Discount
Default Priority

Bank Country/Re§j Germany

Bank Name * Ibbenbirener Volkshank
Bank Code 40361906

Account 950317700

BIC/SWIFT Code GENODEM1IBB

Bank Account Name

Branch

CtrlInt. ID

IBAN E5740321906950317700
Mandate ID

Date of Signature

4lalm

Allow Partial Delivery of Sales Order
Allow Partial Delivery per Row

["] Do Not Apply Discount Groups
Endorsable Chegues from This BP
[ This P Accepts Endorsed Cheques

=

Page 4 of 14



% 'AINOVALINE

2.3 Set up general settings

Various entries are also necessary in the general settings of the workflow. First you can
select how many hits must be fulfilled ip-the criteria to assign the business partners. At least
two criteria are recommended here? In addition, the VAT rates that can occur must be
specified here. Finally, the blackhst and whitelist for invoice numbers can be added and the
total amount can be fillechin.

focz) \nl_workflon
Administrator

[ Modies [ DagBRebie | Userbens

W Aschiving Connection General [ Workflow Designer \

[ Administration Escalation Notcaton (Emai) [ Uede |  DooumembDewcion |
O CommonsSettings
Ol Dsts SourceDefinition

e e Possibl Taxamounts (in %) 15,00 = ]

Working time

UserManagement

User Groups

UserManagement (extended) Keymords

Substitution Configuration

Distributor Configuration

Natification st

[ 1 O O I i s |

‘Workflow Overview

@ Master Data Recegnize Freight:
Delvery detection
Search in all arics data sourcas u]
Accounting data

s Workflow Client

Interim account: )
Aceoune Discoun: =)
ccount Freight: ]
Dogument number Datection

Meamum lengthi 3

Take characrers from: From kit ~

2.4 Macro editor

The programming language "C#" (CSharp) and "VB" (Visual Basic) can be used in the macro
editor. Two macros must be set up here.

A Important!!

In order to be able to use macros in the workflow, the macro must be adapted using the
"Compile" button and then saved using the "Update" button.

If external assemblies (modules) are used, it must be ensured that all clients can access
these assemblies via the specified path.
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2.4.1 Enter SAP incoming invoice

First the programme button "Add" have to be pressed in the macro editor. Next the supplied
macro "Enter incoming invoice" is selected via the "Import" button. Finally, the imported
macro must be compiled and added.

Macro Name SAP record invoice [E]

Macro Options \z)

Macro Language c# -

Mzcro Namespace Mowzline

Macro (ass Name MacroClass
J Main method | Additional methods ] Additional using directives I_ “l*l

using System.windows.Forms;

namespace Novaline

public class MacroClass @ WMacro
public bool RurMacrodl)
[ ]

if (!UserData.Containskey( "gudscancode™]))

Meldung. Show("Benutzerdefiniertes Feld flir Scancode (guds
return Talse;

if (!UserData.ContainskKey("gudFaslligkeit™))

i
Meldung. Show("Benutzerdefiniertes Feld fir Falligkeit (guy
return false;

¥
if (string.IsNullorEmpty({UserDatal"gudraslligkeit™]))

Meldung. Show("Benutzerdefiniertes Feld flr Falligkeit nig
return Talse;

it ('wAlTlgemein. IsSAPACTIvel(]))

Meldung.Show{"Bitte SAP Business One mit Movaline Addon =™
| 4 ’

I T = =
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Mowvaline Workflow Macros

+ B

Organize « MNew folder

Mame [Date modified

3

2.4.2 Update archive

. _Movaline
B Novaline
B Novaline
B Novaline [
B Novaline £
B Novaline t
B Novaline F
B Novaline F
B Novaline ©
B Novaline ©
B Novaline ©
B Novaline 1
B Novaline 1
B Novaline 1

M rlovaline \

Applikation starten.mcr

Archiv aktualisieren mit Userfeldern.mecr
Archiv aktualisieren.mcr
Archivdokumnent lGschen.mer
Auftragsbestitigung speichern.mcr
Belegerkennung_Export.mer
Buchungsdaten prifen.mcr
ComboboxAbgleich.mcr
DirektAuftragsbestatigung.mer
DirektEingangsrechnung.mcr

DirektLieferschein.mcr

Dokument_Auschecken.mcr
I Dokument_Einchecken.mcr

I Dokumentanalyse.mcr

| T TS

First the programme button "Add" have to be pressed in the macro editor. Next the supplied
macro "Update archive" is selected via the "Import" button. Finally, the imported macro must
be compiled and added.
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2.4.3 Workflow task
A task must be defined for the document recognition with the following masks:

Categorisation

Document recognition
Addresses

Due date

Command Button (Enter SAP)

Task Dats
Task | Standard - Incoming Invoice
Action | Finished | Rejectad -

E
|

Must be filled
Must not be filled
{# May be filled

Preview
Address Information ﬁ
Key iord [ :
|
|

Namz 1 MName 2

ZIP, Ciry

= Dooument detection X
Invoice: numbser; | - | Invoice dats:
Belegtyp: | | Basierend auf

Single account mode W
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2.5 Workflow Designer

Now the following workflow must be set up in the workflow designer:

Incoming In*mices)

E4dministrator

E] Standard - @

Incoming Invoice
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Chapter 3 The automatic document recognition

3.1 What is automatic document recognition?

Incoming and scanned invoices are automatically recognised, displayed into their individual
items in tabular form on the monitor. Each sum is automatically checked mathematically,
corrected automatically in case of differences and highlighted in colour. In this way the
processor can check the values again manually and if necessary, change and add to them
until everything is OK. Afterwards the invoice is forwarded workflow-controlled to the next
position for processing (comparison with purchase order, invoice control, approval
procedure, escalation management, invoice release, etc.). Now you can archive - DONE!

3.2 What are the advantages of automatic document recognition?

Secure, fast, fewer errors, automated, transfer from SAP Business One documents, efficient,
automatically archived...

3.3 Which requirements are necessary?

The document recognition is an additional module for the Novaline software "Archiv.One"
with integrated "Workflow". Thus, these two solutions must be installed on your computer.
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Chapter 4 Performing a document recognition

4.1 Scanning the voucher

First the incoming invoice is scanned directly after mail processing and placed in a defined
directory by the scanner.

4.2 The document enters the workflow

The scan monitor reads this document out of the directory and sends it directly to the
workflow. Now an open workflow appears for the responsible persons, which can/must be
processed.

4.3 Activities in the workflow

An unprocessed workflow now appears for the defined user or user group. If there are
several of these, the workflow to be edited must be selected first.

The document is now displayed in the right-handed area, and all the necessary entries are
displayed in the left-handed area. The existing document should now be readout via the
button "Analyse document".

! [m] 3 |

B W93 A 1]nD 1o \& QAR F W DM

ZANOVALINE

Novaline IT GmbH
Birkenallee 177
48432 Rheine

Mustermann

umen
12345 Berlin

Rheine, 28 July 2020
Phone: 05971 / 868-0 Fax: 858-290

Invaice Nr. 1284

Customer Nr.; C20000

Fommngan I We aliow us to charge a8 follows:

Services 8hours 121006
19% taxes 2299

——— Sum 143.99€

Racpunc ocdcaten st Payable immediately.
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It is now automatically recognised which business partner has sent this incoming invoice.
The individual document lines are also readout and compared with existing open
transactions in SAP™\_

Standard - Iricoming Invoice
Incoming Invoice booking and detection
Datz Typs Adrazzz -
Dooument Typs AP Invoics Dooument Category Incoming Documents -
Addrzss Information
Addrzss No. WFE543 uros SAP_SBODe=moDE hd
Key Word Hardy Schmitz
Name 1 Handy Schmitz
P, City
Dooument detection v
Inmvoice number: -
-
#F Ralz Art-No. Deli. | Artice- . | Description Sum  Cost Center
1 v 4 455 | \=) | 3515805 47001 Eltzko DSZ120-3x65A MID Dr.., = 152,96 2 1 305,52 l:l
s : N
2 v 455 | (5) 3031399 47002 Girz 011200 Wippschaiter - 17,44 1 1 17,44
3 v 455 | 5) 3031313 47003 Girz 015100 Wipptaster Schiies.. = 5,44 1 1 544
L v 4 455 | (=) 2612000 47004 OBO 2032 Kabelklammer &8 N... '= 48,52 50 100 24.2%
5 vy 455 1= 3034232 47005 Gira 057803 Wippe Kontrall H... 3 338 1 1 338
& vy 485 =) 3033965 47006 Gira 021103 Rzhmen i reinweeif 3 1,45 1 1 1,45
4 3
Szlect 2l Rows || Swap Cost and Amount |Sun of articles comect
Discount: 0,00 Sachkento: =
Fracht: LA Sachkentobezeichrung:
Kettosum: 357,89 Kostenstells: =
Tax 68,00 Kostentriger =
Bruttosum: 425,53 v Kostenart: =
Reviser EAdministrator -
Fallighsit ) 15.01.2001
Recipient Motification [ email
Action Finished Rejected

In addition, the recognised articles in SAP on the basis of the supplier catalogue humber are
displayed, as well as each individual document line with the corresponding values.

If the line is recognised in SAP, a green tick is displayed.

F Relatad... A
If the line is recognised but is managed in SAP with a diﬁeh W st .
gquantity or amount, a warning message appears. — A 25| ® |
If a row is not found in SAP at all, another warning message —> 0 =]

appears.
Now the due date of the voucher must be entered.

If the document has been checked in the individual positions, it can be transferred to SAP via
the button "Enter SAP".
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4.4 Activities in SAP
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SAP must be open and the Novaline add-on "Archiv.One" have to be installed and started. If
this is the case, the system automatically switches to SAP and calls up the incoming invoice
via the Ul. Subsequently the relevant document lines are taken over from the existing
delivery notes or orders and the documents are closed if necessary. Now the user can select
"Add". The document is now entered in SAP.

AP Invoice O] x|
Supplier o V76543 = Mo. Primar *| 623
MName Hardy Schmitz = Status Cpen
Contact Person = Posting Date
Supplier Ref, Mo, 4015537368 Due Date 17.01.2020
BP Currency | [BUR Document Date 01.01.2020
J Contents Logistics Accounting [ Attachments ]
Ttem/Service Type Item * Summary Type Mo Summary -
# Item No. = Item Description = Quantity Unit Price Discount %& VAT Code Total (LC)
1 =+ AGDODO1 LKW 2 0,0000 W2 -
2 = B10000 Etikettendrucker 1 65,00000 EUR. 0,0000 V2 b 65,00 EUR
3 = ADDOOG Rainbow 1200 Laserdrucker 1 105,00000 EUR. 0,0000 v2 hd 105,00 EUR
4 . CO0001 Motherboard ETX 50 55,00000 EUR 0,0000 V2 hd 2.750,00 EUR.
5 = C00002 Motherboard MicroATX 1 65,00000 EUR. 0,0000 V2 hd 65,00 EUR
& . B10000 Etikettendrucker 1 65,00000 EUR 0,0000 W2 ¥ 65,00 ELUR
7] | 0,0000 V2
4 3
B Kein Vertriebsmitarbeiter- 7| Total Before Discount 3.050,00 ELR
Qwner . Leitner, Robert = Discount o,
ElToiﬁI Diown Payment
Freight
[] Rounding 0,00 EUR.
Tax

Payment Crder Run
Remarks

Based on goods receipt
(Order) 341. 342

| Add & New |,

Cancel |

4.5 The document goes into the archive

Total Payment Due
Applied Amount
Balance Dus

Copy From 4

3.050,00 EUR| &)

3.050,00 EUR

Copy To

Finally, the open transaction is set to completed and updated in the workflow, which activates
the macro "Update archive" and this transfers the document to the archive.
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Chapter 5 Licensing of the Novaline workflow

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

The workflow opens. A message Novaline Work x|

appears stating that the database
is not up to date. Confirm the Lzl T Ly e )
message with OK (Fig. 3.1). Do you want to update now?

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

Fig. 3.1

In the DEMO licence dialogue confirm the licence request button (Fig. 3.2). In the following
dialogue select the button Open licence file and read in your valid licence key. If you do not
have a valid licence key, please request one from Novaline Informationstechnologie GmbH
by telephone on +49 (0)5971 868-0 or via mail at vertrieb@novaline.de.
_ DEMOlicense (Workflow) X
a Yiou are using the DEMO version

Fig. 3.2

Your Novaline team wishes you much success!

This document does not claim to be complete. Subject to change without notice.
© by Novaline Informationstechnologie GmbH, Rheine
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