About

Delaware Department of Health and Social Services - Division of Substance Abuse & Mental Health (DHSS
DSAMH) has implemented a document management and workflow solution in DocuWare to gain better control of
processes for submitting, approving, and storing invoices. DocuWare for Invoice Processing provides a
seamless solution for invoice management by digitizing paper invoices, capturing other electronic invoices, and
subsequently triggering approval workflows based on business rules to ensure accurate and rapid processing
and payments.

Invoices are submitted to the DocuWare system using File Transfer Protocol (FTP). This document provides
information for installing and using FTP tools to upload invoices.

Download and install FileZilla

Depending on your organization’s information technology (IT) policies, this may require your IT staff to assist. FileZillais a
free tool that has been tested and is used by DSAMH providers. It is not required to use this tool if your organization has
an alternative in use (CuteFTP is an example).

DocuWare FTP with TLS encryption:
e Forthe use of FTPS or FTEPS, a dedicated FTP client will be needed.
e Al FTP clients are supported, but here is a free version that is commonly used:
o Go to https://filezilla-project.org/
o Download the FileZilla client:

© Quick download links

Download
FileZilla Client

All platforms

o Navigate to the setup file for Filezilla and install:

E FileZilla_3.66.1_winf4_sponscred2-setup

Configure your FTP Client (FileZilla)

e Open the Filezilla application on your computer. Select the File menu and Site Manager

F Meadowoc 9 »siffftp.docuware-online.com - Filefilla

File Edit Viel ansfer Server Bookmarks Help

@ Site Managenm). Ctrl+5
Copy (urr%ne(tinn to Site Manager...
Mew tab Cirl+T
Close tab Chrl+W
Export...
Import...
Show files currently being edited... Ctrl+E
Exit Ctrl+C
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https://filezilla-project.org/

DHSS DocuWare Provider FTP Instructions

e (Click the New Site button

Select entry:

General Advanced Transfer Settings Charset

=0 My Sites.
L}

Protocol: FTP - File Transfer Protocol hd

Host: ftp.docuware-online.com Port:

Encryption:  Require implicit FTP over TLS ~

Logon Type:  Anonymous =

Background color: None

Comments:

[ New site !3 New folder
ew Bookman Rename
Delete Duplicate

L4

Connect oK

Cancel

e Type your Site Name. In this example we used ‘DHSS DSAMH Upload'.
e Paste the provided ftp URL in the Host field and enter either Port 989 or 990. You can also leave the Port field blank.

Site Manager

Select entry: General Advanced Transfer Settings Charset
- My St
B . Y ates Protocol: FTP - File Transfer Protocol e
! Meadowood
... M| DHSS DSAMH Upload| Host: Paste the provided ftp URL here  Port:
Encryption:  Use explicit FTP over TLS if available
Type desired name Logon Te: You can use
here - this can be - port 989 or 990
whatever you want User:
Password:
Background coler: Mone ~
Comments:
A
Mew site Mew folder
Mew Bookmark Rename
v
Delete Duplicate
Connect oK Cancel
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Provider FTP Instructions

In the Encryption type, select ‘Require Implicit FTP over TLS’

Site Manager

Select entry:

General Advanced Transfer Settings Charset

9 My Sites
B DHSS DSAMH Upload
... @ Meadowood

Protocgl FTP - File Transfer Protecol

Heo: ftps//ftp.decuware-online.com/c71GILTR-Z3r Port: 980

Use explicit FTP over TLS if 3

Use explicit FTP over TLS if &
Logon Type: [Ragu igitE el

= = -.-. = -
Require implicit FTP o

Select ‘Anonymous’ Logon Type and click OK

Site Manager

Select entry:

-0 My Sites
B DHSS DSAMH Upload
! Meadowood

User: Only use plain FTP ({insecure) A
Password:
Background color:  Mone ~
Comments:
a
Mew site Mew folder
Mew Bookrmark Rename
- v
Delete Duplicate
Connect OK Cancel

General Advanced Transfer Settings Charset

Protocol: FTP - File Transfer Protocol >

ftp://ftp.docuware-online.com/cT1GILJTR-Z5 Port: 990

Require implicit FTP over TLS ~

Ask for password
Interactive
Account

Passwaord:

Background color:  Mone ~
Comments:

a

Mew site MNew folder

Mew Bockmark Rename
Delet Duplicat =
elete uplicate '3

Connect QK Cancel
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Upload Files

e Open the Site Manager from the drop-down menu and select the site you just created (our example was ‘DHSS
DSAMH Upload’)

iew Transfer Server Bo
Bl s R

D DSAMH Upload

Meadowood

There are two ways to upload files:

e You can right-click to upload the document. Once you select the option to Upload, the file will be displayed in the
right-hand window on the Remote Site until it is picked up by DocuWare (this is usually within seconds).

= DHSS DSAMH Upload - ftpsy//ftp.docuware-onl om - FileZilla

File Edit View Transfer Server Bookmarks Help

TTRICkRO KL Fas e
Host: Username: Password: Port: Quickconnect | ~

Status: Connection established, initializing TLS...

Status: TLS connection established, waiting for welcome message...

Status: Logged in

Status: Retrieving directory listing of "/cT1GILjTR-Z5rMihOrSxWayjfqdTEL WdhCo8TilE/documents/Horizon_House"...
Status: Directory listing of "/c71GIL TR-Z3rMihOroxWayjfqSTELWdhCo8TilE/documents/Horizon_House" successful
Status: Disconnected from server

Local site: | ChUsers\crand\OneDrive\Desktop' JTR-Z5rMihOrSx Wiyjfq9TELWdhCo8T7ilE/documents/Horizon_House ~

o-4P Music
= My Documents .79 cT1GITR-Z5MihOrSx Wiy jfqSTEL\Wdh CoBTilE

-7 NetHood =7 documents

OneDrive .= Horizon_House

G Desktop

o Documents

~ Email attachments

~ Music

P9 Pictures

_ Public

~ Textron

Filename Filesize Filetype Last modified Flirima - Ll | Purisking | DwainBaus
132,645 _Adobe Acrobat Do... 3/26/2021 407:40 ...
i o AN Taet i trt T e TN TR

Left-click to select and then right-
click to see menu - Select ‘'upload’

TRt TOPTSFROL0 2:49:04...
- 066 Microsoft Word D... 17472021 11:25:02 ...
282 Configuration setti... 2/14/2023 &10:57 ...

1,201 Shortcut 5/10/2022 9:30:43 ...

2,293 Shortcut 472972021 10:57:33...

1,311 Shortcut 1/27/2021 9:39:01 ...

[ DSAMH Test Doc.txt

T Uplosd 0/23/2021 1:04:22 ...

4" Addfiles to queue 6/18/2021 3:55:16 ...
- I B 2/10/2021 11:32:31..,
Selected 1 file. Total size: 37 o Empty directory.
Server/Local file Size Priority Status

Create directory
Create directory and enter it
Refresh

Delete

Queued files Failec
Rename

GG Queue empty e
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Provider FTP Instructions

e ORyou can Drag & Drop the document to upload. Once you drag the document to the right-hand window on the

Remote Site, it will be displayed until it is picked up by DocuWare (this is usually within seconds).

B DHSS DSAMH Upload - ftp

fftp.docuware-onl| m - FileZilla

File Edit View Transfer Server Bookmarks Help

1 - a3
T «-\uB‘loxw\EQ"d&
Host: Username: Password: i
Status: TLS connection established, waiting for welcome message...
Status: Logged in
Status: Starting upload of C:\Users\crandOneDrive\ Desktop\DSAMH Test Doc bxt
Status: File transfer successful, transferred 37 bytes in 1 second
Status: Retrieving directory listing of */c7T1GILTR-Z5rMihOrxWayjfq9TELWdhCo8TilE/documents/Horizon_House"..
Status: Directory listing of "/c71GILjTR-Z3rMihOrSx Wyjfq9TeLWdh ColTilE/documents/Horizon_House" successful
Local site: | ChUsers\crand\OneDrive\Desktop ~ | Remote site: | /c71GILJTR-Z3rMihOrSxWdyjfq8TELWdh CogTilE/documents/Horizon_House
-4 Music =l
-2 My Documents =72 cTIGILTR-Z5rMihOrdx Wiyjfq9TELWdh CoBTilE
= NetHood =7 documents
B OneDrive - Horizon_House

-Gl Desktop

=] Documents

" Email attachments

- Textron
Filename Filesize Filetype Last modified Filesarne Figiite Filetype Lus mroedilied Perregibers D /Growp
-
[ ORAL Tesk Do it T TTHe TR el OTTY

You will see this icon appear - simply
‘let go "of your left mouse button and
. the item will begin upload

Left-click
and Drag

Selected 1 file. Total size: 37 bytes 1 file. Total size: 37 bytes
Server/Local file Direction Remote file Size Priority  Status

1 Queued files Failed transfers l Successful transfers (2]

Whether you right click or drag and drop your files to upload your documents, the upload status will be displayed at the

bottom of the screen:

187457 Blicrosott Word ..
&7

| 1,201

[ DSAMI Test Doctxt a7

272302021 33879 ..
10,/12/2000 2:43:04.
1/4/5021 11:75:02
2/14,2023 8:10:51
5/10/2022 0:30:43
/29,2021 10:57:33..
1/2742021 0:30:01 ..
2/16,/2023 3415
/23,2021 1:04:22 ...

G @ Queve empty

1 file. Te 27 bytes

Direction Remote file

Size

—m> JeTIGH TR-Z SO WAy a7

Tim,

2/17/2073 £:17:37 P

[ Queuedfiles | Failed transfers | Successful transfers (1) |

4 E @& Queue: empry
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Important Notes:

e DocuWare FTP Ports (Outgoing Traffic Only)
o TCP Port: Port 21

o Passive FTP data ports: Ports 40100-40500
o FTP over TLS data ports: Ports 989-990 (you can also leave this blank)

e Uploading Documents

o When uploading documents to FTP, please ensure that your document is not open in another viewer,
such as Microsoft Word, or you may receive an error message preventing you from uploading.

FTP Folder Errar

An error occurred copying a file to the FTP Server. Make sure
you have permission to put files on the server,

Details:

The process cannot access the file because it is being used by
anaother process,

e Encryption Support

o Note that Windows Explorer and the built-in FTP client for Windows do not allow any type of secure
FTP. Windows native (built-in) tools only allow unencrypted FTP.

e DocuWare FTP without encryption:
o Open Windows File Explorer:

File Explorer

*This is the Windows File Explorer, not an internet browser such as Chrome or Edge

o Copy/Paste your unique FTP Link, drag and drop your files into the folder.

SampleProviderLink X + B g 23
< ™ C ftp://ftp.docuware-online.com/c71GILTR-Z5rMIhOr9xWAyjfq9T6LWdhCo8TilE/documents/Sample X Search SampleProviderLink Q
| ftp://ftp.docuware-online.com/c71GILTR-Z5rMihOr9xW4yjfq9T6LWdhCo87ilE/documents/SamplePror B Detai
etails
) Home This folder is empty.
R Gallery

v

@ OneDrive - Persc

(@ Desktop

+ Downloads

— Documents
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e Email Confirmation
o All providers will need to provide an email group distribution address to receive notifications.
=  This email should be a group distribution list email address (e.g.
invoicesubmissions@providername.com) rather than an individual email
address.

= Providers will be responsible for adding and/or removing users from this email distribution
list.

o Providers will receive an email notification when an invoice has been successfully imported and
classified in DHSS DSAMH’s DocuWare system:

= This email will be received AFTER you have uploaded the document via FTP and AFTER the
DSAMH Mailbox Administrator has reviewed and submitted your invoice to the AP Invoice
Approval workflow process.

= Please be advised that receipt of this email does not imply approval or payment of the
submitted invoice. It is simply confirmation that it was received and submitted for
approval.

¢ Maximum Number of Users
o When uploading your invoice using FileZilla for submission, you may receive an error that states
“DW has a max number of users (25).” DocuWare has a maximum number of concurrent
connections of 25. If you receive this error this means that 25 other providers are already
connected, and you will not be able to upload your invoice. Please allow some time to pass and try
again. In addition, while we work to find a solution to this limitation, please close your FileZilla
window after uploading your invoice to allow other users to connect.
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