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1. Preface

This guide provides the details on how to use RICOH Smart Integration Package for AFAS HR on Ricoh
Multifunction printers (MFPs). The below illustration is a high-level flow chart for users to start using
applications.

Step 1 Step 2 Step 3 Step 4 Step 5

Confirming
registration and Import AFAS
setting Get connectors

Receiving
onboarding
email

Configuring Operation of
applications & AFAS HR

password for into AFAS HR
RICOH Smart online
Integration

default values application
(as user)

Prerequisites

e User registration by the administrator of your tenant is required. (For administrator please refer to the
“RICOH Smart Integration Admin Guide”)
e The AFAS administrator needs to upload the AFAS get connectors.

About This Guide

This guide is divided into following primary sections:

o Introduction
This section provides a short explanation of the features of the package.

o Getting started (Step 1 — Step 3)
This section describes how to activate your account and how to upload the AFAS get connectors.

o Configuring applications & default values (Step 4)

This section contains step-by-step instructions on how to configure settings related to the apps in this
package.

o Operation of AFAS HR application (Step 5)
This section contains step-by-step instructions on how to operate the apps in this package.

o Appendix
Product limitations, etc.

Note: the operation panel screenshot images and User Site images, provided in this document are for
illustrative purposes only. They do not reflect the exact image as displayed on the MFP.

2. Introduction

What is RICOH Smart Integration?

RICOH Smart Integration is a platform which provides cloud-based apps and workflow integration. It
connects your MFP to external cloud services, thus enabling you to work smarter and increase productivity.
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What is RICOH Smart Integration Package for AFAS HR?

RICOH Smart Integration Package for AFAS HR is developed on the RICOH Smart Integration platform. It
enables users to scan to AFAS HR online.

Apps in the package
Application Icon Feature Description
AFAS HR app With the AFAS HR app you can search and select an
éct{ﬁ:ég employee, select document type and attribute
" combination. After typing a subject and press start,
the scan is sent to AFAS HR online, based on the
selected items.

3. Getting started (Step 1 — Step 3)
Receiving registration email (Step 1)

After the RICOH Smart Integration administrator registers your user information, you will receive a
confirmation email, sent by info@eu.smart-integration.ricoh.com. In this email you are prompted to confirm
your User ID and set your password.

[RICOH Smart Integration] Confirm registration and set password. inbox x

info@eu.smart-integration.ricoh.com 16:57 (0 1f
B 0gaaina i doahaiasi ~

Dear

Your company Administrator applied for your registration as a RICOH Smart Integration user.
Please confirm your registration and set your password using the following link:

https://api.eu.smart-integration.ricoh.com/vi/aut/confirmLoginMailAddress?code=PJ4tlwzQDSym9wXitC10zeF50w09jaiVZzTalZOPXyR4GgDAjod6V3F58H2ZNsCB

The above URL is valid for 7 days

You can configure your application and authentication settings using following URL after account activation
hitps:/iwww.eu.smart-integration.ricoh.com/site/login

After completing your registration, you will be able to log in at the RICOH Multifunction Printer.

Please do not reply to this automated message.

Ricoh Co., Ltd.

Setting password for RICOH Smart Integration (Step 2)
Please access the site, indicated in the email above, enter the required fields and save.

If you use your Microsoft Office 365 account as your Ricoh Smart Integration credential please click
‘Sign in with Office 365 Account’.
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RICOH Login Information Registration

| Login Information Registration

Log in with password
“Mandatory field

User ID

Hanzako

Email Address

rsi.sdce.user@gmail.com

Given name*

Hanako

Family name*
Ricoh

Password (D)*

Password (Confirm)™

Log in with external service account

Sign in with Office 365 Account

Import AFAS Get connectors into AFAS HR online (Step 3)
Request your AFAS administrator to import the following three Get connectors:

e Ricoh_Medewerkers.gcn
e Ricoh_DossierTypes.gcn
e Ricoh_Kenmerkcombinaties.gcn

Login to AFAS HR online (https://afasonline.com/).

If you are using an AFAS online virtual desktop, the Get connectors can be uploaded directly from your PC
folder.

If you are using the AFAS online web version, you first need to upload the three Get connectors to the AFAS
HR online TempDrive (T:) in your session (Citrix). For more information, see
https://help.afas.nl/vraagantwoord/NL/SE/97293.htm?query=citrix%20 (Dutch only). In this manual, the
screenshots are from the AFAS online web version.

Click on the 1) Hamburger menu and 2) Upload button.
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AFAS Profit 10 - 04485344 - EnYoi ICT Services BV, - Ricoh Nederland B.V. Partnerlic

Algemeen CRM HRM Financieel Ordermanagement Abonnementen

GetConnector beheren

GetConnector beheren
Ednieuw B verwijderen [ZlGetConnector beheren = W ~ [ ~ [ ~ » 75Regels

= 1. Definitie = 2. Uitvoeren = 3. Exporteren ™ 4, Importeren = 5, Kopigren % 6. Collectief verwijderen

Definitie Toelichting Product Functiegroep

HRM

AFASPocket Activities AFASPocket_Activities Project tem
AFASPocket_Contacts AFASPocket_Contacts CRM Organisatie/persoon
Ordermanagement AFASPocket_Expense_Types AFASPocket_Exqense_Types Project ttem

) AFASPocket_liness_Reasons AFASPocket_liness_Reasons Algemeen Inrichting

Financieel

Browse to the folder where you extracted the Get connectors and select them all (all three).

T« Windows (&) » AFAS Get Connectors » AFAS Profit 10 v & Search AFAS Profit 10

Organize « Mew folder

& Windows (C) A Name Date modified Type
SWINDOWS.~B
SWindows.~W5

. hermes

. ADFS tutorial

. AFAS Get Connt
L Nata

|| Ricoh_DossierTypes.gcn 20-5-201911:47 GCM File
| Ricoh_Kenmerkcombinaties.gcn 20-5-2019 11:47 GCN File
| Ricoh_Medewerkers.gcn 20-5-201911:47 GCN File

W

File name: | "Ricoh_Medewerkers.gcn” "Ricoh_DossierTypes.gen” "Ricoh_Kenmerk v | | All Files (%)

Cancel

Click Open and select TempDrive (T:).

@ uUpload To: X

Select the folder in which to save your files.

Desktop

b 3 Scan

~ [ This PC
= TEmMpDrive (T:)

Folder: | TempDrive (T:)

Make New Folder Cancel

The three Get connectors are now ready to be imported. Select 1) Algemeen - 2) Uitvoer = 3) Beheer 2>
4) GetConnector (Dutch for General, Output, and Maintenance).
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[=] AFAS Profit 10 - g

Algemeen CRM HRM Financieel QOrdermanagement Abonnementen Projecten  Venster

E Profit 10

e Openen Openen Wachtwoord wijzigen

) . Beheer E Beheer Taalkeuze
Financieel

¥ Communication center
Ordermanagement
Enquéte
Al nementen
é I I
Projecten =] Enquéte 1 Analyse

antportal E} Inrichting Mijn bestanden Ea Autorisatie tool
Rapport E] Management tool

Document Ea Boekingslay-out

Beheer Analyse

Historie

Rappart

Document

Conversieu\'erkzaamhe!en

Instelingen autorisatie
Bericht
Signaal

Import

Click on 1) Importeren (Dutch for Import).

[=] AFAS Profit 10 -

Algemeen CRM HRM Financieel Ordermanagement Abonnementen FProjecten Venster

GetConnector beheren

[~] GetConnector beheren

e Mieuw [ verwiideren [ZGetConnector beheren ~ Y ~ £ ~ [ - & > 75 Regels

= 4, Impo ren

loeuchting ™

= 1, Definite = 2, Uitvoeren = 3, Exporteren kopigren = 6. Collectief verwijderen

E—— LRFRSackel Activiies : AFASPocket_Activities Project ftem Profit
AFASPocket_Contacts AFASPocket_Contacts CRM Organisatie/persoon Profit
Ordermanagement AFASPocket_Expense_ AFASPocket_Expense_Types Project ltem Profit
) AFASPocket_lliness_Re AFASPocket_liness_Reasons Algemeen Inrichting Profit
AFASPocket_lliness_St: AFASPocket_lliness_Status HRM Aan- en afwezigheid Profit
AFASPocket_Leave_Bz AFASPocket_Leave_Balance HRM Aan- en afwezigheid Profit
AFASPocket_Leave_Re AFASPocket_Leave_Reasons Algemeen Inrichting Profit
AFASPocket_Leave_Ty AFASPocket_Leave_Types HRM Profit
AFASPacket | saves AFASPacket | saves HEM Profit |

Select 1) Bestand (Dutch for File).
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Importeren definities

Bestand selecteren

Bestand

Bestand | Map

Select 1) all three Get connectors and press 2) Open.

= TempDrive (T3}

Werwijderen
Srnuleren Worige “Wolgende
Selecteren importhestand x
T » ThisPC 3 TempDrive (T:) v B Search TempDrive (T:) el
Organize « Mew folder Bz - o
~
Name Date modified Type Size
7 Quick access
. D Ricoh_DossierTypes.gcn 20-5-2019 14:54 GCN File KB
Documents -
. D Ricoh_Kenmerkcombinaties.gen 20-3-2019 14:54 GCN File KB
=] Pictures 1" [ Ricoh_Medewerkers.gen 20-5-2019 1454 GCN File 3KB
3 This PC

File name: | "Ricoh_Medewerkers.gen” "RICDh_DOSSIE!TypES.ﬂ" ‘ GetConnector (*.gen) ~

Select 1) Voltooien (Dutch for Finish).
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Importeren definities

Bestand selecteren

Bestand

T:\Ricoh_DossierTypes.gen
D T:\Ricoh_Kenmerkcombinaties gon
D T:\Ricoh_Medewerkers.gen

Bestand emidersn

Annuleren Yorige

Yolgende

Select 1) OK.

Select 1) Voltooien (Dutch for Finish).

Voortgang

Importeren voltooid

T:\Ricoh_Medewerkers.gcn

Importeren definities

Bestand

: pes
o Riicoh_Kenmerkcomnb

o Riicoh_Medewerkers

T:\Ricoh_Kenmerkcombinaties. gon
T:\Ricoh_Medewerkers.gon

Status

Goed
Goed
Goed

Annuleren Worige

olgende

After the three Get connectors are imported ask your AFAS administrator to create an App Connector and
add the three Get connectors. Connector ID KnSubject must be selected as an UpdateConnector. During the
App connector creation, a Token is generated. Keep this token in a safe place, it is created only once. This
token (together with the AFAS participant number) is used to connect the RICOH Smart Integration AFAS HR

workflow to your AFAS online environment.
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See https://help.afas.nl/help/NL/SE/App Apps Custom Add.htm for more information (Dutch only).

4. Configuring applications & default values (Step 4)

Configure AFAS HR online access

To use the search and send function in AFAS HR, the user needs to set the AFAS Participant Number and
Token. If these are not set and you try to login on the device, you will get an “External service coordination
settings have not been made” message.

o External service coordination settings have not been
made.
Send email to you with a link to the settings screen?
After receiving the email, follow the link and configure
the external service coordination settings.

Enter your email address - ? - 0

The received email will advance you to the RICOH Smart Integration user site where you can configure the
AFASconnectorHR external service. You can also preregister the AFASconnectorHR external service by
following the steps below.

Log in to the user site using your credentials. Only the RICOH Smart Integration administrator will see the
Admin Mode selector. Click on 1 Application.

Admin Mode

OFF @ @

RICOH

Application
1

Application Settings
(General Users)
AFAS HR User license, Nedap...|

On Application Settings (General Users) click on 1) External Service Connections and click 2) Configure of the
AFASconnectorHR service.
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Admin Mode

i Application Settings (General Users) o, @ @

€Top

IAppIicat\'on Settings (General Users)

Send and receive files with extenal storage
Application List
Service Name Coordination Shared

" External senice Connections AFASconmectorHR 2 Unconfigure

User Select Login Settings

Configure the AFAS Participant Number and Token and press Confirm.

@ Please enter the user information for AFASconnectorHR

AFAS Participant
Number

AFAS Token

Allow the service to be shared within the tenant.

Description

The AFAS HR workflow can now be used on the MFP after login. Only user for which the AFAS HR user license
is activated can use the AFAS HR workflow. Users without an AFAS HR user license will get the message
below when selecting the AFAS HR workflow on the MFP.

Cannot use the applications because you do not have a license.
Please contact your administrator.

Activate AFAS HR user access

The AFAS HR workflow license is user based for a certain number of users as ordered. It is the company’s
RICOH Smart Integration administrator to activate the AFAS HR license for user who are allowed to scan to
AFAS HR. As a RICOH Smart Integration administrator login to the RICOH Smart Integration user site and click
1) Admin mode and 2) select App Usage Permission Management (users)
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Admin Mode

RICOH Admin Settings {on @) ©] 'Tt,.::i::(\nub:s30152|ﬁw7a

Utility 2

User Management App Usage Permission Tenant Info
Management (users)

Application Settings
(Administrators)
AFAS HR User license, Nedap...

Copyright © 2013 Ricoh Company, Ltd. All ights reserved.

On the User License Management page select 1) Settings below AFAS HR User license

Admin Mode

it App Usage Permission Management (users) “on @) ® @

€ Top
IApp Usage Permission Management (users)

To change the usage permission, click #* and switch % on or off.

(USE\ search B 1-1/1 Application

AFAS HR User license
users 1

No. of registered users 7 2/10
AFAS-User1 (User1 AFAS)

Select 1) the thick box for every user who needs access to the AFAS HR app and 3) save the configuration

- Admin Mode
HH

=2 App Usage Permission Management (users) Con @) @ ©

€ Top
IApp Usage Permission Management (users)

To change the usage permission, click # and switch % on or off.

3
Coe O GEEID

User search B 1-1/1 Application

'AFAS HR User license

users

2 el
No. of registered users 7 3/10
AFAS-User1 (User1 AFAS) 1 g

Select 2) All to give access to all users until you run out of ordered user licenses. All users with an active
license can use the AFAS HR app on the MFP after login.
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AFAS HR app settings

Both the RICOH Smart Integration company administrator and users are able to change their preferred label
names and scan settings. Tenant-wide, the RICOH Smart Integration company administrator can only set the
Default Parameter Settings.

Login to RICOH Smart Integration and select:

1) Application Settings (General.......; for all user to set your personal application settings

RICOH

1 Application

Application Settings
(General Users)
AFAS HR User license

Admin Mode

OFF @ @

On Application Settings (General User) select 1) AFAS HR to change the settings.

€Top

Application List
External Service Connections

User Select Login Settings

iif Application Settings (General Users) o) @ @ R s

IAppIicann Settings (General Users)
_ To confirm or change the settings (parameters) of an app, click the icon of the app.

AFAS HR AFAS HR

Admin Mode

Home

= 1

Below a list of settings available for configuration.

Category Item Option

Default Search employee To set a predefined search string; empty by default

Parameter Display Name: Search When left empty (default):

Settings employee e Zoek medewerker for Dutch MFP display
e Search employee for English MFP display

VERSION 1.1 (JUNE, 2020)
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Display Name: Choose
employee

When left empty (default):

e Kies medewerker for Dutch MFP display
e Choose employee for English MFP display

Display Name: Category

When left empty (default):

e Categorie for Dutch MFP display
e  Category for English MFP display

Display Name: Attribute

When left empty (default):

combination e Kenmerkcombinatie for Dutch MFP display
e Attribute combination for English MFP display
Subject To set a predefined subject string; empty by default

Display Name: Subject

When left empty (default):

e  Onderwerp for Dutch MFP display
e  Subject for English MFP display

External
Resource
Reference
Settings

Add employee number

When:

e True; the employee number is added to the employee
name in the search list.

e False (default); only the employee name is displayed in the
search list.

Return list format

To add the employee number as a prefix (default) or as a suffix

Default Scan
Settings

Scan Color Mode

Auto Color Select (default) - B&W Text - B&W Text/Photo - B&W
Text/Line Art - B&W Photo - Grey Scale - Full Color Text/Photo - Full
Color Photo

Original Sides

1 Sided - 2 Sided (Open to Right/Left) (default) - 2 Sided (Open to
Top) - Spread

Document Orientation

Readable Direction (default) - Unreadable Direction

Scan Resolution

100 — 150 — 200 — 300 (default) — 400 — 600 dpi

Document Size

Auto (default) — A3 — A3 (horizontal) — A4 — A4 (horizontal) — 8 % x
11 -8% x 11 (horizontal) — 11 x 17 — 11 x 17 (horizontal)

Manual Density

-3 to 3 in steps of 1, default =0

Scan Method

Normal (default) - Batch

Preview

Off — On (default)

5. Operation of AFAS HR application (Step 5)
Open RICOH Smart Integration on the MFP and select AFAS HR from the Hamburger menu (top left) on the

MFP screen.
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[
\ E" AFAS HR Inloggen
S e
AFAS HR
Aras
g
Status controleren =] ) = @ Stoppen

Click on the AFAS HR application and you are requested to login.

L

< Inloggen bij RICOH Smart Integration

Inloggen met e-mailadres

E-mailadres .- . @ -
Wachtwoord sssssens
" wachtwoord weergeven

Inloggen

Status controleren = @ Stoppen

After login, the scan process starts with Zoek medewerker (Dutch for Search employee).

< AFASHR - - Uitloggen Takenlogboek
+ Verplicht veld. Automatisc..
Enkelzijdi LB
Zoek medewerker L lg_ =2
Leesbareric.. «R]
300 dpi
Kies medewerker
Categorie * Binnengekomen Post (HRM)
Kenmerkcombinatie %
o YO Py
Status controleren o a = ©  Stoppen

Type part of the name, typing more precisely shortens the list.
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<« AFASHR -— .- Uitloggen Takenlogboek
+ Verplicht veld Automatisc... "_;
Enkelzijdi
Zoek medewerker  ab) (%] idg L)
Leeshareric.. €R|
300 dpi

Kies medewerker

Categorie % Binnengekomen Post (HRM)

Kenmerkcombinatie *

e s

Status controleren @ Stoppen

Press on Kies medewerker (Dutch for Choose employee) and a list of found employees is presented

‘

Kies medewerker Annuleren

(O Abderrahim, M. (Muhammed)

(@) Bello, MM. (Monica)

(O Faber, T. (Teun)

O Gunst, G. (Gaby)

Status controleren @ Stoppen

Select the employee and press OK.

&=
< AFASHR - .- Uitloggen Takenlogboek

= Verplicht veld
Automatisc..

Zoek medewerker  ab Q Enkelzjdig [
Leesbareric.. «R]
300 dpi

Kies medewerker % Bello, M.M. (Monica)
Scaninstellingen

Categorie % 1D Documenten (HRM)

Kenmerkcombinatie % Rijbewijs

Onderwerp % Aanvraag (%]
Status controleren ©®  Stoppen
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By pressing Categorie (Dutch for category) and Kenmerkcombinatie (Dutch for Attribute combination) you
can select the desired category and Attribute combination. As a last step you need to type an Onderwerp
(Dutch for Subject), which is a mandatory field (*). Typing a subject enables the green Starten (Dutch for
Start). Place your document in the ADF (Automatic Document Feeder) and press Starten.

9

Annuleren

Verzenden

Status controleren @ Stoppen

The MFP will show a preview (default setting) of your scanned document. You can scroll through the
document and enlarge when needed, before pressing on Verzenden (Dutch for Send) which will send the

scan to AFAS HR online.

Het document is gescand en verzonden voor verwerking. Het resultaat
wordt weergegeven in het takenlogboek.

Status controleren @ Stoppen

You check the scan result in the job log
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[C
<« AFASHR Rob Jacobs Uitloggen Takenlogboek
+ Verplicht veld. Automatisc...

Zoek medewerker ab (%] Encezids LTy
Leeshareric.. €R|
300 dpi

Kies medewerker

Categorie #* ID Documenten (HRM)

Kenmerkcombinatie *

alty: YTy A o gy g p )

Status controleren =] ) = @ Stoppen

Press Takenlogboek (Dutch for Job log).

L

& Takenlogboek van AFAS HR

Startdatum en —tijd Einddatum en —tijd Status Vernieuwen
21-mei-2019 12:19:09 21-mei-2019 12:20:13 Fout

21-mei-2019 12:19:09 | - | Bezig met verwerken..
21-mei-2019 12:15:16 | 21-mei-2019 12:15:31 Voltooid

Status controleren a ©®  Stoppen

The status can be:

e Voltooid (Dutch for Completed); the scan is successfully sent to AFAS HR online
e Bezig met verwerken! (Dutch for Processing); the scan is processed
e Fout? (Dutch for Error); the scan could not be delivered to AFAS HR online

! Bezig met verwerken

All pages are scanned on both sides. During processing:

Blank page are removed

e Documentation orientation is corrected, readable from top to bottom
Skew is corrected

e language is recognised, Dutch

The scan is sent in PDF/A format to AFAS HR

2Fout

In case the document could not be delivered to AFAS HR online, the user will receive an email with the
reason and the scan attached.
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Uw scan naar AFAS HR Online

no_reply@eu.smart-integration.ricoh.com
Wed 22/05/2019 08:31 5 9 =

You ¥

’PT‘ 1ee9wcyn76tx.pdf

WER 95 KE

Beste gebruiker,

AFAS HR heeft uw scan niet geaccepteerd. Volgende melding is ontvangen van AFAS HR online:

Sending document to AFAS has failed. (AntaObject) There is no value entered in mandatory field ‘Onderwerp’ (Ds)
Voor meer informatie neem contanct op met uw [T beheerder.

Bedankt voor uw begrip.

6. Appendix

Remarks

e Max data scan size is 40MB.

If the file size exceeds the limit, your operation may fail and you will receive an error notification
email from the system.

Other remarks (common across all packages)

e Supported browsers for User Site are:

o O O

O

Internet Explorer: 11 or later
Edge: latest Version
Chrome: latest Version
Firefox: latest Version

e Limitations for Home Screen/Applications

o
o

Home: Maximum 20 for each profile, Max 32 characters for the name.
Applications: Maximum 18 for each home screen, Max 32 characters for the name

e User Management

O

Email address is unique in the system; same Email address cannot be used even if user
belongs to different tenants

Users, belonging to the same tenant cannot set different time zones

User cannot change their login email address, need administrator's assistance to change
email address

e Once administrator has logged in to a tenant on the MFP, an administrator from another tenant
cannot login to the same MFP.

e 1) Back button inside application display screen must be used, instead for 2) Back button on the
operation panel.
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&« JAFASHR - .- Uitloggen Takenlogboek

Automatisc...
Zoek medewerker  ab (] Enkelziidig L)
Leeshareric.. €R|
300 dpi

Kies medewerker  +* Bello, M.M. (Monica)

Scaninstellingen

Categorie # |D Documenten (HRM)

Kenmerkcombinatie % Rijbewijs

Onderwerp * Aanvraag 2 (X)
Status controleren ) “a ©@  Stoppen

e Folder and File Search results varies from cloud service to cloud service, this depends on the Search
API for each service.
e Following characters are not supported for folder and filename creation.

~ios&*:<>2/\{|}
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