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Deficiency Manager  
Quick Start Guide 
Quick Start Guide 
Preface 
 
This manual describes basic information to use the Deficiency Manager Module. 
 
What is Deficiency Manager? 
 
This suite of software products enhances the functionality of the DocuWare Integrated Document 
Management system.  Deficiency Manager allows users to view documents that exist in a DocuWare file 
cabinet together with a list of required documents that are missing from the file cabinet.  Document 
groups are displayed in Deficiency Manager as folders. Clicking on any folder the available documents 
are shown in a result list.  Overlaying a DocuWare Select List of required documents allows any 
document type that is missing to be displayed as a colored row at the top of the Result List.  After 
viewing and editing the index data, the user may select a single, pre-configured button to update field 
values for the entire set of records. 
 
Typical applications include medical records, loan applications, human resources, and student 
transcripts.  The templates may also be configured to show records in a file cabinet that are missing 
index information.  Each template will be visible as a tab across the top of the Deficiency Manager 
Configuration Window.  The Deficiency manager templates can be set up to allow a user to track 
deficient documents in applications where documents are expected to be stored over a period of time.   
 
 
 
 
Licensing 
 
The user must have a valid license file for the module that is being installed.  This license should be 
placed in a License folder that has been created in the DocuWare directory or under the C:\ root drive 
on the local machine.  If you receive a license file with a .zip extension, place the .zip in the license folder 
and double click to extract the license file. 
 
Installation 
 
Download the Deficiency Manager from the StapleWare website at www.stapleware.com.  Open the 
Deficiency Manager Installer.zip setup utility.  Double-click the Deficiency Manager.msi and run the 
program from its current location.  The install wizard will lead you through the setup process.   
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Installing Deficiency Manager 
 

 
 
Note:  If you’re currently using this software and this installation is an upgrade - Please close the 
program, exit the services (if applicable), and uninstall the program before running the upgrade.  
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You must read and agree to the license terms and conditions and then click Next to proceed… 
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System validation allows the installation utility to check on the pending update status to be sure the 
system is not ready to reboot. 
 
  



 

Kelley	Connect		 Page	7	
 

 
 
If the license file has not yet been selected, please click the ellipsis and navigate to the license file folder 
on the hard drive. 
 
Click Install to proceed. 
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Click Close to exit the installation process. 
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 Starting Deficiency Manager 
 
Deficiency Manager may be started from the Start Menu.  It is located under: Start/All Programs/DW 
Add-Ons/Deficiency Manager/Deficiency Manager.   
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When Deficiency Manager opens, the user will be asked for a username, password, and organization.  
After filling in these fields, the user will have access to the Deficiency Manager program.  
 

 
 
The use may also elect the Windows Authentication Mode.  You must type in the Host URI (a Uniform 
Resource Identifier (URI) is a string of characters used to identify the name of a resource. Such 
identification enables interaction over a network, typically the World Wide Web).  This can be found in 
DocuWare Administration.  By selecting the Save Password Check Box and the Auto Login check box 
Deficiency Manager will no longer require specific login information. 
 
Prior to starting the configuration process, you must go to DocuWare Configurations and set up the 
Search Dialog and the Result Dialog that will be used to build your configuration.  Please see Page 27 for 
instructions on setting up the DocuWare Dialogs. 
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Building a Configuration Tab 
 
The control button in the upper-left corner of the dialog box will open the file options menu for the 
StapleWare Deficiency Manager.  From here, the user may create, edit or manage configuration tabs. 
 

 
 
 
By Selecting “Create configuration tab” from the list you will be asked to create a name for the new 
configuration tab.  This should be a name that will uniquely identify the deficiency list as you add more 
tabs to the program.  It is also a good idea to provide the name of the File Cabinet where the records 
reside. 
 

 
 
 
  



 

Kelley	Connect		 Page	12	
 

Configuring a Deficiency Manager Configuration Tab 
 
In this case we will create a configuration tab for the Document Pool that will track deficient documents 
for customer projects. 
 

 
 
The configuration tab may be public or private.  Please note the three icons under the “Make this tab 
private” check box.  These icons are “Delete”, “Add New” and “Save” respectively. 
 

 
 
This is the Configuration Information Tab.  
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Select List Configuration 
 
Select the “Select List” Button under the “Configuration Information” button to navigate to the 
configuration setup. 
 

 
 
Here you will, 

1. Select the File Cabinet where the documents are stored, 
2. Select the Search dialog that will be used to access the Documents from DocuWare, 
3. The Select List field that will be represented by Folders in the Tab, 
4. The Selective Select List that is important if you require two grouping levels, 
5. The “Variable Search dialog” check box if multiple Search Dialogs will be used (See page 30), 
6. The “Use System Field” check box that will be used if the Select List will be a DocuWare system 

field, 
7. The “Filter” check box that is used if the documents will be filtered by a Document Status. 

 
Before you start the “Select List” configuration you must have a Fixed Select List of the required 
documents, a Search Dialog, a Result View Dialog that has the Select List associated with the Document 
Type field in the Index Dialog of the Result View.  Please refer to the DocuWare Configuration setup that 
must be completed prior to setting up the Deficiency Manager Tabs. (Page 27) 
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In this case we will use the Document Pool File cabinet from the dropdown list. 
 

 
 
The Search Dialog will be the Project-DM Search Dialog. 

 
 
The Select List Field will be the Company Name.  This will group all of the documents by Company Name 
and show them as a folder in the left panel of the Deficiency Manager. 
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The next step is to determine if a Selective Select List will be necessary.  The Selective Select List will 
enable the user to view two sets of folders for any result list.  Examples include all projects for each 
company, or all visit numbers for each medical record.  In this case we will be displaying all projects for 
each company so we will use the Selective Select List and the field will be the ‘Project’ field. 
 

 
 
 
Filtering the Set of Records to be Displayed 
Sets of records that are complete, the set contains all of the required documents, will be set to a STATUS 
of ‘Complete’.  For this reason, we will not want to display document sets that have been completed.  
The filter will allow the user to restrict documents that have been completed.  You may use the 
following expressions for any of the fields in the file cabinet: 

1. <> VALUE  (ie. <> COMPLETE) 
2. EMPTY() 
3. NOTEMPTY() 
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You may also Right Click in any field in the configuration tool.  The right Click will show the select list 
values for any field.  You can select any one of the values from the list to filter for that specific value. 
 
 

 
 
  



 

Kelley	Connect		 Page	17	
 

 
Variable Search 
The check box for “Use Variable Search Dialogs” allows you to create multiple Search Dialogs and assign 
them to multiple values that exist in a field in the file cabinet.  If the name of a search dialog matches 
the value in the selected field, then that dialog will be used.  If you place a “?” in the text box under the 
“Use variable search dialog” check box, the Select List must exactly match the Index Value. If you place a 
“?*” in the text box under the “Use variable search dialog” check box, the Index Value will match the 
Select List but may contain additional characters as well.  
 
Please refer to page 30 for instructions on setting up the “Use Variable Search Dialog” check box. 
 

 
 
The check box for “Use System Field” allows you to select a system field as a grouping field. 
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Update Index Options 
Select the “Update Index Options” Button under the “Configuration Information” button to navigate to 
the configuration setup for the update buttons.  These quick links allow the user to click a single button 
to update an entire set of records.  In this case we will create a button called “Complete” that, when 
clicked, will update the STATUS field in result list with a status of “Complete”.  If the filter for the Tab has 
been set to ignore all record sets that have a STATUS of “Complete” then the folder will drop off of the 
list.  Please note that the documents are still in the file cabinet but will not show in the Tab. 
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The update buttons appear at the top of the Deficiency Manager window.   
 

 
 
 
By clicking the PLUS sign in the Configuration of the tab you will be able to configure a new update 
button.  The buttons allow the index fields for selected documents or all documents to be updated with 
the click of the button. 
 

 
 
Now click the Disk button in the lower right to save the new button.  In addition to adding a specific 
value to the index field it is possible to add a question mark (?) to any field.  This will prompt the user to 
add a value that will be added to the field.   
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If the COMPLETE Button is clicked all of the items in the Deficiency Manager Result List will be updated. 
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Result Display 
Select the “Result Display Options” Button under the “Configuration Information” button to navigate to 
the configuration setup for how the documents will be displayed in the Result List. 
 

 
 
The Check Box for “Use Fixed Rows” will force all of the rows of missing documents to the top of the list 
so that they can easily be identified. 
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The “Document Type” field MUST be set for each file cabinet.  The Deficiency Manager is designed to 
highlight missing documents.  It accomplishes this by overlaying a DocuWare Fixed Select List against the 
documents that exist in the file cabinet.  Each file cabinet must have a Document Type field but every 
file cabinet may use a different description for this field.  Please select the name of the Document Type 
for the file cabinet.  Then click the “View Document Types” button to see the list of required documents. 
 

 
 
The Deficiency Manager has the ability to display the missing documents in one color that can be 
selected from the color pallet. Click the color swatch, then select a color and click OK. 
 

 
 
Now you can click the “View Document Types” button to display the select list for this tab. 
 
If the list does not display correctly, please check in DocuWare Administration that the correct Result 
View has been selected in the Search Dialog as shown on page 31. 
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Viewer Options 
Select the “Viewer Options” Button under the “Configuration Information” button to navigate to the 
configuration setup for the Viewer. 
 
By selecting the check box for “Display viewer as separate window” the document viewer will display 
the document in a separate viewer.  If the check box is empty the document will appear in the right 
panel under the result list. 
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This is the Deficiency Manager configured with the Company name as the grouping select list, the 
Project Number as the Selective Select list, the “fixed rows’ option is selected, and the “Display viewer 
as separate window” is not selected so the document is shown in the right panel under the result list. 
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Every field in the Deficiency Manager Result List has an associated Select List.  You can access the Select 
List by Right Clicking the field. 
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Creating A Deficiency Report 
 
A deficiency report can be created by clicking the Report Icon in the tool bar. 
 

 
 
First the user can select the configuration for which the report will be compiled. 
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The next option is to filter the report for either the Select List group (in this case the STATE) or filter for 
the Selective Select List group (in this case the Employee Name). 
 

 
 
The report can be saved to a CSV file for formatting and summaries. 
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Feature List 
 

1. Documents missing from a group will display as colored rows at the top of the Result List  

2. The Result List may be filtered to show specific documents. 

3. Documents may be viewed from the Result List. 

4. Result List fields are user selectable. 

5. Update all records in a result list with one button. 

6. Configurations may be exported and used on another system.  

a. The location of the “deficiencymanager.settings” file is 

“username/Appdata/Roaming/DWaddons/Deficiency Manager/Config” 

7. Allows the use of Select Lists to be associated with the same values in the Primary Select List 

Field.  This feature provides for different select lists to be used with different groups of 

documents. 

 
 
 
 

 
 
 
 
 
 
 

 



 

Kelley	Connect		 Page	29	
 

  
 
Required Setup in DocuWare Administration PRIOR to Configuring a Tab in Deficiency Manager 
 
Instructions for setting up a Search Dialog to be used on the ‘Select List’ tab are as follows: 
 

1. Open the File Cabinet configuration wizard from the DocuWare Web Configuration page  

  
2. Create a new Result Dialog from the ‘Dialogs’ tab of the File Cabinet configuration. Use a name 

that will allow you to easily identify the correct Result list. 

 

3. Pick which fields to display on the Result List.  Click the Index Dialog button, then click the 

button to assign a select list. We recommend using the ‘Document Type’ field. 

 

4. Click ‘+’ to create a new select list. If the select list is already defined, check the box next to the 

list name. Uncheck the ‘Default select list’ checkbox. 
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5. Click ‘Ok’ to save the Select List then click ‘Ok’ to save the Result Dialog. 

6. Create a new Search Dialog from the ‘Dialogs’ tab of the File Cabinet configuration 

 

7. Pick which fields to display then click the button to assign a select list. Use the same field as 

was used in the Result Dialog. 

 

8. Check the box next to the Select List you’d like to use and uncheck the ‘Default select list’ 
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9. Click ‘Ok’ to save the Select List 

10. Scroll to the bottom of the Search Dialog configuration window, click ‘More options’, and assign 

‘DM Result’ to the Result list dropdown. 

 
11. Click ‘Ok’ to save the Search Dialog then ‘Save’ to save all changes 

  

 

The select lists are now configured and ready to be used by the Deficiency Manager. To find out 

how to use the Variable Search Dialogs option, please continue reading. 
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Recommended Setup in DocuWare Administration for use with the “Use Variable Search Dialog” 
check box in Deficiency Manager 
 
The reason that the Variable Search Dialog check box has been added to the Deficiency Manager is to 
allow the user to see a different Document Type Select List for every group of documents that they are 
viewing.  For example, every State in the United States has laws governing the type of documents that 
are required for home loans.  The administrator may set up 50 Tabs in the Deficiency Manager, each 
with its own Select List configuration for the required documents.  By selecting the “Use Variable Search 
Dialog” check box the administrator can create one tab with all of the 50 States shown as folders in the 
left column.  The Selective Select List column then, contains the grouping field, the STATE.  A Search 
Dialog can be assigned to every State so that when one of the folders on the left is clicked, the relevant 
documents for that state will be compared to the actual documents in the customer folder. 
 
Another example would be that a company that needs to understand which employees have 
Training/Certification documentation where each state has a different set of required documents for 
training.  To set up the Deficiency Manager for this example, there will be four states, Indiana, Kentucky, 
Ohio and Tennessee.   
 

1. Indiana requires the following  
a. Blood Glucose 
b. Color Blindness Test 
c. Competency Program 
d. Compliance Acknowledgement 
e. CPR 
f. Emergency Codes 
g. Fire Safety Test 
h. HealthStream 
i. OSHA Compliance 

2. Kentucky requires the following 
a. ACLS 
b. Blood Glucose 
c. Color Blindness 
d. CPR 
e. Fire Safety Test 
f. Healthstream 

3. Ohio requires the following 
a. Emergency Codes 
b. Fire Safety Test 
c. HIPAA Education Quiz 
d. Performance Review 
e. Training Certificate 

4. Tennessee Requires the following 
a. ACLS 
b. Blood Glucose 
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c. Color Blindness 
d. Confidentiality Statement 
e. CPR 
f. Fire Safety Test 
g. FMLA 
h. Healthstream 
i. Orientation Checklist 
j. PALS 
k. Security Policies Acknowledgement 
l. Skills Verification 
m. Travel Policy 

 
Quick Steps: 
The following steps are required to allow the select lists for each state to be applied based on the folder 
that is selected.  The Select Lists will be created in the Index dialog of the Result List. 
 

1. In the DocuWare Configuration find the file cabinet that will be used and click the Pencil icon to 
edit the file cabinet. 

2. Click the Dialogs tab  
3. Click the Result Tab 

a. Scroll down to click the PLUS sign (+) to add a new RESULT dialog for the first state and 
name it with the State name and the word ‘Result’ (Ohio Result).  This will be important 
because there will be two entries in the dialogs list and it is important to know which 
one is the RESULT dialog and which one is the SEARCH dialog. 

b. With the Result button selected, select the fields that will appear in the Deficiency 
Manager Result.  Usually 4 or 5 fields is enough to identify the documents. 

c. Click the Index Dialog and navigate to the Document Type field and double click the 
Select List Icon. 

d. Select FIXED and add the document types that will be required for this State (in this case 
OHIO). 

e. Click SAVE to save the Select List and then Click SAVE to close the New RESULT dialog 
4. Click the Search Tab 

a. Scroll down to click the PLUS sign (+) to add a new SEARCH dialog list for the first state 
and name it with the State name and the word ‘Search’ (Ohio Result).   

b. Navigate to the Document Type field and double click the Select List icon. 
c. Click the check box next to the Select list that was created for this State (in this case 

OHIO). 
d. Uncheck any other Select Lists (ie. Default Select List must be unchecked) 
e. Scroll down in the Search Dialog and click “More Options” 
f. Select the Result dialog that corresponds to this Search dialog (in this case Ohio Search) 
g. Click OK to save the settings and Click SAVE to save the new Result dialog 

 
5. Repeat steps 3 & 4 to add a Result dialog and a Search dialog for each State.  
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Steps including illustrations: 
1. In the DocuWare Configuration find the file cabinet that will be used and click the Pencil icon to 

edit the file cabinet. 
2. Click the Dialogs tab 

 
 

3. Click the Result Tab 
a. Scroll down to click the PLUS sign (+) to add a new RESULT dialog for the first state and 

name it with the State name and the word ‘Result’ (Indiana Result).  This will be 
important because there will be two entries in the dialogs list (Indiana Search and 
Indiana Result) and it is important to know which one is the RESULT dialog and which 
one is the SEARCH dialog. 
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b. With the Result button selected, select the fields that will appear in the Deficiency 
Manager Result.  Usually 4 or 5 fields is enough to identify the documents. 

c. Click the Index Dialog and navigate to the Document Type field and double click the 
Select List Icon. 
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d. Select the Edit icon (pencil on the right) to add values to the FIXED Select and add the 
document types that will be required for this State (in this case Indiana).  It is also 
possible to use the Internal and External lists.  For External Lists you must create a File 
Connection in DocuWare Administration. 

 
 
 

 
 

 
e. Click OK to save the Select List and then Click OK  and click SAVE to close the New 

RESULT dialog 
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4. Click the Search Tab 

a. Scroll down to click the PLUS sign (+) to add a new SEARCH dialog list for the State and 
name it with the State name and the word ‘Search’ (Indiana Search).   
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b. Navigate to the Document Type field and double click the Select List icon. 
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c. Click the check box next to the Select list that was created for this State (in this case 

Indiana). 
 

 
 

d. Uncheck any other Select Lists (ie. Default Select List must be unchecked), click OK. 
e. Scroll down in the Search Dialog and click “More Options” 
f. Select the Result dialog that corresponds to this Search dialog (in this case Indiana 

Search) 

 
 

g. Click OK to save the settings and Click SAVE to save the new Result dialog 
5. Repeat steps 3 & 4 to add a Result dialog and a Search dialog for each State.  
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6. In the Deficiency Manager configuration tool the use of the question mark with the word 
‘Search’ (? Search) in the “Variable Search” text box will then use these dialogs when each State 
is selected in the left column of the Deficiency Manager.  Please note that the State MUST be 
the SELECT LIST FIELD in the Deficiency Manager setup and the Employee Name is the Selective 
Select List. 
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In this application, when no documents exist for any list, an entry will appear showing a missing 
document.  Employee “Joe” has an application but is missing “W4”, Employee Larry has a “W4” and 
Employee Steve has no documents but still shows the required missing document of 
“W4”. **NOTE** Department column AND Employee columns are fixed entry select lists, so documents 
don’t have to exist for those to show as selectable values. 

 
 

 
 

 


