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Omtool product documentation is provided as part of the licensed product. As such, the documentation is subject
to the terms outlined in the End User License Agreement. (You are presented with the End User License Agreement
during the product installation. By installing the product, you consent to the terms therein.)

Permission to use the documentation is granted, provided that this copyright notice appears in all copies, use of the
documentation is for informational and non-commercial or personal use only and will not be copied or posted on
any network computer or broadcast in any media, and no modifications to the documentation are made. Accredited
educational institutions may download and reproduce the documentation for distribution in the classroom.
Distribution outside the classroom requires express written permission. Use for any other purpose is expressly
prohibited by law.

Omtool and/or its suppliers make no guaranties, express or implied, about the information contained in the
documentation. Documents and graphics contained therein could include typographical errors and technical
inaccuracies. Omtool may make improvements or changes to the documentation and its associated product at any
time.

Omtool support and sales

Online resources

The Omtool web site provides you with 24-hour access to documentation, software updates and other downloads,
and detailed technical information that can help you troubleshoot issues. Go to http://www.omtool.com/support and
log in using your customer number. Then click one of the following:

. KNOWLEDGE BASE to access technical articles.

. DOWNLOADS & DOCS to access online documentation, software updates, and downloads.

Customer service and technical support

Contact Omtool Customer Service or Technical Support using any of the following methods:

. Phone: 888 303 8098 (toll-free in the US)
o Fax: 978 659 1301
. E-mail: customerservice@omtool.com or support@omtool.com

Technical support requires an active support contract. For more information, go to http://www.omtool.com/support/
entitlements.cfm.

Sales, consulting services, licenses, and training

Contact Omtool Sales using any of the following methods:
. Phone: | 978 327 5700 or 800 886 7845 (toll-free in the US)
. Fax: | 978 659 1300

. E-mail: sales@omtool.com
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Section |: Introduction

This guide contains instructions on installing and configuring Legal Option Pack on an AccuRoute® v2.3 environment.
It is written for the Administrators with knowledge of the Omtool server.

This section includes:

Legal Option Pack (I-1)

Deployment summary (1-2)

Related documentation (1-3)

Legal Option Pack

The Legal Option Pack provides additional capabilities to Omtool's existing DMS integrations. This functionality
allows a user in your organization, for example, an administrative user, to create a block of Embedded Directives for
a specific user. The administrative user then prints the block of Embedded Directives (called Assignable Distributions)
on individual Routing Sheets or as bar codes and delivers them to the specific user they were created for.

When the Omtool DMS Libraries for a DMS application are configured for AccuRoute Desktop, the user who is
working on a system with both AccuRoute Desktop and a DMS application client (for example, DeskSite or FileSite
for WorkSite) can right-click a document in the document management system and immediately create a new Routing
Sheet/barcode or assign an Assignable Distribution. When a message utilizes the Routing Sheet/barcode or
Embedded Directive, it is delivered to the named destination in the DMS repository. For information on supported

DMS clients, see Supported DMS applications.

Release notes

Enhancements

Legal Option Pack for AccuRoute v2.3 has the following enhancement:

. Legal Option Pack has been qualified for use with AccuRoute v2.3 server and clients. For information
on supported DMS clients, see Supported DMS applications.

. AccuRoute Desktop v 2.2.3 has the ability to auto populate billing fields when right clicking from
supported DMS clients. For more information, see Configuring auto population of billing information in
AccuRoute Desktop (optional) (4-3) and Auto populating billing fields in AccuRoute Desktop (9-4).
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Resolutions

Legal Option Pack for AccuRoute v2.3 has the following resolved issues:

11954 - When the user rights clicks from a DMS client, “-pending” is appended to the end of the
document title which is deleted as soon as the Embedded Directive is processed. If the user does not
have access rights to delete profiles, the Routing sheet generated does not have “-pending” appended
to Routing Sheet title.

Limitations

Legal Option Pack for AccuRoute v2.3 has the following limitation:

12278 - When using a DM client, clicking on "Import Scan With Copied Profile” does not copy the
folder assignment of the original document. You have to select folder when you profile new document.

14573 - WorkSite Quick Viewer cannot produce thumbnail images of the compressed PDF documents
created by the AccuRoute server. These valid PDF documents and can be opened and viewed by
Acrobat application.

Deployment summary

To deploy Legal Option Pack:

Verify that the Omtool server and the client meet the requirements. (Go to Section 2: Requirements.)

Download the Legal Option Pack update for AccuRoute v2.3 and run it on the AccuRoute server. (Go
to Section 3: Installing update for Legal Option Pack.)

Complete the required server configuration. (Go to Section 4: Required server configuration.)

Run Legal Option Pack on clients. (Go to Section 5: Installing Legal Option Pack.)

Complete required configurations for Legal Option Pack. (Go to Section 6: Required configurations
for Legal Option Pack.)

Complete any optional configuration. (Go to Section 7: Optional configurations for Legal Option
Pack.)

Create Assignable Distributions for specific users. (Go to Section 8: Creating Assignable
Distributions.)

Test using Assignable Distributions within the DMS application. (Go to Section 9: Testing.)
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Related documentation

AccuRoute server documentation

. AccuRoute server v2.3 installation guide - http://www.omtool.com/documentation/AccuRoute/v23/
Server/AccuRouteV23ServerinstallConfigureGuide.pdf

AccuRoute Desktop documentation

. AccuRoute Desktop v2.2 installation guide - http://www.omtool.com/documentation/AccuRoute/v22/
AccuRouteDesktop/AccuRouteDesktopV22InstallGuide.pdf

DMS installation and configuration documentation

. Omtool DMS Libraries v2.3 installation and integration guide for WorkSite -_http://
www.omtool.com/documentation/DMSLibraries/V23/VWorkSite/
OmtoolDMSLibrariesV23WorkSitelnstallGuide.pdf

. Omtool DMS Libraries v2.2 installation and integration guide for Livelink ECM - eDOCS DM - http://
www.omtool.com/documentation/dmslibraries/v22/DM/OmtoolDMSLibrariesV22DMInstallGuide.pdf

Quick start guides for end users

. For Interwoven DeskSite and FileSite - http://www.omtool.com/documentation/AccuRoute/v23/LOP/
LOPQuickStart20Interwoven.zip

o For DM - http://www.omtool.com/documentation/AccuRoute/v23/L OP/L OPQuickStartDM.zip
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Section 2: Requirements

This section includes:

Server requirements (2-1)

Client requirements (2-1)

Additional requirements (2-2)

Supported DMS applications (2-2)

Supported e-mail applications (2-2)

Server requirements

The AccuRoute server must meet the following requirements:
a AccuRoute v2.3.

To check the version of the server, start the Omtool Server Administrator. Expand the items in the
console tree if necessary. Right-click the server and select PROPERTIES. The version must be v2.3.

a AccuRoute v2.3 Service Release 4
a Omtool DMS Libraries v2.3, which is included with the AccuRoute v2.3 installation kit.
a A supported DMS application, installed on the Omtool server. This application must not be integrated

with Microsoft Word. See Supported DMS applications.

Client requirements

The client must meet the following requirements:
) AccuRoute Desktop v2.2.3

) Supported DMS client - see Supported DMS applications for more information.
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a Supported email application - this must be installed and selected as the Windows default email
application. See Supported e-mail applications (2-2) for more information.

Important Do not install Legal Option Pack on the AccuRoute server. If you do install LOP on the server and then uninstall,
the process will overwrite and remove files needed by the server. Consequently, the server will not function
properly.

Additional requirements

a Access to Program Files - This is required only for users who create Assignable Distributions using
Assignable Distributions Creator.

a Microsoft Word 2003/2007 - This is required only for users who create Routing Sheets with Mail
Merge.

Supported DMS applications

The following DMS applications are supported:

. WorkSite v8.2, v8.3

. DeskSite 8.2

. FileSite 8.2

. Livelink ECM - eDOCS DM v 6.0+

Consult the installation and integration guide for your DMS application for more information. For a list of all related
documentation, go to_AccuRoute v2.3 documentation page.

Supported e-mail applications

Assignable Distributions Creator supports the following e-mail applications:

o Outlook 2007/2003/2002/2000 (Outlook Express is not supported.)
. Notes 7.x/6.x/5.x
. GroupWise 6.0/5.5
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Section 3: Installing update for Legal
Option Pack

This section includes:

Downloading Legal Option Pack for AccuRoute v2.3 update (3-1)

Installing Legal Option Pack for AccuRoute v2.3 update (3-1)

Downloading Legal Option Pack for AccuRoute
v2.3 update

This update is available for download for a separate fee. For more information, contact omtool sales.

To download Assignable Distributions server update:

| Go to http://www.omtool.com/support.
Log in using your customer number.

Locate the module in the DOWNLOADS & DOCS section.

Download the module and save it to a local drive.

Ui Hh W N

Extract the files to a location on your AccuRoute server.

Installing Legal Option Pack for AccuRoute v2.3
update

To install Legal Option Pack for AccuRoute v2.3 update:
1 Log on to the server using an account that belongs to the Administrators group.

2 Quit all instances of the Omtool Server Administrator and disconnect all Terminal Server sessions.
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Section 3: Installing update for Legal Option Pack

3 Go to the folder where you saved the download and run omAR23LegalOptionPack.exe. The
Omtool Legal Option Pack Update readme opens prompting you to extract and install Omtool Legal
Option Pack for AccuRoute v2.3.
£

- Extract and install Omtool Legal Option Pack For
\/ AccuRoute 2,3

Continue Exit |

4 Click CONTINUE. The setup extracts the update files.

AccuRoute Legal Option Pack for AccuRoute Server 2.3 =

Install Server Update
Thiz will inztall the Dmtool AccuR oute Legal Option Pack foré

Thiz will inztall the AccuRoute Legal Option Pack for AccuRoute Server
2.3 for the Omtool Product Suite
omt
< Back Cancel |
5 Click NEXT. The Detect Components page shows the list of the components that will be updated.

AccuRoute Legal Option Pack for AccuRoute Server 2.3

Detect Components
The listed items have been detected and will be updated

The following components will be updated:
Server
omt
< Back I Mest » I Cancel |
6 Click NEXT. The setup copies files to the server and displays a message indicating that the update is
complete.
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AccuRoute Legal Option Pack for AccuRoute Server 2.3 =

Installation Completed
Completed - review the status below

Update completed successully.
omt
< Back Cancel
7 Click FINISH.
The update installs Legal Option Pack for DM and for Interwoven.
& C:'Program Files',omtool},0mtool Servericlients - |EI|1|
File Edit Wiew Favorites Tools Help | -:,'
P Back ~ ) - 5/ | 7 Search [ Folders | & X 6 | -
Address I@ C:YProgram Files\omtool\Ombool Serverclients j Go
| size | Tvpe | Date Modified [ attributes
File Folder 6/4/2009 6:26 PM

File Folder 6/4/2009 6:24 PM
ile Folder 6/5/2009 4:35 PM
le Folder 6/5/2009 4:35 PM

ARD LegalOptionPack (D)
ARD LegalOptionPack {Interwoven)

File Folder 6/4/2009 6:26 PM
) Faxcenter File Folder 6/4/2009 6:26 PM
) FormsPublisher File Folder 6/4/2009 6:26 PM
[CSiHPoP File Falder /12009 5:20 PM
() Motes File Folder 6/4/2009 6:23 PM
() SummationAddon File Folder 6/4/2009 6:24 PM
«| I

These folders contain the setup files for Legal Option Pack.
o  The ARD LegalOptionPack (DM) Contains the setup files for Livelink ECM - eDOCS DM.
o  The ARD LegalOptionPack (Interwoven) contains the setup files for WorkSite.

Depending on which DMS you are using, you have to make accessible the appropriate set up files to
the systems running the AccuRoute Desktop client. For example, if you are using DM, you will need to
give access to the setup files for Legal Option Pack for DM. For more information, go to Installing
Legal Option Pack (5-1)

8 Continue to Required server configuration (4-1).
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Section 4: Required server configuration

This section includes:

Setting Registered User permissions (4-1)

Configuring auto population of billing information in AccuRoute Desktop (optional) (4-3)

Setting Registered User permissions

The person creating Assignable Distributions must have the permissions to:

Use AccuRoute Desktop - this requirement is met by enabling a Registered user to use the AccuRoute
Desktop client.

Create Assignable Distributions for other users - this requirement is met by selecting the option
Allow viewing of all Embedded Directives for a Registered user.

To create a Registered User with permissions to create Assignable Distributions for other
users:

Start Omtool Server Administrator.
Expand the console. Right-click REGISTERED USERS, select NEW > USER. The Properties for User

page opens.

Propetties for User =

General | AccuHouteI Approvall FaernterI wieh Elientl

rd Registered User
i

Mame: I

E-mail: | _I
Buleset: I

FErinter: |

Assiztants: Add...

Fremove

QK I Cancel Help

In the NAME field, enter the user name.

In the E-MAIL field, enter a valid e-mail address. To select an e-mail address from the address book,
click the ellipsis [ icon. Browse and select the address.

©2009 by Omtool, Ltd. All rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.
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5 Click ACCUROUTE to open the AccuRoute tab.

Propetties for User =

General  AccuRoute | Approvall FaernterI Wweb Elientl
v Overide default AccuRoute settings
¥ Enable use of the AccuFloute clisnt

Allows user to route to

Type | Connectar - Lonfigure... |

Frinter

workSite DeskSite b
E-mail hd
[ | 3
Options

[ Allow unrestiicted access to all Embedded Directives on the server
[~ llow non-authenticated access to server

“igw Calurnr

Recipients:  Type. Destination, Document Format Confi

gure. ..

Open/Save: Qwner, Title, Created, Last Used, Single Use, —I
Prampt HOES

<not set> Froperties... |
Billing

™ Validate/Lookup via: IDeskSite j

QK I Cancel | Help |
6 Select the following minimum options:

» OVERRIDE DEFAULT ACCUROUTE SETTINGS
» ENABLE USE OF THE ACCUROUTE CLIENT

» ALLOW VIEWING OF ALL EMBEDDED DIRECTIVES (this is required for creating Assignable
Distributions for other users)

When you are finished, the AccuRoute tab should look similar the image below. Here, the WorkSite,
Printer, Fax, and E-mail are selected under the ALLOW USER TO ROUTE TO section.

Propetties for User =

General  AccuRoute | Approvall FaernterI Wweb Elientl

v Overide default AccuRoute settings
¥ Enable use of the AccuFloute clisnt

Allows user to route to

Type | Connectar - Lonfigure... |
Frinter
WorkSite DeskSite f
E-mail _ILI
«| | »
Options

[V #liow unrestricted access to all Embedded Directives on the server
™ Allow non-authenticated access to server

“igw Calurnr

Fecipients:  Type, Destination, Document Format Confi

gure. ..

Open/Save: Qwner, Title, Created, Last Used, Single Use, —I
Prampt HOES

<not set> Froperties... |
Billing

™ Validate/Lookup via: IDeskSite j

QK I Cancel | Help |
7 Click OK to create the new user.
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Configuring auto population of billing information in
AccuRoute Desktop (optional)

You can optionally, configure billing for AccuRoute users so that they have the ability to auto populate AccuRoute
Desktop’s billing fields when right clicking from supported DMS clients.

For information on how to right click and send documents to AccuRoute Desktop where billing fields are auto
populated with information from the DMS repository, see Auto populating billing fields in AccuRoute Desktop (9-4)

This section includes:
Enabling billing component (4-3)

Enabling billing for DMS connector (4-4)

Configuring billing for AccuRoute users (4-5)

Enabling billing component

To enable billing component:

| Start Omtool Server Administrator.
2 In the console tree, expand Components. The components for your environment are listed in the
details pane.

Double click the Billing connector to open the Properties page.

4 Click CONFIGURATION to open the Configuration page.
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5 Check the box beside ENABLE COLLECTION OF BILLING DATA.

Properties for Billing x|

General  Configuration | Joumall

Database:  |Diiver={Sql Servert; Server=kalkata\SOLE xpress;
D atabase=0DB104mchive; UserlD=""; Passwaord="";

Table: I CostRecoveryD ata j

Select the columnsz to populate:

| Column Mame -

Exported
prasttachmentPageCount
prasttachment T atalBytes
piBillingCode
priConnectTime

piD ateBiling

piD ateD elivered

piD ateSubmitted

piDeliverad _ILI
| »

QK I Cancel | Help |

* IRERERERE

6 Click OK to save your changes.
Enabling billing for DMS connector

To enable billing for DMS connector:
| Start Omtool Server Administrator.

2 In the console tree, expand Connectors. The connectors licensed for your environment are listed in
the details pane.

Double click the DMS connector to open the Properties page.

4 Click ADVANCED to open the Advanced page.
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5 From the BILLING drop down, select BILLING MANDATORY. The billing fields are listed in the
FIELDS section. In the example below, the billing fields for WorkSite as listed.
x|

General  Advanced | Joumall
Billing
Billing fandatary
Fields:
Harme Walidated | Froperfies |
Author no
Custam no il
Customz2 no Femove |
[T

DMS Configuration

Configure. .. | Export Profile Information...

Default Prafile Information

Lreate... | Wpdate... |

Fiouting |dentifier

[wiorkSite

QK I Cancel | Help |

6 Verify the ROUTING IDENTIFIER in correct (it should be WorkSite for DeskSite or FileSite clients and
DM for DM clients).

7 Click OK to save your changes.

Configuring billing for AccuRoute users

To configure billing for AccuRoute users:

1 Start Omtool Server Administrator.

2 Select REGISTERED USERS, and then double click the user for whom you want to configure billing.
The Properties page of the user opens.

3 Click ACCUROUTE to open the AccuRoute page.

4 In the Billing section, check the box beside VALIDATE/LOOKUP VIA and then from the drop down

text box, select the DMS connector. (In the example below, the DMS connector is DeskSite).

©2009 by Omtool, Ltd. All rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.



4-6 Legal Option Pack installation and configuration guide

Section 4: Required server configuration

Properties for User x|

General  AccuRoute | Approvall FaernterI Wweb Elientl

v Override default &ccuRoute settings
[+ Enable use of the AccuRoute clisnt

Allows Liger to route to

Type | Connector - Lonfigure... |
PFrinter
-
| 3

¥ &llows unrestricted access to all Embedded Directives on the server
[~ ‘llow non-authenticated access to server

DeskSite

Options

“igw Caolurnn:
Fecipients:  Type, Destination, Document Format Tl |
Open/Save: Owner, Title, Created, Last Used, Single Use,
Prampt HOIES
<not set> Froperties. .. |
Billing
v Validate/Lookup via: IDeskSite j

QK I Cancel | Help |

5 Click OK to save your changes.

©2009 by Omtool, Ltd. All rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.



Legal Option Pack installation and configuration guide

Section 5: Installing Legal Option Pack

Section 5: Installing Legal Option Pack

This section includes:

Accessing the Legal Option Pack setup files (5-1)

Installing Legal Option Pack on AccuRoute Desktop workstations (5-2)

Accessing the Legal Option Pack setup files

In order to use the Assignable Distributions Creator or the right-click functionality within your DMS application, you
must install Legal Option Pack on the system running the AccuRoute Desktop.

But before you can install Legal Option Pack in the client machine, you must access the setup files. The setup files are
located in the ..\PROGRAM FILES\OMTOOL\OMTOOL SERVER\CLIENTS directory of the system running the
AccuRoute server.

& C:'Program Files',omtool},0mtool Servericlients ;|g|5|
File Edit Wiew Favorites Tools Help | -:,'
P Back ~ ) - 5/ | 9 Search Falders | & X 6 | -

Address I@ C:YProgram Files\omtool\Ombool Serverclients j Go

| Mame = | Size | Tvpe | Date Modified _,m
[CFAccuRouteDesktop © File Folder £/4/2009 6:26 PM

File Folder 6/4/2009 6:24 PM
ile Folder 6/5/2009 4:35 PM
le Folder 6/5/2009 4:35 PM

ARD LegalOptionPack (D)
ARD LegalOptionPack {Interwoven)

File Folder 6/4/2009 6:26 PM
) Faxcenter File Folder 6/4/2009 6:26 PM
) FormsPublisher File Folder 6/4/2009 6:26 PM
[CSiHPoP File Falder /12009 5:20 PM
() Motes File Folder 6/4/2009 6:23 PM
() SummationAddon File Folder 6/4/2009 6:24 PM
«| I

Depending on the DMS you are using (DM or WorkSite), copy the appropriate setup files to a shared folder in the
network drive so that you have access to the setup files from the client system. For example, if you need the setup
files for Legal Option Pack for DM, copy the ARD LegalOptionPack (DM) folder to a shared network drive.

Alternately, you can also share the folder containing the setup files you need. For example, if you need the setup files
for Legal Option Pack for DM, you can share the ARD LegalOptionPack (DM) folder in the ..\PROGRAM
FILES\OMTOOL\OMTOOL SERVER\CLIENTS directory of the system running the AccuRoute server.
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Installing Legal Option Pack on AccuRoute Desktop
workstations

The Legal Option Pack application is licensed on a per seat basis, and you purchase the number of seats your company
requires. It includes the Assignable Distributions Creator and right-click functionality within your DMS application.

Note Legal Option Pack is a client application only. Do not install this application on the Omtool server.

You can only install the Legal Option Pack on as many workstations as you purchased a license for. For example, if
you purchase 50 seats, you can install the update on up to 50 workstations.

To install Legal Option Pack on a client workstation:

1 Log on to the client using an account that belongs to the Administrators group, go to the folder
containing the setup files. The setup configures your system and shows the Welcome message.

AccuRoute Legal Option Pack - Installshield Wizard =

Welcome to the InstallShield Wizard for
AccuRoute Legal Option Pack

The InstallshieldiR) Wizard will install AccuRoute Legal Option
Pack on your computer, To continue, click Next,

WARNING: This program is protected by copyright law and
international treaties,

= Back Cancel

2 Click NEXT. The license agreement page opens.
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3 Read the license agreement and select | ACCEPT THE TERMS IN THE LICENSE AGREEMENT option.

i'é‘- AccuRoute Legal Option Pack - InstallShield ¥Wizard

License Agreement ‘

Please read the following license agreement carefully, e

END-USER LICENSE AGREEMENT 2
EXHIBIT C

IMPORTANT- READ CAREFULLY: This End-User Ll'cem Agreement
(“EULA”)is a legal ag t bett Iy and/or ou behalf of

you
your employer, as applicable) (“Fou” or “L!ceme”) tmd Ouetool Lid.

(“Omtooi'”)for the Omtooi' 3 P P g this EULA , which

and may medm, printed
wmaterials, and online or electronic documentation (“Product”). An amendment
or addendum to this EULA may accompany the Product. LI

T accept the terms in the license agreement]

" I do not accept the terms in the license agresment

InistallShield

< Back I Mext = I Cancel

4 Click NEXT. The Setup Type page opens.

Select from Complete (the default) or Custom.

i'é‘- AccuRoute Legal Option Pack - InstallShield ¥Wizard

Setup Type ‘

Choose the setup type that best suits your needs, e

Please select a setup type,

All program Features will be installed. {Requires the most disk.
space. )

Choose which program features you want installed and where they
will be installed. Recommended for advanced users,

InistallShield

< Back I Mext = I Cancel
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6 Click NEXT. The Destination Folder opens.

Destination Folder

Click Mext to install to this Folder, or click Change to install to a different Folder,

G Install AccuRoute Legal Option Pack to:

C:YProgram Files\omtooliAccuRoute Legal Option Pack), Change... |

InistallShield

< Back Cancel

Note The default destination is C:\PROGRAM FILES\OMTOOL\ACCUROUTE LEGAL OPTION PACK.

To change the default destination, click CHANGE and browse to your preferred destination folder.

7 Click NEXT. The Ready to Install the Program page opens.
x

Ready to Install the Program

The wizard is ready to begin installation,

Click Install to begin the installation.

IF wou want to review or change any of your installation settings, click Back, Click Cancel to
exit the wizard,

InistallShield
< Back Cancel |
8 Click INSTALL to begin the installation. When installation is complete, the Installation Completed
page opens.
9 Click FINISH to close the InstallShield Wizard.
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Section 6: Required configurations for
Legal Option Pack

This section includes:

Editing the config.xml file (6-1)

Creating exceptions in the Windows firewall configuration (VWindows XP SP2 or later) (6-2)

Editing the config.xml file

Legal Option Pack uses email authentication while creating the sequential block of Assignable Distributions.
Therefore, it needs to know which e-mail program your company is using.

When you install Assignable Distributions Creator, a config. XML file is created in the OMTOOL\ACCUROUTE
LEGAL OPTION PACK directory. You must edit this file to set the correct email value for your company. The default
value is Outlook. Supported values are:

. Outlook
. LotusNotes
. Groupwise

To configure the email value in the configuration file:
| Login to the system where you installed Legal Option Pack.

2 Navigate to C:\PROGRAM FILES\OMTOOL\ACCUROUTE LEGAL OPTION PACK folder and open
config.xml for editing.

Go to the <emailintegration> node.
4 Set the value as needed. The options are Outlook (default), LotusNotes and Groupwise. For example:
<emailintegration>Outlook</emailintegration>

5 Save your changes.
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Creating exceptions in the Windows firewall
configuration (VWindows XP SP2 or later)

For clients running Windows XP SP2 or later with Windows Firewall enabled, two exceptions must be added to the
Windows firewall configuration:

. AccuRouteDesktop.exe

. ADCreator.exe

To create exceptions in the Windows firewall configuration:

| Go to Control Panel and start Windows Firewall.

&1 Windows Firewall

General | Exceptions | Advanced

Windows Firewall helps protect your computer by preventing unauthorized uzers
from gaining access to your computer through the Internet or a network.

@ (®) On [recommended)

Thiz zetting blocks all outside zources from connecting to this
computer, with the exception of those selected on the Exceptions tab.
[] Don't allow exceptions
Select this when you connect to public networks in less secure
locations, such az airports. You will not be notified when Windows

Firewall blocks programs. Selections on the Exceptions tab will be
ignored.

O OFf [not recommended)

Avoid uging this zetting. Tuming off “Windows Firewall may make thiz
computer more vulnerable to viruses and intruders.

Windows Firewall is uging your domain settings.

whhat else should | know sbout ‘Windows Fireveall?

[ ok ][ cancel |
2 Verify that On is selected. (If Off is selected, it is not necessary to complete this procedure.)
3 Verify that Don’t allow exceptions is not selected. (Clear the option if necessary to allow
exceptions.)
4 Go to the Exceptions tab and click ADD PROGRAM.
5 Click BROWSE, go to AccuRouteDesktop.exe, select it, and click OPEN.
6 Click BROWSE, go to ADCreator.exe, select it, and click OPEN.
7 Click OK to close the Add a Program dialog box.
8 Click OK to close Windows Firewall.

For more information on adding exceptions to the Windows firewall, consult Windows help.
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Section /: Optional configurations for
Legal Option Pack

This section includes:

Rolling out Assignable Distributions Creator (7-1)

Creating properties (EMB) files (7-2)

Creating a mail merge template (7-6)

Configuring the view (7-7)

Configuring the default setting on the display window (7-9)

Rolling out Assignable Distributions Creator

While you are required to install Legal Option Pack on each workstation that needs this functionality, you can pre-
configure Assignable Distributions Creator to simplify your rollout. Modifying the files as detailed in this section
determine how Assignable Distributions Creator behaves. After installing the update on a client workstation, you can
then copy these configuration files to that workstation.

The files you can pre-configure are:

a Property (EMB) files. For configuration instructions, see Creating properties (EMB) files (7-2)

Copy pre-configured EMB files to ..\OMTOOL\ACCUROUTE LEGAL OPTION PACK\PROPERTIES
on the client workstations or to a shared network location.

a Mail Merge templates. For configuration instructions, see Creating a mail merge template (7-6)

Copy the Mail Merge template (RoutingSheetMailMerge.doc) to ..\OMTOOL\ACCUROUTE LEGAL
OPTION PACK\OUTPUT on the client workstations.

a Configuration.XML. For configuration instructions, see Configuring the view (7-7)

Copy the pre-configured configuration.XML file to ...\OMTOOL\ACCUROUTE LEGAL OPTION
PACK\INTERWOVEN RIGHTCLICK on the client workstations.

a Config. XML. For configuration instructions, see Editing the config.xml file (6-1).

Copy the pre-configured config. XML file to ..\OMTOOL\ACCUROUTE LEGAL OPTION PACKon the
client workstations.

a View file. For configuration instructions, see Configuring the default setting on the display window (7-9)
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Copy the pre-configured DMSPrompt.omv file to the
.\OMTOOL\OMTOOLSERVER\ACCUROUTEVIEWS folder.

Creating properties (EMB) files

EMB files are AccuRoute Desktop template files you can use with AccuRoute Assignable Distributions Creator, and
you create these files using AccuRoute Desktop. Each template file stores properties for the Embedded Directives.
For example, properties can include single use or multi-use, expiration date, retain Routing Sheet in delivery
document, and more.

When you create an EMB file, it is saved on the local workstation in the ..\Omtool\AccuRouteDesktop\Properties
folder. You can, however, copy these files to a central network location so that they are available to all users.

A default property files (Default.EMB) is installed with the Assignable Distributions Creator. To customize these
properties, simply create and save additional properties files to the Properties folder located under AccuRoute
Desktop. You can define as many EMB files as you need.

Note If you use any sender variables in the template, those variables are removed when you create the Assignable
Distributions.

The Default.EMB contains the following properties:

. E-mail recipient (unassigned@noaddress.none)
. Routing Sheet Style is set to Simple

. Confirmation is set to None

. Multiple use with no expiration date

Property file requirements

Property files have the following requirements:

| You must add an e-mail destination, and the e-mail address must be
unassigned@noaddress.none.

2 You can add additional recipients to the property file. These additional recipients are retained in the
Assignable Distribution when it is used.
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Creating a property (EMB) file

Using the following procedure, you will create and save a property file.

To create a property (EMB) file:

1 Start AccuRoute Desktop. For more information on AccuRoute Desktop, consult the AccuRoute
Desktop v2.2 user guide.
Y
File Edit WYiew Tools Help
J  tew | Fopenep Mssveen | [RvewRs @rintRs | dsend | ] optons | @
Fecipients
Type Format: Enter e-mail address |
. ] o]
Fax PDF [image] I J
E:ii?:rge E?EEB@&Z&?H text) [T E-mail copy to jdos@enginesring. omtool. com
TIFF [image]
THT [OCR text]
Type | [Drestination | Document Format ﬂ
X
| | ]
I Biling ﬂ
Content
Subject: I
Comments: ;I
E
Aftachments: Submitted document(z] here M
X
|jdoe@engineering.omtool.com |VMJKAR21NEW
2 Click OPTIONS, select the desired options, and click OK.
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"'_)Untitled - AccuRoute Desktop I o ||:||1|

File Edit WYiew Tools Help
J [ tew | (Sorenen Elssveen | [RviewRs @eintrs | Ssend | optons | ©

Fecipients =
N cooopc 0ptons zn -
E-mil -] m| .&l
Fax General | Fax I E-mail I
iManage W g.omtool.com
Printer Embedded Directive
Fiouting Sheet Styl
B ™ Retain Routing Sheet in delivered document
| Tope

L H'|
[ Single uze
I Expiresatter [ 27202007 =] ﬂ

Confirmation

‘I * None _I_'I

" Failure only © Success o failure

I~ Biling 7| Fririter: I | ml
Content = | |
Subject:

Comments: | ﬁ

Attachments: oK I (] | M
! il
|jdoe@engineering.omtool.com |VMJKAR21NEW
3 Select E-MAIL as the recipient type and enter the following e-mail address:

unassigned@noaddress.none.

“Yuntitled - AccuRoute Desktop i im] 5

File Edit WYiew Tools Help
J [ tew | (Fopenen Elsaveen || [BviewRs @erntRs | Ssend | optons | ©

Fecipients
Type Format: Enter e-mail address |
E-mail Iunassigned@noaddress.nonel j Lﬂl ,El
Fax FDF [image]
Print PDF (image+0CR tex) [ E-mail copy to jdoe@engineering.omtaol.com
wnkSite RTF [OCR text] EoRea Anesing
TIFF [image]
TAT (OCH text)
Type | [Drestination | Document Format

X |&

| | ]

I=|Efling ﬂ

Content
Subject: I
Comments: Enter message subject

K

Aftachments: Submitted document(z] here

X |=

|jdoe@engineering.omtool.com |VMJKAR21NEW

4 Click ADD.
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#Yuntitled - AccuRoute Desktop i im] 5

File Edit WYiew Tools Help
J  tew | (FopenED (eSaveED | O ViewRS RrintRS | d=dsend | :joptions | @)

Fecipients
Type Format: Enter e-mail address |
E-mail _ | | .Ll.jl e |
Fax FDF [image)
Print PDF (image+0CR text] dd [ E-mail copy to jdoe@engineering.omtaol.com
i RTF (OCH test] EoRea AnEEina
TIFF [image]
TAT (OCH text)
Type | [Drestination | Document Format fﬁl
A E-mail unassighed@noaddress.none DOC [OCR text]
x|
1] | o]

I=|Efling ﬂ

Content
Subject: I

Comments:

K

Aftachments: Submitted document(z] here

X |=

|jdoe@engineering.omtool.com |VMJKAR21NEW
5 Add additional recipients if desired (optional).
6 From the FILE menu, select TEMPLATES and then select SAVE AS NEW.

#Yuntitled - AccuRoute Desktop i im] 5

File Edit ‘“iew Tools Help

Mewy CorH saveED | O ViewRS dRintRS | dSdsend | :joptions | @)
Open ED... Chrl+O
Save ED Chrl+5 E - 3
Save fis Mew ED Format: nter e-mail address
Send ChiHE [ i =l nLIJl Ll
F'DF[!mage]
View RS Chrl+w POF (image+0CR text] m [T E-mail copy to jdos@enginesring. omtool. com
) RTF [OCH text) _
Print RS Chrl+P TIFF (imags]
Templal Cpen. .. |
Save h | Document Format

Exit

=T

DOC [OCR text)

[ |

4] |
I~ EBiling ml
Content
Subject: I
Comments: ;I

Aftachments: Submitted document(z] here

Save new template file |jdoe@engineering.omtool.com |VMJKAR21NEW

7 Specify a unique name for the template and click SAVE. Go to the
...\Omtool\AccuRouteDesktop\Properties folder and save the template file.
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““Yuntitled - AccuRoute Desktop B 101 =l
File Edit WYiew Tools Help
J  Mew | (FopenED (esaveED | O ViewRS RrintRs | dsdcend | :joptons | @)
Fecipients
Tupe Format: Enter e-mail address 2l
E-mail _ =l iujl = |
Fax PDF [image]
WworkSite e B
Save ir: |@ Properties j 4= ¥ B
Type ] Default EMB ﬁll
B4 E-mail
x]
i — A—
I~ Bilirg ml
Content —————— ——
Subject: l_ File: name: | Iﬂl
Comments: Save as type: IEmbedded Directives [*EMB) =l Cancel | j‘
- E
Aftachments: Submitted document(z] here @l
il
|jdoe@engineering.omtool.com |VMJKAR21NEW

Creating a mail merge template

After the administrator creates Assignable Distributions, the output file is created in the ...\OMTOOL\ACCUROUTE
LEGAL OPTION PACK\OUTPUT folder. The administrator user then takes the output file and uses a Mail Merge
template to create individual Routing Sheets.

At this time Omtool supports using the Microsoft Word Mail Merge forms with the Assignable Distributions Creator.
A Microsoft Mail Merge template (RoutingSheetMailMerge.doc) is installed in the ...\OMTOOL\ACCUROUTE LEGAL
OPTION PACK\OUTPUT folder.

If you wish to create your own Mail Merge template, the following fields must be included:

. OMID
. OWNER
. SEQUENCEID

For information on creating a Microsoft Word Mail Merge template, consult Microsoft’s documentation.
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Configuring the view

AccuRoute Desktop uses view files to configure exactly what functionality is available to your company’s users.
Assignable Distributions also uses view files to determine what the final choices are for assigning and printing Routing
Sheets. The view is controlled by the configuration.XML file, and you can change the view by modifying this file.

There are three different ways to configure using Assignable Distributions. You can select which view your users see
by editing the ...\OMTOOL\ACCUROUTEDESKTOP\CONFIGURATION.XML file. The three choices are:

. Select to either create a new Routing Sheet or to use an existing Assignable Distribution
(DMSPrompt.omv)

. A Routing Sheet automatically creates when using right-click functionality within the DMS application
(DMSCreateRS.omv)

. Use an existing Assignable Distributions only (DMSAssignDistribution.omv)

The field that drives the display is the CommandLine field. Three valid CommandLine arguments are included in the
default configuration. XML file. Two are commented out, leaving the default display using the view file that prompts
to user to either CREATE NEW ROUTING SHEET or USE EXISTING ASSIGNABLE DISTRIBUTION.

To change the display for your users, remove the comment attribute from the CommandLine you wish to use and
add the comment attribute to the CommandLine currently in use.

Figure 7-A: Valid CommandLine arguments in configuration.XML

As shown here, two CommandLines are commented out with an exclamation <!-- at the beginning of the line, and --> at the end

of the line.
&} configuration.xml - Motepad 10l =|
File Edit Format Help
<DMSEXTension> =]

<lLaunghapnlication pame="Accypnutes Deskion”
<CommandLines-v="%/DMSPrompt.omy" -r="XTEMPX‘\omARReC] p'i.]

<! ——<CommandLines—v="%/DMSCreaters. omy" -r="%TEMP%"0mMARI
<! ——<CommandLines>—w="%/DMsAssignDistribution. omv" —r="%
</LalMerAnE T TCar Ton

<l--Base recipient property 1ist, additional information will he suppli

proriginator, proriginatorType, prConfirmations and sender Template wvar:
——x

<recipient:>
<proestination=iManage</proestination:
<proMsMamesimManage</proMmsyames
<ereci€ientType>19<IerecipientType>
<prFinalFormCode>PoF</prrinalFormcodes
<preillingCodes¥promMsbocaut hor®A%nrCustoml¥A%nroustom2
</Recipients>

<Configuration:
<!——menu jtem text -->
<proescription=</proescription>
</Configuration>
</DMSExTension:

< | 2

Select to create Routing Sheet only

Use the following procedure if you want your users to create a Routing Sheet only.
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To create a Routing Sheet only

| Open the ..\Omtool\AccuRouteDesktop\configuration. XML file with Notepad and remove the
comment attribute from the following CommandLine:

<CommandLine>-v="S$/DMSCreateRS.omv" -r="%$TEMP%\omARRecipient.xml" -
t="%prDMSDocName® $DATE% $TIME%" -nodmsenum -cachedemail -
action=prompt</CommandLine>

This CommandLine removes the display window completely and display the Routing Sheet

immediately.
) Adobe Reader - [RoutingSheet.,PDF] =l8x]
T)Fle Edt View Document Tods Window Worlste Hep 18] x|

P Blseveecory (=) @ ) e
i 49

'_L"_T@W'

@t~ ‘ Y!ﬁ‘ Adobe’Readerl%;

3
A &
£

Routing Sheet
Place in Front of Hardcopy Document and then Scan or Fax

Test 3 02/23/2007 09:38:41 AM

ED(KSHY-AKHDRCWH-HNBX-PXBW-AXFX-ERWFABTWXTBD)

E Distribution
E e-Mail:
|| Iz
a @ I [ it [© o] =
2 Add the comment attributed to the CommandLine you wish to disable.

With this CommandLine in effect, after connecting to the server using the right-click functionality in the DMS
application, a Routing Sheet is immediately generated and displayed in Adobe Reader.

Select to use Assignable Distributions only

Use the following procedure if you want your users to use Assignable Distributions only.

To use Assignable Distributions only:

| Open the ..\Omtool\AccuRouteDesktop\configuration. XML file with Notepad and remove the
comment attribute from the following CommandLine:

<CommandLine>-v="S$/DMSAssignDistribution.omv" -
r="%$TEMP%\omARRecipient.xml" -t="%$prDMSDocName% %$DATE% %$TIME%" -
nodmsenum -cachedemail -action=assigndistribution</CommandLine>

This CommandLine opens a display window that only allows the users to select an existing Assignable
Distribution.

i

Select Azsignable Distribution:

| [iiE] |
()8 I Cancel
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2 Add the comment attributed to the CommandLine you wish to disable.

With this CommandLine in effect, after connecting to the server using the right-click functionality in the DMS
application, the user will select an existing Assignable Distribution.

Select to create a new Routing Sheet or use an existing
Assignable Distributions

If you want your users to have a choice of creating a Routing Sheet or using an existing Assignable Distribution, do
not edit the configuration.XML file as this is the default setting.

To return to the default setting:

| Open the ..\Omtool\AccuRouteDesktop\configuration. XML file with Notepad and remove the
comment attribute from the following CommandLine:

<CommandLine>-v="$/DMSPrompt .omv" -r="$TEMP%\omARRecipient.xml" -
t="%prDMSDocName®% $DATE® $TIME%" -nodmsenum -cachedemail -
action=prompt</CommandLine>

This CommandLine displays the following window when using the right-click functionality within the
DMS application.

i

Chooze to create a new Fouting Sheet or
azzigh an Assignable Distribution.

" Use existing Assignable Distribution

|0003 vl
()8 I Cancel |
2 Add the comment attributed to the CommandLine you wish to disable.

Configuring the default setting on the display
window

When you are allowing your users to select to either create a new Routing Sheet or use an existing Assignable
Distribution, the default setting is CREATE NEW ROUTING SHEET. By editing the DMSPrompt.omv view file, you
can change this default to USE EXISTING ASSIGNABLE DISTRIBUTION.
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To change the default selection:

Go to the ..\Omtool\OmtoolServer\AccuRouteViews folder and make a copy of the DMSPrompt.omv
file.

Open DMSPrompt.omv with Notepad or an XML editor.

Locate the RCCREATENEWRS prControlld.

Locate the prSetChecked property and change the value from 1 to 0.
<prSetChecked>0</prSetChecked>

Locate the RCASSIGNDIST prControlID.

Locate the prSetChecked property and change the value from 0 to 1.
<prSetChecked>1</prSetChecked>

Save and close the file.

Tip When you save the DMSPrompt.omv file, it might be renamed with a .TXT extension. Check the
..\Omtool\OmtoolServer\AccuRouteViews folder and make sure the file is named DMSPrompt.omv. If you see
it named DMSPrompt.omv.txt, rename it to remove the .TXT extension.

Use the right-click functionality within the DMS application. After connecting to the server, the default
selection is now set to USE EXISTING ASSIGNABLE DISTRIBUTION.

i

Chooze to create a new Fouting Sheet or
AccuRiewts’ azzigh an Assignable Distribution.

& se existing Assignable Distribution

|0003 - l
()8 I Cancel
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Section 8: Creating Assignable
Distributions

This section includes:

Creating Assignable Distributions (8-1)

Creating Routing Sheets or barcode labels for Assignable Distributions (8-4)

Enabling Microsoft Word macro to auto-complete mail merge and print Routing Sheets or barcode
labels to the default printer (8-10)

This is a multi-step process:

° First, the administrative user creates the Assignable Distributions for one or more users.

. Next, the administrative user takes the output file created by the AccuRoute Assignable Distributions
Creator and uses a supported Mail Merge program to create Routing Sheets.

[ ]

Finally, the Routing Sheets that contain the Assignable Distributions are distributed to the user they
were created for.

Creating Assignable Distributions

Note The Routing Sheets and barcodes generated by the Assignable Distributions Creator should be printed to a hard

copy and then scanned on a device for routing by the AccuRoute server.

Use the following procedure to create Assignable Distributions for a specific user.

To create Assignable Distributions:

Go to START > OMTOOL > ACCUROUTE ASSIGNABLE DISTRIBUTIONS CREATOR. The Connect
to Server page opens.
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AccuRoute Assignable Distributions Creator =

Connect to Server om
Enter Server and Uzer Information for the creator of these Assignable Distributions.

Server
Mame |J ane Dioe
E-mail: Iidoe@engineering.omtool.com

Azzignable Distributions Creatar 1.0 ¢ Back I Mest > I Femeel |

2 Enter the Omtool server name (if necessary) and click NEXT. The User page opens.
x
User om

Enter e-mail address for the uzer on whose behalf the Assignable Distributions will be

created.
Uszer e-mail: || 5% |

Azzignable Distributions Creatar 1.0 < Back I Hewt > | Femeel |

3 In the User e-mail text box, enter the email address of the user for whom you are creating Assignable
Distributions for. You can also click Address Book (| to select a user from the address book if you

do not know the email of the user.

4 Click NEXT. The Assignable Distribution Details page opens.
x

Aszignable Distribution Details
Specify details for the Azzignable Distributions to create.

Copies: IED 3:
Starting 1D: IDDD‘I

Froperties file: I <

Dlutput file:

Labels Default
Fouting Sheet Default

Azzignable Distributions Creatar 1.0 < Back I Mest > I Femeel

5 Complete the following fields:

» COPIES - Use the spin box to set the number of Assignable Distributions you wish to create for
this user. The spin box allows you to specify up to 100 copies. To create more than 100 copies,
manually enter the value. The maximum number of Assignable Distributions that you can create is
1000. If you need to create more than 1000 copies, run Assignable Distributions Creator again.
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STARTING ID - This field defaults to 0001 the first time you open Assignable Distributions
Creator. After the first use, the Starting ID defaults to one greater than the last number the user
created. For example, if you had previously created five Embedded Directives, the Starting 1D
would be 0006. You can modify this value, but you cannot enter a value less than one greater than
the last number the user created.

PROPERTIES FILE - Choose from the following:
Labels Default (if you want to generate barcode labels)
Routing Sheet default (if you want to generate Routing sheets)

Assignable Distributions Creator installs default properties files barcode labels
(AssignableDistributionBarcodelabels.doc) and routing sheet (RoutingSheetMailMerge.doc). You
can also create as many customized files as are necessary. For information, see Optional
configurations for Legal Option Pack (7-1)

OUTPUT FILE - The name of the output file. This file name defaults to the <user’s e-mail
address>. csv, (for example, jane@yourcompany.com.csv) but you can modify this field as
needed. the only supported file type is .csv.

Click VIEW ASSIGNABLE DISTRIBUTIONS to open a page listing all available unassigned distributions
for this user. Assigned distributions do not appear on this list.

Assignable Distributions =

12 Cloze |
uszer(-0003 01/16/2007 12:12:56 Pt
uszer(-0004 01/16/2007 12:12:56 Pt
uszerl-0005 01/16/2007 12:12:56 Pt
uszerl-0006 01/16/2007 12:12:56 Pt
uszerl-0007 01/16/2007 12:12:56 Pt
uszerl-0008 01/16/2007 12:12:56 Pt
uszer-0009 01/16/2007 12:12:56 Pt
uzerl-0010 01/16/2007 12:12:56 Pt
ugerd-0011 01/16/2007 12:12:56 Pt LI

D ate Created Delete |

01/16/2007 1 Ph

If you want to delete an unassigned distribution, select the distribution and click DELETE. Click CLOSE
to return to the Assignable Distribution Details page.

Click NEXT. A summary of your selection opens.

AccuRoute Assignable Distributions Creator =

Summary om

Review and confirm.

Server: HIBISCUS

Owner: jane(@yourcompany. com
Copies: 50

Starting |D: 0007

Froperties file: Routing Sheet Default
Clutput file: jane@yourcompany. com. csy

Azzignable Distributions Creatar 1.0 < Back

Cancel

Note

The output file is saved to the ...\OMTOOL\ACCUROUTE LEGAL OPTION\OUTPUT folder on the
administrative user’s workstation.

Click FINISH.
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AccuRoute Assignable Distributions Creator creates the defined Assignable Distributions and displays
the following message box:

AccuRoute Assignable Distributions Creator =]

@ ‘Would you like ko create more Assignable Distributions for another user?

fes Mo |

10 To create distributions for another use, click YES, otherwise, click NO to close AccuRoute Assignable
Distributions Creator.

Tip If you create Assignable Distributions using an output file name that already exists, the date and time are
appended to the end of the newest file name.

Creating Routing Sheets or barcode labels for
Assignable Distributions

You can create Routing Sheets or barcode labels for unassigned distributions using a supported Mail Merge program
and the output file that contains unassigned distributions. At this time, Omtool supports Mail Merge using Microsoft

Word. The mail merge template files, RoutingSheetMailMerge.doc and
AssignableDistributionBarcodelLabels.doc, are located in ..\OMTOOL\ACCUROUTEDESKTOP\OUTPUT

folder.
To create Routing Sheets or barcode labels for Assignable Distributions using Microsoft
Word 2003:
| Open one of the template file using Microsoft Word.

» To create Routing Sheets, open RoutingSheetMailMerge.doc
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» To create barcode labels, open AssignableDistributionBarcodelabels.doc.

2 RoutingSheetMailMerge (Read-Only) - Microsoft Word

Fle Edt vew Insrt Fomat ook Table Window workste Help Type a question for

A4 normal +24 pt v TmesNewRoman + 24« [[BZ U |

ERIRITEE R NI, '

__ anje

AccuRoute

Tuelligent

Assignable Distribution: « SEQUENCEID»
o B by
Distribution
Owner «OWNER»
Filin:
Interwoven

Note Step 2 - 10 shows the RoutingSheetMailMerge.doc modified. The process for modifying the
AssignableDistributionBarcodelabels.doc is similar.

2 Click TooLs > LETTERS AND MAILINGS > MAIL MERGE. The Mail Merge task pane opens showing
Step | of the Mail Merge process.

Edt Wew Insert Fomat Tooks Table Window WopkSte  Help Type a question for b

[ ;44 Homa +z4pt « TimesNewRoman - 24 - [[B]Z U |

NN I NIRRT R B

=R

Select document type

What type: of document are you
warking en?

(@) Letters

© E-mail messages
O Envelopes

) Labels

O Directary

AccuRoute

Itelligent

Letters
Send letters ko a group of peopl

‘fou can personalize the letter tH
each person receives.

Assignable Distribution: « SEQUENCEID»
e b Click Next to continue.

Distribution
Owner: «OWHER>»

Filing:
Interwaven

| step1of6

+

o @ Mext: Starting document

s
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3 On the task pane, select LETTERS and click NEXT: STARTING DOCUMENT on the bottom right.
Step 2 of the Mail Merge process opens.

2 RoutingSheetMailMerge (Read-Only) - Microsoft Word i

[ File Edt wiew Insert Format  Tools  Table  Window  WorkSite  Help Type a question for b
TAWET = DEVE T NN ey - W] A4 Homal +24pt v TmestiewRomen + 2¢ - |[B]Z U |[E]= = §
O O TR R R R T = ImailMerge

Select starting document

How b you want b set up your
letters?

() Use the current document

r © Start fram a template

= AccuRoute ) Stark From exdsting documen
S0y < Use the current document
o AccuRoute ~ Start from the document shown

Iuselligens Document Routing here and use the Mail Merge wi
to add recipient information.

Assignable Distribution: « SEQUENCEID»

e b on

z Distribution
. Owner: «OWNER»
E,\ Fil‘il:u: o
. Y stepzofe |
B ; @ Next: Select recipients
s 3 @ Previous: Select document
4 Select USE THE CURRENT DOCUMENT and click NEXT: SELECT RECIPIENTS on the bottom right.

Step 3 of the Mail Merge process opens.

! Fle Edt Wew Insert Format Tools Table Window WorkSite  Help Type & question for
RNl = NEWE T NEV A e A - =] Ei‘ Normal + 24 pt » Times Hew Roman = 24 - |[B] £ U |[E]=
[C] N - - 1z s e s f;ManMerge
Select recipients
(%) Use an existing st

£1E .Y

O Select from Outlook contact:
r- O Type anew st
= AccuRoute Use an existing list
10} < Use names and addresses from
o AccuRoute File or 2 database.
Im(iizgzn!Dnc\umniRnuﬁngD & Browse...
Z '
: Assignable Distribution: « SEQUENCEID»
N @ e b
N Distribution
Qwner; «OWHER>»
- Filing: L
Interwoven
5 Click BROWSE under USE AN EXISTING LIST in the take pane. The Select Data Source page
opens.
6 Navigate to the location of your output file (the default location is

«..\OMTOOL\ACCUROUTEDESKTOP\OUTPUT).

7 Select the output file and click OPEN.
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8 Click OK. The Mail Merge Recipients page opens.

Mail Merge Recipients ﬁ

To sart the list, click the appropriate calumn heading.  To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
butkons to add o remove recipients from the mal merge,

List of recipients:

> 0. = 0Ol = SEQUE..
Ml gger,,, KR... 0001
User,,.  kKSH... 0002
User... KSR, 0003
Usar,..  KSH... 0004
User,,.  kKSH... 0005
. KYT... D006
User,..  KYT... 0007
user... KSR, 0008

EEEEREERF
C
o
@
£

user... KRS... 0009 v
[ Select Al ] [ Clear all ] [ Refresh ]
Cone ) ot ] [smiose )
|
9 Click OK to close the Mail Merge Recipients page.
10 Click NEXT: WRITE YOUR LETTER on the bottom right. Step 4 of the Mail Merge process opens.
] RoutingSheetMailMerge (Read-Only) - Microsoft Word i
! fle Edit View Insert Format Jools Table Window WorkSite  Help Type a question for
NN " RERE = NEN A= W Y RN | @NuvmewzwtvnmesNewRuman-24v|1 g| | i= = | [ -
[x] - AR R R U R R O s ?iMailMElu:
-
Write your letter
n 1F you have not already done st
wwrite your letter nov,
To add recipient information to
r your letter, dlick a location in th
dacument, and then dlick one off
- AccuRlouts the tems below,
lismnu( 21 Address block..
- AccuRoute ~ [ Grestingline...
Fuzeliige ns Document Routing R
=9 Electronic postage. .
2 Assignable Distribution: « SEQUENCEID» "J" ;“‘a‘l“’ e
& & g b tihen you have finished writing
5 Distribution et o petanret
Chner: «OWWhER» recipient's letter,
- Filing: =
: Ity
z | step4of6
; ®  Hexk: Preview your letters
o 3 @ Previous: Select recipients
11 Click NEXT: PREVIEW YOUR LETTERS on the task pane. Step 5 of the Mail Merge process opens.
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14

If you are editing the RoutingSheetMailMerge.doc. you see a preview of a Routing Sheet complete
with an Assignable Distribution.

T4 RoutingSheetMailMerge (Read-Only) - Microsoft Word [
i fle Edt View Insert Fomat Tools Table Window WorkSte  Help e & question For

14

AccuRouts
B8]0} @

HIRN= 0" W = NN A« SR W A | thN mal +24 pt = Times Hew Rom

PERERN [

AccuRoute -

Fstelligers Document Routing

Assignable Distribution: 0003

Distribution

RERAR R

Crimer: omtooltest 1@rmario.com

nnnnnnnnn

*fou can also change your recipi

~| step5of6

o % Mext: Complete the merge

@ Previous: Wrike your letter

If you are editing the AssignableDistributionBarcodelabels.doc, you see a preview of the barcode

labels complete with an assignable distribution.

BE] AssignableDistributionBarcodeLabels.doc {Read-Only) - Microsof

Format  Tooks  Table

ft Word
Window WorkSte  Help

=lolx]

Type aquestion for help » X

pooL

mmammmmw

cuf ooltastlEmat:

I m:f?iw l

000z

WWWMWMMW

Itestifuat
0008

I\I\Wﬁiﬂﬂ?ﬂ. ﬂ:‘\lékﬁ.mlﬂ?\mll\ I

F’»

000%

WMWWMWWM

outooltest]Buatia com
o008

I\IHﬂﬁiﬁ:tihﬂs\v‘%ﬂaﬁﬁ Tl J—

JEdt individual letters...

I\I\\wﬂaﬂsﬁﬁ ll'ﬂ!\%sﬁllun Im\m:mi&hﬂiﬁﬁmitwaﬂmlm\n |\|Hm:asaami@iﬁmzﬁmm||\u
| WWWMWWWM |WMHE|WM\ W%H@W%MW R —
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Click NEXT: COMPLETE THE MERGE on the bottom right. Step 6 of the Mail Merge process opens.

T RoutingSheetMailMerge (Read-Only) - Microsoft Word [
i Fle Edt Wiew Insert Format  Tools  Table  Window  WorkSite  Help Type a question For
P05 (3 AT B9 - @ ] [ nema2epe o Tmestienronen - 24 - ([B] 2 U |[E]= = S i 2| E - Y
] o1 LR [N ERE R T {EEEN! 5. -1 - - T f.Ma"mrge

Complete the merge

Mail Merge is ready to praduce
your letters,

B To personalize your letrers, clit
- l "Edit Individual Letters," This wil
. open a new document with you
= _ Accuhiouts merged letters. To make chanad
- Aoy ¢ to all the letters, switch back to
. AccuRoute -~ original document.
z Intelligent Decument Routing Merge |
- B2 print...
. Assignable Distribution: 0003 £y Edit indvidual Ietters. .
) |
: ; buﬁ'

Distribution

Owner: omtoolest@mario.com

Filing:
Interwaven

Click EDIT INDIVIDUAL LETTERS in the right panel. The Merge to New Document window
appears.

Merge to New Document ﬂ

Merge records ——————————

" Current record

("'Erom:l To: I

Ok I Cancel |

Select ALL and click OK.

Each unassigned distribution is written to an individual Routing Sheet. For example, if you created 50
unassigned distributions, the Mail Merge program creates 50 Routing Sheets.

From the FILE menu, select SAVE AS, assign a unique file name to the document, and click SAVE.

Close RoutingSheetMailMerge.doc /AssignableDistributionBarcodelabels.doc file that you were
editing.

When the following message box appears, click No.

Microsoft Office Word ﬁ

! E Do wou want to save the changes ta RoutingSheetMailMerge , dac?

[ s l [ No ] [Cancel

Note Do not select Yes to this question. Selecting Yes saves the data from the output file within the template itself.
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Enabling Microsoft Word macro to auto-complete mail merge
and print Routing Sheets or barcode labels to the default
printer

The Assignable Distribution Creator also has the ability to enable a Word macro that automatically completes the

Mail Merge process and prints the converted document (Routing Sheets or barcode labels) to the default printer. To
enable the Word macro, you must edit the config.xml file.

To edit the config.xml file:

| Navigate to...\OMTOOL\ACCUROUTE LEGAL OPTION PACK.
2 Locate config.xml file.

3 Make a backup copy of the file.

4 Edit the file using the instructions below.

» For RoutingSheetMailMerge.doc, remove the default code and add the following code:
<configuration>
<emailintegration>Outlook</emailintegration>
<wordmacro>DoMailMerge</wordmacro>
<wordtemplate>RoutingSheetMailMerge.doc</wordtemplate>
</configuration>

» For AssignableDistributionBarcodelLabels.doc, remove the default code and add the
following code:
<configuration>
<emailintegration>Outlook</emailintegration>
<wordmacro>DoMailMerge</wordmacro>
<wordtemplate>AssignableDistributionBarcodeLabels.doc</
wordtemplate>
</configuration>

5 Save the file.

6 Click OK to close the page. Follow the rest of the steps involved in creating the Distribution.
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Section 9: Testing

This section includes:

Assigning a distribution from a DMS application (9-1)

Attaching a document from DeskSite to AccuRoute Desktop (9-4)

Auto populating billing fields in AccuRoute Desktop (9-4)

Assigning a distribution from a DMS application

Use the following procedure to:

. attach an unassigned distribution using the DMS application
. place the Routing Sheet containing that assigned distribution in front of your hard copy document
. scan it directly into the DMS application.

To assign a distribution from an DMS application:

| Open the DMS application.

Prote Fes Cortent

B vMIMANAGL02 [[<T>ToT\Document Protile £”Quick View J\_Related Documents \_Document Versions _J\_History /
[§ aovnsaToR  DReme  Resdy

[ VHIMANAGES2 (i)
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Open the New Profile page without pre-populated information by selecting FILE > IMPORT SCAN, or
right-click a folder or document to open the New Profile window with pre-populated information.

The right-click menu item differs depending on whether you select a folder or a document:
» Folder right-click menu item: IMPORT SCAN

» Document right-click menu item: IMPORT SCAN WITH COPIED PROFILE

[80 O RE G - |[[aswes] I
bR ornaR AR [ AORDENLA|UX |20 ZERS |

M Look o [+] seacain - [ | Fndlow Lice Uptons + X
5 D)0/ 0 Dasbare _ Descipion. T Doc N[ Vel Aaiior [[Cless || AcoessTave Fie Sie ﬂ
ocument workist M Lt i 1)
= b Mt orkist ko B 10LEG  DISCUSSIDZ/13/2007 10:
4 My worspacs || 55 1ADMINIST DOC  1/26/2007 6:04:48 A 1168
G Recoesearres || 2 10LEC | OISCUSSIOsISz000 2t P Tioke
EY Tvmimes ) aiig S 1ADMNST OOC  ijosfe007 520 Toe
5y Fovertes ] & TADMNSI DU IERO07 720 AM 1906
Werinbopirse || SO TADMINST DOC 1/ogfeo07 5047
=@ e e 3 TADMINST DOC g s an ik
I , 2 TOLEG  DISCUSSIOZI3e007 sizzs wn
) S) 1 ADMNST OOC  ifosfeo07sii38 Tioe
3] 25 1 ADMINIST DOC 10/6/2006 1:45:12 PM 116K8
k) i 1o 2gjz007 51329 00 i
1 G 1 ADMNIST DISCUSSINDjrSm 206 17 40 ke
] 1 ADMINIST DX zsizo0r 51726 01 6B
i) 51 1 ADMINIST DOC /2621 0: 116KB.
= 10LEG — OISCUSSIDEsans e v 168
) N 51 ADMNST O apjz006 1:27:00 ee
) 6 1ADMINIST DOC 8/9/2006 1:29:21 PM. 1168
bl 7 ADMINIST DOC 8/9/2006 1:29:30 116KE
Q1 ANMINGT DAF  siabans 1120w 116KR ]
Custormt Dedoreas Pacrd
« || customs  docuent o »
- g
E yMiMANAGE02 [T IO\ covtemmtrereery—esmererr—pe—roreeeebemmeRES . Document Verons A Fitory 7
[§ rovmstoaron  femems  [dcme@edsd v

Select either IMPORT SCAN or IMPORT SCAN WITH COPIED PROFILE. The New Profile page
opens.
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Enter appropriate description in the DESCRIPTION field and click SAVE. The Connect to Server
page opens on top of the DMS application.
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5 Click OK. The AccuRoute Desktop page opens.
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From this window you can either create a new Routing Sheet or use an existing Assignable
Distribution.

Your choices may differ depending on your company’s configuration.

Note If you create a Routing Sheet at this point, the Routing Sheet assumes the AccuRoute Desktop preferences. For
example, if AccuRoute Desktop is configured to always create Embedded Directives that are multiple use, the
Embedded Directive created by the Create New Routing Sheet option will use these same settings.

6 Select USE EXISTING ASSIGNABLE DISTRIBUTION and either select or enter an available unassigned
distribution from the field.
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Click OK.

8 Place the corresponding Routing Sheet for the distribution you just assigned in front of your hard copy
document.

9 Go to a network scanning device to send the document to AccuRoute to be routed directly to the
DMS application.
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Attaching a document from DeskSite to AccuRoute
Desktop

To attach a document from DeskSite to AccuRoute Desktop directly
| Open DesksSite and select the document that you want to attach.
2 Right click the document. Select SEND TO ACCUROUTE from the drop down menu options.

The AccuRoute Desktop application opens. The document you selected is added as an attachment.
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Auto populating billing fields in AccuRoute Desktop

Before you test, verify that you have completed the required Omtool server configurations for auto populate to
happen. For more information, see Configuring auto population of billing information in AccuRoute Desktop

(optional) (4-3)

The example below shows how auto populate of billing fields works in Interwoven DeskSite.

To test auto populate billing in AccuRoute Desktop:
| Open DeskSite and select the document that you want to attach.

You must select a document whose billing fields are filled in from before.
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2
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The AccuRoute Desktop application opens prompting you to login. The document you selected is
added as an attachment.
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3 Login to AccuRoute Desktop.

The billing fields, (in this case Custom | and Custom 2) are filled in with the information from the
documented in DeskSite repository.
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Appendix: Control identifiers

Some features in a view can be modified or removed. Examples of such features are buttons, checkboxes, and labels.
For more information on control identifiers, consult the AccuRoute Desktop v2.2 installation guide.

Legal Option Pack has six additional control identifiers as listed below.

Table A-I: Controls for the Legal Option Pack

Friendly description Control ID Function

ProductlLogo bmpLogo label Displays the AccuRoute logo.

User instructions Iblinstructions label Shows text that explains what
the user should do.

Create New RS rcCreateNewRS radio button Allows the user to choose to

create a new Routing Sheet.

Assign Distribution rcAssignDistribution radio button Allows the user to assign the
distribution to a DMS profile.

OK button btOK button OK button.

Cancel button btCancel button Cancel button.
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