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1. How to handle this documentation

The symbol A is 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.
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2. Requirements

In order for PDF document processing to work properly, certain requirements must be met,
which are addressed below.

2.1 Scanner

e must be able to generate a PDF document
e must be OCR-capable and have OCR recognition switched on

2.2 Licenses

e Company license for internal PDF viewer
o Workstation license for xPDF comments

2.3 Document recognition

If document recognition is used, you must set
the PDF text recognition to either Image Only
or Text Only. Our recommendation is Image

On Iy Madulss Drag & Relate User Menu
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Switch to the Docu-
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Commen Settings

m ent DeteCtl on tab Automatic Login Archiving Connection Ganarzl Workflow Designar
an d C h ang e th e Text Usar Netification (E-mail) Escalation Netfication (E-mail) Updat= Document Detaction
recognition to Image Doament St
Test recognition; Image only b
Only. Press the button Neaded i : :
u.jate Possible Tawamaounts (in %) 1:,00 =
to accept 19
the setting or
Keywords Number-Whitelist -
to cancel _—
the process. Then Bekgnummer
= o
. hrungsmmmer .
click on to tiets .
close the window. Recognte Fegh
Delivery datection
Search in 2l articke dats sources O
Accounting data
Interim acoount: =)
Account Discount: =)
Account Freight: 3
Document number Detection
Masimum lengths 30 +
Take characters from: From left -

2.4 Customise the workflow tasks in the Workflow Designer

In the Workflow Designer the workflow tasks must be
adapted

Movaline Workflow

RICKENWLOXE\SQL2008EXPRESS | nl_workflow
Administrator

Maodules Drag & Relatz Uszr Manu

e Go to Master Data / Workflow Designer
Administration
e Open the workflow. @ Masterbata
Business Partner
e Then click on the task. e
Tax keys
Account

Account Suggestion

— —
Hinbox

S {

invoice

Definitions
Input FormDefinition

Workflow Tasks

Constant Editor

Macro Editor

0O0OODODDODOGoOaoa oRaQoNao

Addonmanager

ke Workflow Client
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Reviser
After activating the license, the Remarks (An- %) Prasslectad =p |Finbox hd
merkungen) section appears.

Selected by previous reviser

Task

o Allow comments in PDF documents (Kom- | ., op [imee -
mentieren in PDF-Dokumenten erl
(mandatory field)

Escalation time
2

o Allow rotation of PDF documents (Rotieren | [ ety esslzton rcpient by =-mai
von PDF-Dokumenten erlauben) (optional ] Zusstalicher Eingangspunkt
field)

Alignment

%) Escalation left, rejection nght

: : A lation right, rejection left

o Allow changing the PDF protection (Andern S
des PDF-Schutz erlauben) (optional field) Anmerkungen
Kommentizren in PDF-Dokumentzn arlauben
Rotieren von PDF-Dokumenten erlauben
Verschizben von PDF-Kommentaren erlzubsn
[wiAnd=rm des PDF-Schutz arlauben

3. Functions

In the following, the individual functions of the PDF document processing are considered. If
you tick the checkboxes in the Notes area in the Workflow Designer for the tasks, additional
buttons appear in the bar above the document in the Workflow Client.

B 95 A 140 ss03x QA B EM 4 a [DL] - B =-

al : Add new comment

7~ . Add new mark, squiggly and strikethrough text

e = add stamp

o 4% 2 potate document
o . Toggle all notes

. % : Further edits to the document are shown / hidden

D ti /pted . .
o Document isencrypted @ : Write protection

Pazswond:

nlock . .
. : Read protection (password in the document)

3.1 Allow comments in PDF documents
By checking the box Allow comments in PDF documents, you can now set comments,

marks and stamps. Once comments, marks or stamps have been set, they cannot be edited
or removed by another user in the workflow.
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Change colour

In advance you can select a separate colour for each user. The colour difference allows you
to see directly which employee in your company has made a comment or made marks in the
text.

Open the Novaline Workflow. Go to Administra-
tion / User Management (extended)

Movaline Worlkflow

RICKENW 10XENSQL200BEXPRESS \ nl_workflow

Administrator
The User Administration (extended) window Moduss | Drg 8 Reb User Meru
appears. Administration =

, e .
You can now select a user and see directly pmmen Setngs

which user colour is used. Data SourceDefinition

User Defined Fields

=

=

O  Working time
O UserManagement
=

User Groups

Substitution Configuration

(]
O  Distributor Configuration
[0  Notification list
0 Workflow Overview
@3 Master Data

dfe  Workflow Client

User Management (extended)

Andrs
Baser Usar Group
Brausr " Buchhalung Muster
Draniel Geschiftsleitung Muster
Drescher inbox
Holterhus * Posteingang
Josef Posteingang Muster
e Rechnungspriifer Mustar Farbe e
Msier Sachbearbeiter Muster E——
. - _Imi=f Ind 0 0
EE e
- ..
Color scheme . . . . . - -
Now select a user and press the button AEEEEEEN
EEENTE
Benutzerdefinierte Farben:
-
rrrrrrr
Farben definieren = |
0K | Abbrechen |
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This opens the Colour (Farbe) window. Now click on the desired colour in the colour palette

Farben definieren == |

and then press

. . Farben hinzufigen |
The window expands. Click on and the colour can be seen

oK
under Custom Colours. If you use the button 4 the user colour is already dis-

Abbrech
played differently in the User Management (extended) window. If you click onﬂ :
nothing changes.

Update oK
Now go to and then to . You can use the selected colour for the user

finally or you select and then to cancel the process.

3.1.1 Comment

To add a comment, click al the button in the bar next to the document in the Workflow Cli-
ent.

Therefore, a speech bubble with a com- .
ment field (note) appears that can be freely

placed on the document. In the upper area

there is a title, the user name, date with

the time and a minimise button. Below

there is a text field where you can write the o C

comment. Administrator [02.05.2018 13:31]

When you have set the desired comments,

oress M

Set title

To set your own title, press the right mouse button in the speech bubble or in the comment
field.

Set Title
Delete

Now select Set Title.
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Set Title — 0O x

= |

0K Cancel

Now you have the option of entering your own title in the text field, which will appear in the

, : oK . . =
comment. Confirm with or reject the process with

Delete
Furthermore, you can remove the speech bubble together with the comment by not clicking
on Set Title this time, but by going to Delete.

Show and hide comments
The comments can be shown or hidden in various ways:

T

e 1stway: Go to the button “* in the bar above the document.

¢ 2nd way: Click Minimise within the comment Q

e 3rd way: Click on the speech bubble

Show and hide speech bubble

e (o to the button | in the bar above the document.

3.1.2 Mark

To mark the text, click the button®™~ in the bar next to the document in the Workflow Cli-
ent.

i ab®  Add new mark

a7 Squiggly
w7 Strikethrough

As shown in the picture, you can highlight,
underline and cancel parts of the text.

Confirm the changes made with the button

Birkenallee 177
[ = 1

48432 Rheine, 23.10.2017
Tel-D5971-8680

Delete
If you want to delete markings again, press the right Re.-Nr. 1234-ABC-200
mouse button and click on Delete. e
Kd.-Nr. C47100
Set Title
Delete

Show and hide mark

e Go to the button | in the bar above the document.

3.1.3 Stamp
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To set stamps, click the button =l in the bar next to the document in the Workflow Client
and select a previously created stamp.

Now place the stamp on the document.

Confirm the operation with m .

Original: o Ablage Archivo
Kd.-Mr:

EING. 5/12/2021

Zur Bearbeitung: Zur Info:

Delete Original: o Ablage Archiv o
If you want to delete the stamp again, press the right | Kd.-Nr:

mouse button and click on Delete.
EING' Set Title }_

Zur Bearbeitung: Delete

Show and hide stamps

e (o to the button E in the bar above the document.

Create stamp
) Movaline Workflow — X
To be able to pI_ace a stamp in the _document at all, you O30, 2000EPRESS | vk
must have previously designed or imported a stamp in bmistter .
. ul Drag & Relat= Usar Manu
the stamp editor. e P

-

[El Administration

In Novaline Workflow, go to Administration / Common 7 DatasourceDeinition
- O UserDefined Fields
Settings
0O Workingtime
Garzral 0 UserManagement
Then SWltCh tO the tab [  UserGroups
. . . O UserManagement (extended)
and click on the button with the three dots behind Pdf- e
Stamps - [  Distributor Configuration
1 MNotification list
pef-Stam = _- 0 Workflow Overview

@} Master Data
dfs  Workflow Client
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Stamps Preview

Stamp: | Gebucht hd 0 100 200 300

Name: Gebucht i} L | I | | | |

T GEBUCHT

Rand Remave

GEBUCHT

i {DATE}

e

_ {TIME}
JOurnaIlllllllllllllllllllllllllll
Properties
Name: [Rand]
Background-Color: —
i —=—
Border-Width: 3 =
Width: 396 =
Height: 198 =
X 2 -
Y 2 =
I T

The stamp editor opens. You have the option of importing an already created stamp via the

Impaoirt... . .
button [ ] or you can create a new I stamp, which you have to design.

Update
Complete the two operations with and respectively. The window clos-
es and the stamp is saved. Of course, you can also discard the settings you have made by

Cancel

pressing

In addition, stamps that have already been created can be

Export...
putton M

or also exported via the
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3.2 Allow rotation of PDF documents

By ticking the allow rotation of PDF documents, you can now rotate the documents into the
correct position so that the document recognition can analyse the document properly.

it A

Please use the two buttons below , which can be found in the bar in the Workflow

Client next to the document.

3.3 Allow changing the PDF protection

In the following the option Allow changing the PDF protection is discussed

3.3.1 Write protection

If a document is write-protected, the document is encrypted in the workflow and the docu-
ment editing buttons are greyed out. As seen here

|__.ﬂ| | &k = Document is encrypted a

To remove the write protection, click on the button QA message box then opens. Click on

fas
to permanenty remove the NN
. . “ H Permanently remove the dooument protection?
PDF protection or click or

After you have removed the write protec-
tion, you can edit the document as usual.

3.3.2 Read protection

If a document is read-protected, no document Password:

appears in the workflow but a prompt to enter the
password. After you have entered the password,

Unikock
click on - and the document appears.

If you have entered an incorrect password, the dots in the text field will appear as a red col-
our and the document will not be unlocked. ****

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