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WINPACCS® CL®@UD Document management in WINPACCS

V\/orkshop Block Il (14:30-15:15)

O 8 Document management In
WINPACCS

SYMPOS'UM 20 With WINPACCS Cloud 2019.03 version — available from
. Autumn 2019 — WINPACCS will offer the option of linking
==Y MartinBork documents with project master data, project fundings,

e Managing Director

) partners, donors and many other areas in WINPACCS. The
- documents can either be stored directly in WINPACCS Cloud or
(;;J [obiESEbER in an external Document Management System. Explore the
\,{) Developrent new functionality in this workshop.
mbi
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WINPACCS® CL®@UD Document management in WINPACCS

Agenda

1. Key information

2. Document storage for individual objects

3. New Document management functional area

4. Configuration options for Document management
5. Prices and availability

0. Your questions
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Key information
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WINPACCS® CL®@UD Document management in WINPACCS

Direct Assignments of Objects

Assignments \
= Project master data € E Document type
= Project funding = Annual report

= Project budget = Calculation
= Project planning = Confirmation of receipt
= Journal = Evaluation
= Cashbook Keywords = Interim report
= Partner " PR work = Photo/image
= Partner contract " Water supply " Project report
= Donor = Evaluation ... others possible
... own choice

= Bank detalils
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WINPACCS® CL®@UD Document management in WINPACCS

Storage options for documents
» Direct storage of documents in WINPACCS Cloud (Azure Germany)

= External storage, for example in an external Document management
system (DMS)
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WINPACCS® CL®@UD Dokumentenmanagement mit WINPACCS

Direct storage in Azure Germany

» Use of the new Microsoft Azure Germany Cloud platform

» Azure Germany meets relevant privacy certifications, including ISO/IEC
27018 for protection of personal data in the cloud, the EU/US Privacy
Shield, and the European Union’s General Data Protection Regulation
(GDPR)! https://azure.microsoft.com/en-us/global-infrastructure/germany/

= Files are encrypted with encryption key stored in WINPACCS Cloud
» Georedundant storage at several locations in Germany
= Attractive pricing and high availability
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WINPACCS® CL®@UD Managing digital vouchers with WINPACCS

WINPACCS® Belegposition 3/1

o > :-;Jir'-.'.'.'r:-.'.'al'._n'._; > 17.001 Kommunale Gesundheit & Lindliche Entwick ung Nepal > :':Jr-:I_.:":'u limg > Standard > Es'rgp::u:'.':" 3N
qation Bearbeiten &= Drucken || Buchung Projekt hhaltung
Buchungen & Zurdck a4 |w|m |

Standard

¥ Buchung

Analysen

Standard e 2 E a 15 & n er/Partne

EU Gesamtbudget - i 12.07.2007 2017107 NEPAID

O ‘ l | | I I e | I Restbudget &% e
Protokolle kostenabrechnung
Anderungsprotokoll BW Betrac HW Betrag Mischkurs der Be .
| I a I | a e | | I e I It Datenaustausch- 4,000,00 USD 3.560,00 EUR 0,0000000

protokell
4122 Berater und Fachkrifte 00 Berater und Fachkrifte
¥ Kostenrechung und Abrechnung
Abgerechnet | L
Nein 17.001 EC Eurcpean Commission InferEurc
3.504.78 EUR 0.8761938 2017707 1.2.2 Experts / consultants

Menge
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WINPACCS® CL®@UD Document management in WINPACCS

New detail area ,Documents”

Many objects e.g. project master data offer area for related documents.

==: WINPACCS® CL®UD Project master data

> Projects > 10.003 Disaster preparedness & resilience Eastern Nepal > Project master data

L;'l] Print =l Documents

Project master data Documents X

Project number 19.003 Add document

Project (English) Disaster preparedness & resilience Eastern Nepal
Project status  active
Froject type Project

Froject without project
accounting
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WINPACCS® CL®@UD Document management in WINPACCS

Uploading a file to WINPACCS Cloud

When adding a document, the New document - Master data -
file and some metadata need t0 swnserocation © WINPACCS Cloue

. (e ) External systam
be specified: |

File Finance Contract 19003.pdf

= Document title o y
u DOCU ment type Document Finance Contract 15.003
| <eyWOrdS Document type Contract -
= Individual fields e

Processing status Finished -
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WINPACCS® CL®@UD Document management in WINPACCS

Document in detail area

= \isible to everyone who has
access to this object

= Click on title opens document

» Dropdown menu offers further
functions to edit document

05.11.2019

Y Finance Contract 19.003

Document type
Contract

Edited on
10/31/2019

File size

223.07 KB

Edited by
Schuh, Simon

[ Finance Contract 19.003

Document type Open
Contract Edit Properties
Edited on Upload new document version

10/31/2019

Add assignment

Delete

11



WINPACCS® CL®@UD Document management in WINPACCS

Document in Office 365

n Ofﬂce 365 WOI’|<S as H Partner in Development
external collaboration

Home @ Open ~ & Sharg L_-I{i:l C[}Ip}f ||nk hload ]E Delete -4 Pinto top
p | atfo rm Caonversations
Documen ts Documents > Projects > 19.003
. 11
» Copy link” can be used

Notebook O Name Madified

to link documents in 0 B htporm e @ | s
Wl N P/ \CCS Site contents W El _\IFFOJed Agreement.docx 6 minutes a 0

Recycle bin

Edit

Link copied

GOrEmRCW IwS0ATe=mYm KG
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WINPACCS® CL®@UD Document management in WINPACCS

Adding an external document

» Choose ,External system”

MNew document - Master data X

= [nsert link address

Storage location ) WINPACCS Cloud

® External system

= Link can be of any type (file,

-~ . . Link https://winpaccs.sharepoint.com/uc/s/partindewv/EXgrvjiv
older, website...) and any file

Document Budget proposal
type

Document type Calculation it

Keywords

Processing status Draft i
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WINPACCS® CL®@UD Document management in WINPACCS

External document in detail area

= [con with arrow indicates external
document

4] Budget proposal

= Click on title opens document in
. Document type Edited on
ne\/\/ browser W||’]dOW Calculation 10/31/2019

Edited by
Schuh, Simon
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WINPACCS® CL®@UD Document management in WINPACCS

Assign document to multiple objects

u DOCU ments can be con nectec to [ 19.003 EU Voucher Verification 2019-02
several objects Document ype | OPe"
Annual report Edit Properties
Edited on Upload new document version
10/30/2019
Add assignment
» Examples: o
Object
Voucher verification Donor
Funding
Budget
Framework contract with Partner
partner Partner contract
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WINPACCS® CL®@UD Document management in WINPACCS

Assign document
= All objects are shown that the user has access to
= List can be filtered by search term

Assign document

05.11.2019

Object type Search
Project funding - 19.003
Project funding Project
19.003 EU 19.003 Disaster preparedness@resilience Far-Eastern Mepal
19,003 Own Funds 19,002 Disaster preparednessitresilience Far-Eastern Mepal
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WINPACCS® CL®@UD Document management in WINPACCS

Add documents to objects

Example: Add regulations of a donor to the Donor management.

amm ® andre.scharmann@partindevorg () ™ =,
11 4 _ ., #)] =%
i WINPACCS CL@U D The document was uploaded successfully. % Partner in Development F 0 U
{.} > Donar management > 002 European Commission > Master data '
@ Documents
Master data Jocuments X

Donor  European Commission Add document

Donor number 002 EC 1605-2002 Financial Regulation applicable to

the general budget of the European Commision

LLL

Address  B-1049 Brussels Belgium

Breakdown in title v Document type File size
Contract 29645 KB
Phone +32(229) 5384-50 Edited on Edited by
10/29/2019 Smith, John

Telefax +32 (229) 5384-50
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WINPACCS® CL®@UD Document management in WINPACCS

Add documents to objects

Example: Voucher verification in Project funding

3 WINPACCS® CLOUD 19.003 EU i o}

{at » Projects = 19.003 Disaster preparedness&iresilience Far-Eastern Mepal * Project funding > 19.003 EU

Release Undo  Status: edited
General Reporting currency scheme Exchange rate table Documents
Add document
Master data -

Contract number, external [ 19.003 EU Voucher Verification 2019-02

Contract number, internal  19.003 EU Document type File size Edited on
Annual report 87.57T KB 10/29/2019

Funding 19.003 EU

Edited by
Smith, John

Consent date  5/15/2019

Grand total 1,269,840.00 EUR

05.11.2019
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E—i_[[ Documents

*
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WINPACCS® CL®@UD Document management in WINPACCS

New Document management functional area

Manage all documents centrally
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WINPACCS® CL®@UD Document management in WINPACCS

Overview of all your documents

The functional area offers a central overview of all documents
(both internally and externally stored)

ﬁ:} > Document management

":H New b, Open 'ﬁ Delete [;ﬂ Print L= Preview E'l Details
| <Standard view> ~ || 7~ | i~ || i= || Y || = || 8 || Search || Q |
Crag a column header here to group by that column.

Documen t A % Documen t type Edited on Edited by

19003 EU Voucher Verification 2019-02 Interim report 10/29/2019 11:38:45 AM Smith, John B
LogFrame EU Project report 10/29/2019 1:05:08 PM Doe, John

Projektbericht 29.10.2019 Project report 10/29/2019 1:12:15 PM Doe, John
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WINPACCS® CL®@UD Document management in WINPACCS

Document management functional area

= Visibility of all documents that the user has access to
» Maintenance of properties (ensuring uniformity)

= Search for specific documents using a keyword catalog, document
type, and many other criteria

= Ability to save views with groupings and filters
= Detail area with properties, assignments and file versions
= Preview of selected file types

05.11.2019
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WINPACCS® CL®@UD Document management in WINPACCS

Informative detail area

= Check and edit document
properties

= Add or remove document
assignments

» Keep track of document versions

05.11.2019

Properties

Document Cocument type

19.003 EU Voucher Verification 2019-02  Annual report

File size Storage location File format
87.57 KB WINPACCS Cloud pdf
Edited on Edited by Keywords

11/1/2019 1:02:33 PM  Schuh, Simon

Assignments

Object type Ohject Project
Donor Eurcpean Commission

Project funding 15.003 EU 15.003
Versions

Version Uploaded on Uploaded by

2 11/1/2019 1:02:33 PM Simon Schuh

1 10/29/2019 2:52:47 PM John Smith

@
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WINPACCS® CL®@UD Document management in WINPACCS

Take a look inside
Quickly preview file contents inside WINPACCS Cloud (PDF and images)

ﬁ;} > Document management
'f-l;,‘ MNew b Open E Delete [;i‘ Print I PF'E"."iE'W 8] Details
<5Standard view> ¥ “ VA l EIEI = l[ Search l Preview X
™ - -
Drag a column header here to group by that column. _ 19.003 EU Voucher Verification 2019-02.pdf
Document A Document type Edited on Edited by Asnouniing pesied e Vechar Vouehor Vouchordate Accownt Frading tert
. Ewopeddd - Code- 1.1.1
19.003 EU Voucher Venfication 2019-02 Interim report 10/29/2019 11:38:45 AM Smith, John 201w07 oz 1 1 TSz 2121 Salaries Juy
201807 ooz 12 2 T2 212 Salares My
LogFrame EU Praject report 10/29/2019 1:05:08 PM Doe, John e = * o —
Ewopaid - Codes 1.1.2
) N ) 201807 ooz 12 3 T2E20N 2121 Salaries July
Projektbericht 29.10.2019 Project report 10/29/2019 11215 PM Doe, John
Ewopedid - Code- 121
201ame Jug 3 1 BM204 4130 Personalkosh
Projektfoto Photo/image 10/29/2019 1:13:21 PM Doe, John . cose 214
‘ ' B
-
Download
4 4 LA 50 * | Elements per page 1 -4 from 4 Elements
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WINPACCS® CL®@UD Document management in WINPACCS

Configuration options for Document
Mmanagement

Organisational settings for document management in WINPACCS
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Document management in WINPACCS

WINPACCS® CL®UD

Organisational settings for document management

i = Crganisation settings
Settings for the functional areas
Gl > Organisation settings * Document management settings

@ f
Projects Donor management
ﬁ | —
—

=0
— —

I b

Financial administration U4

®

e

Keywords

Company accounting

Management of fund
Individual fields for master

data of documents

Installation management

supplies
General settings for
Document management

B

Inventory management

[lﬁ:

o
=

Person administration Document management

25
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WINPACCS® CL®@UD Document management in WINPACCS

General settings for Document management

> Organisation settings * Document management settings > General settings for Document management

» Available storage locations
Usage

= Maximum file size

Document management is used

| Curren‘t Storage Usage Storage location WINPACCS  #

Cloud is used

Storage location external &
systems is used

Storage location WINPACCS  Microsoft Azure Blob Storage, encrypted
Cloud

Maximum file size in MB per 32
document

Current storage usage of 0.33 MB
WINPACCS Cloud storage
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WINPACCS® CL®@UD Document management in WINPACCS

Document types

The following types to categorise
documents are initially available:

= Confirmation of receipt

= Fvaluation

» Photo/image

» Annual report

* Project report

= [nterim report

You can add various further document
types.

05.11.2019

> Organisation settings > Document management settings =

Document types

Document type &
Annual report
Confirmation of receipt
Contract

Evaluation

Interim report
Photo/image

Project report

i3eng
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WINPACCS® CL®@UD Document management in WINPACCS

ndividual fields

ndividual fields can be defined as

4l > Organisation settings > Document management settings > Indiv

additional metadata for the Field properties
documents. The following field types Type of field Yes /No
a re ava | | a b|e Mame in English  External Document
Length of field
Type of field <No selection> v
<No selection> Mandatory field
Text field
Muiti-line text field Name in other languages
integer
Currency value Name in German Externes Dokument

Classification
Multiple classification
_Yes/No

MName in French

Mame in Spanish
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WINPACCS® CL®@UD Document management in WINPACCS

Keywords

Keywords can be defined centrally in the four languages.

1 > Organisation settings > Document management settings = Keywords > New keyword
Document type

Keyword (English) Guidelines

Document type in other languages

Keyword (German) Richtlinien

Keyword (French)

Keyword (Spanish)
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Prices and availability
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WINPACCS® CL®@UD Document management in WINPACCS

Price per month

» 25,00 € up to 30 users and 10 GB storage
» 0,50 € per additional user
» 0,50 € per further GB

Availability
= Since two weeks the document management is available.

» Document management can be used without additional costs until the
end of 2019.
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WINPACCS® CL®@UD Document management in WINPACCS

Your guestions?
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