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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

@C\J" .. » Computer » Local Disk (C:) » StapleWare » Deficiency Manager 'l"” Search Deficiency Manager ,OI
Organize v Include in library v Share with v Burn New folder = v [ @
> | Perflogs a Name . Date modified Type
> 1. Program Files . L. . -
- o || Demo_Unlimited.lic 1/27/2014 10:29 AM _LIC File
> t - I
e I ) Install Deficiency Manager - BETA6.42.29... 10/26/20158:20 PM  Application I
4 | StapleWare il
.. Deficiency Manager =
.. Doclmport e
. Stapler
b . Temp
. TEMP_PARALLELS_TOOLS
> . Users
» A L} il J ) ;
, 2 items

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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Deficiency Manager

Deficiency Manager

You must agree the license terms and conditions before you can
install Deficiency Manager.

This Agreement contains the terms upon which you (hereinafter:
the Licensee) are granted the right to use software standard
product (hereinafter: the Software) of its licensor J&H, Inc.
(hereinafter: JHOE), Bozeman, MT.

PLEASE READ THE FOLLOWING LICENSING TERMS AND
CONDITIONS CAREFULLY! By installing, copying or otherwise
using the Software, you agree with the following terms and
conditions. IF YOU SHOULD NOT AGREE WITH THESE
TERMS AND CONDITIONS; YOU MAY NOT INSTALL OR USE
THE SOFTWARE: IN SUCH CASE CANCEL THE
INSTALLATION PROCESS IMMEDIATELY AND RETURN THE
SOFTWARE FOR A REFUND OF THE LICENSE FEE FROM
THE JHOE VENDOR.

I agree to the License terms and conditions.

C:\Program Files\DWAddons\Deficiency Manager

Selected installation directories are valid.
Required disk space: 23.69 MB

You must read and agree to the license terms and conditions and then click Next to proceed...
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Deficiency Manager

Deficiency Manager

System validation

Pending system reboot

Check for other installations running

System validation allows the installation utility to check on the pending update status to be sure the
system is not ready to reboot.
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Deficiency Manager

Deficiency Manager

License File

Please select the license file provided

C:\StapleWare\Deficiency Manager\Demo_Unlimited.lic

Try Deficiency Manager for 30 days

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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Deficiency Manager

Deficiency Manager

Installation complete

Thank you for choosing Deficiency Manager!

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.

Adobe Reader 9
& Fakturama
2 Internet Explorer
o Microsoft Web Platform Installer
, Presentations
@ Windows Media Player
) 1-Zip
J Accessories

Computer

Control Panel

Devices and Printers

. Administrative Tools

+ Canon P-215 Administrative Tools »

. DocuWare

. DW Add-Ons Run...

. Deficiency Manager

Deficiency Manager

. Google Chrome

., hMailServer

1 Back

Microsoft

Calendar

M
Camera e (o] ]

Contact Support Internet
Explorer Outlook 2013

Cortana
DocuScripts

DocuScripts5 - .
5 5 ol >
- 7
SQL Server
Administration Client 2014...

DocuScriptsé
DocuWare

DocuWare AG

= mmmm© 0hlnaE "

DW Add-Ons

My
Deficiency Manager k ‘!

== DocuWare DocuWare
= Process Server Administration Workflow...

w/ Stapler DocuWare Mobile

F

l Fakturama e

& Back Microsoft Edge
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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.

) Deficiency Manager - Login =N =R <=

? Username  admin

Password
Authentication Mode DocuWare v
Host Uri http://presentationVM/docuware/platform

Advanced @

("] Save Password... ["| Auto Login...

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.

"’ i ¥ /s Deficiency Manager - a X
v

Create configuration tab |

Edit configuration tab

Manage configuration tabs

=

‘J* ‘Q‘ 3 @ Prev | Next © Refresh

Result List

Exit

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.

Enter new tab name
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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.

(*) Tab Configuration [E=5(ECRF<=)

Configured Tabs

Customer Projects-DP
Created at: 10/27/2015 3:29:04 PM

Selected Tab Configuration Name Created by: admin

- Original version: 6.42.298.1025

B Make this tab private Last modified version: 6.42.298.1025

Last modified at: 10/27/2015 3:29:04 PM

Last modified by: admin

Configuration Information Set to private: False

Select List
Update Index Options
Result Display Options

Viewer Options

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.

B Make this tab private

[+

Configuration Information

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.

Tab Configuration - ] X

Configured Tabs

Customer Projects-DP v

Selected Tab Configuration Name B Use variable search dialog

I Make this tab private s
Select st field B Use system field
IZI B Use selective select list

Configuration Information

Select List

Filters M Do notfilter result grid results

Update Index Options

Result Display Options

Viewer Options

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

oukswWwN

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.

r

(©) Tab Configuration

Configured Tabs

Selected Tab Configuration Name

W Make this tab private

Tab Configuration

Configured Tabs

Customer Projects-DP v

Selected Tab Configuration Name
Customer Projects-DP

M Make this tab private

[+]

Configuration Information
Select List
Update Index Options
Result Display Options

Viewer Options

Customer Projects-DP -

Customer Projects-DP

[w][+][B]

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

Selectfile cabinet

Search dialog

Select list field

B Use selective select list

Select file cabinet

Document Pool v

Search dialog

Select list field

B Use selective select liSECTe]
Purchase Requisition
Accounting
Standard Search Dialog
custom

Filters M Do notfilter result grid results

M Use variable search dialog

M Use system field

M Use variable search dialog

B Use system field

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.

Tab Configuration

Configured Tabs

Customer Projects-DP v

Selected Tab Configuration Name
Customer Projects-DP

M Make this tab private

[+]

Kelley Connect

Select file cabinet

Search dialog

Select list field

B Use selective select list

B Use variable search dialog

YT——
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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.

Tab Configuration b m} X

Configured Tabs

Customer Projects-DP v

Selected Tab Configuration Name B Use variable search dialog

M Make this tab private .
Select list field M Use system field

E] Use selective select list

Select List

Filters M Do notfilter result grid results

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()

Tab Configuration - a X

Configured Tabs

Customer Projects-DP v
Select file cabinet Document Pool &

Selected Tab Configuration Name B Use variable search dialog

W Make this tab private e
Select list field M Use system field

\Z] Use selective select list

Select List

Fiters M Do notfilter result grid results

Update Index Options

Result Display Options Tax Percentage 2 =
Status <> COMPLETE

Viewer Options

Next User
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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.

(*) Tab Configuration

Configured Tabs
Projects-DP

Selected Tab Configuration Name
Projects-DP

W Make this tab private

Configuration Information

Select List

Update Index Options

Result Display Options

Viewer Options

Kelley Connect

Selectfile cabinet

Search dialog

Select list field

Use selective select list

[E= ECh =X

Document Pool v

M Use variable search dialog

W Use system field

Filters

Irl Filter should only be applied to select lists

- If selected result list will not use filter other than the select list selections.

Contact
Department
Subject

DocType

Date

Format

Status

Customer Number

Voucher Number

Page 16
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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.

Use variable search dialog

B Use system field

The check box for “Use System Field” allows you to select a system field as a grouping field.

Tab Configuration

Corfigured Tabs

Customer Projects-DP v

Selected Tab Configuration Name B Use variable search dialog

W Make this tab private
Select list field Use system field
El ¥ Use selective select (i

Version
Extended Flags
Configuration Information Selective select list field EacStyl
Header Size
Select List Document Size
Filters M Do not filterf{eUSs
i Flags
Udstendex Options DWCONTENTETAG
& o Contact DWANNOETAG
Result Display Options Doc D
Document Tyt S
Disk Number
Store User
Order Numbe Il e
Last Access User
PIBTUELIIEY Version number
Version status
Due Date Change comment

Viewer Options

Document Nu

Department

Cost Center

Cost Center Amount
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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.

Tab Configuration

Configured Tabs

Customer Projects-DP v

Selected Tab Configuration Name
Customer Projects-DP

M Make this tab private

Configuration Information
Select List
Update Index Options
Result Display Options

Viewer Options

Update buttons
M Only display fields requiring input (?) at update time
E (double click listitem to edit)

Button display text COMPLETE

Setto value (? to prompt user for input)

Offset Account
Number

Barcode

Cost Object

Tax Percentage 1
Tax Percentage 2
Status

Next User
Project

E-Mail

Contract Period

Q
]
K4
o
I
m
=
m

) Tab Configuration

Configured Tabs

Selected Tab Configuration Name
Projects-DP

W Make this tab private
[+]

Configuration Information
Select List

Update Index Options

Result Display Options

Viewer Options

Kelley Connect

=)

Update buttons

EI (double click list item to edit)
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The update buttons appear at the top of the Deficiency Manager window.

. \ ¥ s Deficiency Manager - ] X
7 Orders Customer Projects-DP Y I
Get/Refresh COMPLETE
Document List
Search Update Index
|‘)~ |li;l| . | |‘l |®| 1| @ Prev | Net @ Refresh
Company Total =13 | ~ || Project Total =4 Result List
J l Construction Maniacs 12345
J [\l Doculare Corporation | 12346
J /| Eurex-Fun Park SA | 12347
Jl Flying Tom Germany 12348
J! Imaging Systems
Jl Leisure park Moser

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.

) Tab Configuration oo

Configured Tabs

Projects-DP Update butions

El (double click list item to edit)
Selected Tab Configuration Name

Projects-DP Button display text

W Make this tab private Setto value (? to prompt user for input)

= e

Configuration Information Department
Select List Subject

Update Index Options Doc.-Type

Result Display Options Date

Viewer Options Project
E-Mail

Format

&
2

Status

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.

O

Deficiency Manager

R
Get/Refresh Complete Review
Document List
Search Update Index
IQ. IQ IQ l@ @ Prev | Next @ | (7 Refresh
c Towl =23 | ~| [ Project Total =7 o I I—
| BUSCH GARDENS S 200 Company |Doc-Type | Date | Project | status | Customer Number |
I .
’ 2 ﬂ FLYING TOM [QUOTATION 109/3042015 [4006 loomplete [ 35]
[fl Construction Marizes ) 4002 | [FLYNGTOM | LETTER [osr302015 [ 4006 [ complet 35
< ¥ ) complete
”| CREATIVE MACHINES || 4003 || FLYING TOM | PURCHASE RE [09/3012015 | 4006 | complete 35
”| Creative Machines Lid. 5] 4004 || FLYING TOM | ORDER 09302015 | 4006 | complete 35
“l =4 o0 _J FLYING TOM lCONTRACT [oerzmms l4006 Ioomplete 35]
DOCUWARE \
) _¥ _J FLYING TOM [ INVOICE [()9/2912015 [ 4006 [ complete [3
“l Eurox-Fun Park SA. Bl <0 | [FLYINGTOM | CONTRACT  [09/29/2015 | 4006 | complete [35
: FLYINGTOM | DELIVERY 097292015 | 4006 complete S

“l FLYING TOM | 4007

’ — _J FLYING TOM [ INVOICE [oemams [ 4006 [ complete 35]
|/l FREIZEITPARK MOSER =

i i _J FLYING TOM [ LETTER [oe;smms [ 4006 [ complete 35,
”l Imaging Systems _J FLYINGTOM | QUOTATION [09/30/2015 | 4006 | complete 35
||| Leisurepark Moser || FLYINGTOM | PURCHASE RE [09/3012015 | 4006 [ complete 35 T

] Jl} LEISURE PARTNERS

Kelley Connect
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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.

(*) Tab Configuration (=2 EER 55

Configured Tabs
Projects-DP - View missing documents

Use fixed rows

Selected Tab Configuration Name

g —
B Make this tab private Issing document color

View document types

Configuration Information
Select List
Update Index Options
Result Display Options

Viewer Options

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.

’) 7 s Deficiency Manager _mx
(
- Projects-DP ¥

Get/Refresh Complete Review

Document List

Search Update Index
Q& |2 @ Prev | Next © | € Refresh

Company Total =23 | || Project Total =7 Result List

}’. BUSCH GARDENS | 4001 Company | Doc.-Type Date | Project Status Customer Number | Next User

) delivery

}. Construction Maniacs — —

I € invoice

},- CREATIVE MACHINES | 4003 FLYING TOM | CONTRACT  |09/29/2015 4002 NEW 57

}’_ Creative Machines Ltd. ] 4004 | [FLYINGTOM |QUOTATION [03/302015 | 4002 NEW 357

FLYING TOM | PURCHASE RE [09/3012015 | 4002 NEW 357

|\ pocuware 4005 -

I ) FLYINGTOM | ORDER 09302015 | 4002 NEW 387

}’. Eurox-Fun Park SA 4006 B

}’. FLYING TOM | 4007

}’. FREIZEITPARK MOSER =

}’. Imaging Systems

}’. Leisure park Moser
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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.

(*) Tab Configuration E’@

Configured Tabs

View missing documents

Use fixed rows
Selected Tab Configuration Name

Missing document color -
W Make this tab private 2

[w][+]

View document types

Configuration Information
Select List
Update Index Options

Result Display Options

Viewer Options

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.

© Tab Configuration [S=]=]

Configured Tabs

View missing documents

Use fixed rows
Selected Tab Configuration Name

Missing document color .
W Make this tab private =

View documenttypes

delivery
Select List invoice

order rrrrrrrr
Update Index Options quotation [ l_ [~ l_ rr

Result Display Options [ Define Custom Colors >>

Viewer Options

THEEER H

Configuration Information
Custom colors:

-
—

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.

(*) Tab Configuration E@

Configured Tabs

Projects-DP v [ Display viewer as separate window

Selected Tab Configuration Name

W Make this tab private

EEE

Configuration Information
Select List
Update Index Options
Result Display Options

Viewer Options
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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.

):) 9 s Deficiency Manager - B3 X
" || Projects:DR | Customer Projects-DP 7
Get/Refresh Complete Review Sales
Document List
Search Update Index
l\l [lQl IQ l@ @ Prev | Next @ Refresh 1
Company Total =20 I: Project Total = Result List
“‘ BUSCH GARDENS 7| 4001 Company I Doc.-Type I Date Project Status Customer Nu | Next User
f [ delivery
J |l Construction Maniacs 4002 o —
1 ¥ invoice
|/l CREATIVE MACHINES 4003 »| FLYING TO | CONTRAC [09/28/2015 | 4002 NEW 357
J!‘ Creative Machines Ltd S 4004 FLYING TO | QUOTATIO |08/30/2015 | 4002 NEW 357
e i p m
s FLYING TO | PURCHAS |08/30/2015 | 4002 NEW 357
J || DOCUWARE 4005 =
1 y FLYING TO | ORDER 08/30/2015 | 4002 NEW 357
“', FLYING TOM £ *|| ROLLER.. | i
— Secon 4 1of1 B FtWidh v © ¢ @ @@
J" FREIZEITPARK MOSER Page 4 1of 1 >
;u Imaging Systems =
,!u Leisure park Moser |
|| LEISURE PARTNERS Contract for Cleaning, Housekeeping, and/or Janitorial Services
' )
I\ Office Landlords This contract is made between Peters Engineering (hereafter known as the Client) and The
1 = Perfect Maid Inc. fter known as the C ). The Client desires to have certain
. cleaning, housekeeping, and/or janitorial services, described below, performed upon the Client's
,!', Perfect Maid Inc. premises located at . Therefore, the paries hereby agree as follows:
1. Client shall grant Contractor access to the yard and its during regular
,!‘, PHONE WIZARD hours and other mutually agreeable times.
2. Client shall provide for Contractor’s use in performance of this contract the following
;‘, RAPID TRANSPORT INC e S e,
;. ROBINSONS REFUGE B
Kelley Connect Page 24
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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.

(/ = Deficiency Manager - = X
t 3
| Projecs D o
Get/Refresh Complete Review
Document List
Search Update Index
lq. I@ |Q. I@ @ Prev | Next @ | (7 Refresh ]
C Total =20 | + || Project Total =9 Result List
R
i 9l 99200 Company IDoc.-Type |Date Project |Stams Customer Num | Next User |
||| FREZETPARK MOSER g quotation | [ ‘ \
g | 99201 -
J I, imaging Systems b USSTEEL | DELIVERY [09/3012015 | 95208 | NEW 7001 |
| 9s202 ﬂ USSTEEL |DELIVERY [08/30/2015 | 99208 ‘ NEW 7001 ‘
”l Leisure park Moser . - L L
) | ) 90203 || US STEEL 93208 | NEwW 7001 ]
”1 LEISURE PARTNERS — _J USSTEEL |delivery 99208 [ NEW 7001 l
> Sl 99205 :nr\émce I}
J J, Ofice Landiords __F USSTEEL |oe 99208 | NEW 7001 \
| 95208 US STEEL 99208 ‘ NEW 7001 ‘
”1 Perfect Maid Inc. — -
g 7| 99207
”1 PHONE WIZARD —
J =
“1 RAPID TRANSPORT INC —
’ =] 7| 99209
J || ROBINSONS REFUGE —
“l RUDOLF DIESEL RING
“l SAGENT TECHNOLOGY, INC.
“l STORAGE EXPERTS
“l The Office People
“1 US STEEL

AUTHENTICATED [ADMIN] CONFIGURATION [Projects-DF]

Kelley Connect
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Creating A Deficiency Report

A deficiency report can be created by clicking the Report Icon in the tool bar.

s Deficiency Manager

En

Compeny Docment: | SRRSO )

Get/Refresh Complete
Document List
Search Update Index
|\l ‘®| ] | i @ Prev | Next @ Refresh

State Total =4 Employee Name (Last. First) T Result List 4 ltems

F“‘ Indiana [| Jenkins. Pegay Document Type 2 |Date |5talus |Empluyee Number |Stabe |
F!“ ‘» Stone. Slmr —%
J\, orio | Winner, Fred | | Color Blindness Te (04212019 | Active 100004 | Kentucky

|| Temessee ! ' ' [ |

Fire Safety Test | 04/19/2019 ‘ Active 100004 ‘ Kentucky |

| I I N

HIPPA Acknowled | 04/21/2019 \ Active 100004 \ Kentucky
PALS 04/19/2019 ‘ Active 100004 ‘ Kentucky

First the user can select the configuration for which the report will be compiled.

ExportReport - O X

v
Company Documents
Onc R
F

Result List
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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).

ExportReport - ] X

Result List
STATE EMPLOYEE_NAME__LAST_FIR |DOCUMENT_TYP

» Kentucky Jenkins, Peggy ACLS

Kentucky Jenkins, Peggy Blood Glucose
Kentucky Jenkins, Peggy CPR

Kentucky Jenkins, Peggy Hezlthstream
Kentucky Jenkins, Peggy HIPAA Education
Kentucky Stone, Simor ACLS

Kentucky Stone, Simor Blood Glucose
Kentucky Stone, Simor Color Blindness T
Kentucky ‘Winner, Fred ACLS

Kentucky ‘winner, Fred Blood Glucose
Kentucky Winner, Fred Color Blindness T
Kentucky ‘Winner, Fred HIPAA Education

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

Save .csv File X

€« v I Desktop » v O Search Desktop

[
4
® v

Organize v New folder

Desktop a a

DWTx OneDrive
StapleWare

StapleWare Mod & Thomas Plumb
[l Desktop
@& OneDrive Q

2 Thomas Plumb
3 This PC

Libraries
'r Libraries l .

¥ Network _—
e w7 I\A MNetwaork W
File name: | Kentucky Missing Training 5-1-191 -

This PC

Save as type: | C5V File (*.csv) ~

A Hide Folders Toned
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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.
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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

admin 0
] & H Office Equipment, Inc, <= h O -
% Configurations @ Document Storage —'
X Install Desktop Apps File Cabinets

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.

General Database Fields Dialogs Permissions

Available Dialogs

All Search Store List Folders Q Filter

Name Type - Default Users
Default Result List Result O a

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.

Configure the Result List

DM-Result
Result Index dialog
Edit the fields of the dialog
= = = z Field contains select list:
Field Name Field Name in the Dialog Type Default select list Skl

Document Type Change label Text :—& | | @
Company Change label Text = @

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.

Kelley Connect Page 29




e
StapleWare

Internal Fixed External Q Filter

Use ~ Name Type Mode
DM Select List single column fixed -
I Default select list I single column internal
Select List - 2 single column fixed
Select List - 3 single column external
Contracts Demo single column fixed
Contracts Demo Filter single column external
Users single column internal .
+ The user can only use entries from the select list to set the field

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

General Database Fields Dialogs Permissions

Available Dialogs

Al Search Store Result List Folders Q Filter
Name Type - Default Users
Default Search Dialog Search o a
+ |- @

-

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.

Configure a Search Dialog

DM Search
Edit the fields of the dialog
. N R R Field contains select list:
Field Name Field Name in the Dialog Type Default select list & Read O...

Company Change label Text

8. Check the box next to the Select List you’d like to use and uncheck the ‘Default select list’
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“ Internal Fixed External Q Filter

Use ~ Name Type Mode

Default select list single column internal

v DM Select List single column fixed

Qalart lict _ D cinnla raliimn fivad

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.

~ Less options

Result list Choose which result list to use for this searc | DM Result v

Create a new result list

ID | 62498c1f-a66d-4519-9a70-48c6b325e1d1

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
Color Blindness Test
Competency Program
Compliance Acknowledgement
CPR
Emergency Codes
Fire Safety Test
HealthStream
i. OSHA Compliance
2. Kentucky requires the following
a. ACLS
Blood Glucose
Color Blindness
CPR
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

Sm 0 o0T

® oo T
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Quick Steps:

Color Blindness

Confidentiality Statement

CPR

Fire Safety Test

FMLA

Healthstream

Orientation Checklist

PALS

Security Policies Acknowledgement
Skills Verification

. Travel Policy

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. Inthe 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.

e.
4. Clickth
a.

Q2

R S

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.

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.

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

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

Click SAVE to save the Select List and then Click SAVE to close the New RESULT dialog

e Search Tab

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).

Navigate to the Document Type field and double click the Select List icon.

Click the check box next to the Select list that was created for this State (in this case
OHIO).

Uncheck any other Select Lists (ie. Default Select List must be unchecked)

Scroll down in the Search Dialog and click “More Options”

Select the Result dialog that corresponds to this Search dialog (in this case Ohio Search)
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. Inthe 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

- . dmi
® pocuware i € File Cabinets 78 H Office Equipment, e, )| %4
< Back Save
'
Onco360 &
General Database Fields Dialogs Permissions

Available Dialogs

[ |
Search Store Result List Folders
Name Type - Default Users
Default Result List Result o) 2
Ohio Result Result 2
Tennessee Result Result 2

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.

< Back Save

Available Dialogs

All Search Store List Folders Q Filter
Name Type ~ Default Users
Default Result List Result O 2
Ohio Result Result 2
Tennessee Result Result 2
Kentucky Result Result 2
+ -
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Configure the Result List

Indiana Result

Edit the fields of the dialog

Field Name

Document Type

Date

Email

Status

Document Number
Employee Name (Last, First)

Employee Number

b. With the Result button selected, select the fields that will appear in the Deficiency

Index dialog

Field Name in the Dialog

Change label

Change label
Change label
Change label
Change label
Change label

Change label

Type
Text
Date
Text
Text
Text
Text

Text

Cancel

J

6 6 6 6 6 6

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.

Configure the Result List

Indiana Result

Edit the fields of the dialog

Field Name

Document Type

Field Name in the Dialog

Result

Index dialog

Type

Field contains select list:
Default select list

Change label Text

Date Change label Date
Email Change label Text
Status Change label Text
Document Number Change label Text
Employee Name (Last, First) Change label Text
Employee Number Change label Text

Kelley Connect

e ne neone o

K
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Cancel

OK
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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.

Change properties of the dialog field "Document Type"

Choose select lists for the DocuWare Client or create new ones

All Internal Fixed External | Q| |
Use ~ Name Type Mode
Default select list single column internal A
v Indiana single column  fixed 2

Edit select list - Indiana

Indiana

Type (e Fixed

External

Select list entries

Blood Glucose A
Color Blindness Test

Competency Program

Compliance Acknowledgement

CPR

Emergency Codes v

~ ]

Cancel OK

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).

e DocuWare EEE g File Cabinets J & H Office Equipme:t‘
< Back Save
Onco360 &
General Database Fields Dialogs Permissions

Available Dialogs

R Filter
All Store Result List Folders

Name Type - Default Users

Default Search Dialog Search e 2

Ohio Search Search 2

+ | - th

Configure a Search Dialog
Indiana Search|
Edit the fields of the dialog
Field Name Field Name in the Dialog Type Selec... Pred... Read...
Document Type Change label Text = [ | ® 7
Date Change label Date = @
Email Change label Text = @
Status Change label Text =
Document Number Change label Text =
Fulltext Change label Text
Empl N, Last —
S (Last, Change label Text =] @
First)
Cancel OK
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b. Navigate to the Document Type field and double click the Select List icon.

Configure a Search Dialog

Indiana Search

Edit the fields of the dialog
Field Name Field Name in the Di...
Document Type Change label
Date Change label
Email Change label
Status Change label

Document Number  Change label

Fulltext Change label

=0

Change properties of the dialog field "Document Type"

All Internal Fixed

Use ~ Name

|| Default select list

Users

Roles

Groups
Substitution lists
Employee+

Departments

Type

Text

Date

Text

Text

Text

Text

Sele... Pred...

1t ik
< <

i
<

1}
<

Rea...
| ®
@
@

o

Type

single column
single column
single column
single column
single column
multi-column

single column

Q Filter

Mode

internal A
internal

internal

internal

internal

external

external v

e | SRR

Kelley Connect
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c. Click the check box next to the Select list that was created for this State (in this case
Indiana).

Change properties of the dialog field "Document Type"

LIOUSE SEIECL ISLS 101 UlE buLuvvale LIglL Ul Leale 1ew ules

All Internal Fixed External Q Filter

Use ~ Name Type Mode
DM Doc Types single column fixed A
Onco-Select-List single column fixed
Onco-All-DT single column fixed
Ohio single column fixed
Tennessee single column fixed
Kentucky single column fixed

Indiana single column  fixed 2 7
+ The user can only use entries from the select list to set the field
Show filter configuration
Cancel OK

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)

Configure a Search Dialog

ELa ;t: ;:i“rwst.)m " Change label Text = @
Employee Number  Change label Text =
State Change label Text =
Classification Change label Text = @
Expiration Date Change label Date = 4

Default Result List
Ohio Result
Tennessee Result
Kentucky Result

~ Less options

Result list  Choose which result list to use for this search |Rils[ERENEST

Create a new result list
ID  9dla52ea-0afd-4506-9bc6-f4bch78(

Cancel OK

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. Inthe 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.

Tab Configuration -

Configured Tabs

Onco360HR ~

Use variable search dialog

Selectfile cabinet v
Selected Tab Configuration Name
Onco360HR Search dialog Default Search Dialog v
M Make this tab private .

Select list field B Use system field
E] Use selective select list

Configuration Information R R Bl Employee Name (Last, First) v

Select List
Filters M Do notfilter result grid results

Update Index Options

R (e s Employee Number

Document Type

Viewer Options
Cl Training/Education

Date

Email

Status

Document Number

Expiration Date I

=3 - a X
) N Deficiency Manager
Company Documents Onco360HR ¥
Get/Refresh Complete
Document List
Search Update Index
[N E] QS| ¢ @Prev | Net © | €5 Refresh
State Total =4 Employee Name (Last, First) Result List  fems
JJ\, indizna bl Jenkins. Pegg Document Type | Date Status |Employee Number | State
> HIPPA Acknowledge | 04/21/2019 Active 100004 Kentucky
‘5‘ || stone, Simor =
J L_F Color Blindness Test | 04/21/2019 Active 100004 Kentucky
‘ﬁ Ohio | Winner, Fred PALS 04/1972019 Active 100004 Kentucky
Fire Safety Test 04/19/2019 Active 100004 Kentucky

} || Temesses

AUTHENTICATED [admin (J & H Office Equipment. Inc.)] CONFIGURATION [Onco360HR] HOST [http:

Productname: Deficiency Manager
Productversion:  [6.45.310.0]

RTMversion:  [6.43.96.1416]
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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.

Get/Refresh
Document List
Search
R < ‘);.;‘_ @ Prev | Next & (J Refresh
Department Totad -3 || Emplayee Tota =3 | Result List 1 les
I 10€ [ Type | | Emgloy | Status |
[l mawrscrume LAY g S L S —
J APPLICATION HR JOE ACTIVE
[ swernG STEVE B
Get/Refresh
Document List
Search
Q&[] QB[ @Pev | Net @ (O Refresh
Department Tot - 3 || Employea Tota -3 Il Resah Ust 1 bams
I J0E |D Type  Deparmert Ergicee | Status |
Ipl we HR LARRY ACTIVE
|l MANUFACTURING D
[ sHePnG STEVE
Get/Refresh
Document List
Search
;'i = = iI® .:-3‘ @ Prey  Next &) Refresh
s Tod =3 || Employee Totl -3 | Result List 0 heers
" H JOE Document T |D | Empioyes Suats |
MANUFACTURING LARRY

il‘

" SHIFFING l:]
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