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Section |: Introduction

This guide contains instructions on deploying the Litigation Support connector for Summation. It is written for system
administrators with knowledge of the Omtool server.

This section includes:

Litigation Support connector for Summation (1-1)

Release notes (I-1)

Related documentation (1-2)

Litigation Support connector for Summation

The Litigation Support connector works with Litigation Support software such as Summation to facilitate importing
documents to the Litigation Support application.

Users can profile documents using AccuRoute Desktop by specifying Summation as a destination. The Litigation
Support connector creates a Summation DIl load file that is associated with the appropriate case.

When the user creates and sends the End of Load File Routing Sheet, the *.DIl (where * is replaced by the case name)
file is copied to its final destination folder.

When the Compose is complete and the End of Load File Routing Sheet is sent, the working folder will be empty and
the composed files will reside in the final folder. The final folder contains single page TIFF files for each page
referenced by the load file. An OCR text file associated with the entire document might also exist, depending on the
configuration of the Litigation Support connector.

For instruction on importing files from Omtool Summation connector to a Summation repository, see: http://
support.summation.com/public/tutorials/TT_012_Loading Images_DIl_File.htm.

Release notes

Enhancements

This is the first release of the Litigation Support connector for Summation.

Resolved issues

This is the first release of the Litigation Support connector for Summation. There are no resolved issues.
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Limitations

This is the first release of the Litigation Support connector for Summation. This release has no known limitations.

Related documentation

. AccuRoute v2.3 installation guide - http://www.omtool.com/documentation/AccuRoute/v23/Server/
AccuRouteV23ServerlnstallConfigureGuide.pdf

. AccuRoute Desktop installation guide - http://www.omtool.com/documentation/AccuRoute/v23/
AccuRouteDesktop/AccuRouteDesktopV222InstallGuide.pdf
. AccuRoute Desktop user guide - http://www.omtool.com/documentation/AccuRoute/v23/
AccuRouteDesktop/AccuRouteDesktopV222UserGuide.pdf
. Quick start guides:
» Sending a message to Summation using AccuRoute Desktop - http://www.omtool.com/

documentation/AccuRoute/v23/LSSConnector/Summation/
LSSConnetorSummationQuickStartGuide.pdf

» Sending an End of Load file to Summation using AccuRoute Desktop - http://
www.omtool.com/documentation/AccuRoute/v23/LSSConnector/Summation/
LSSConnectorSummationEOL QuickStartGuide.pdf

. Administrator help - http://www.omtool.com/documentation/omtoolserver/v35/admin/

Summation documentation

For instruction on importing files from Omtool Summation connector to a Summation repository, see: http://
support.summation.com/public/tutorials/TT_012_Loading Images DIl File.htm.
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Section 2: Requirements

This section includes:

Server requirements (2-1)

Client requirements (2-1)

Supported Summation versions (2-1)

Server requirements
The server requirements are:
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.

a Valid Litigation Support connector license key

For information on how to purchase the license key, contact omtool sales.

Client requirements

The client requirements are:

a AccuRoute Desktop v2.2.3 build 516 (this version is available after you reinstall AccuRoute Desktop.
For more information, see Reinstalling AccuRoute Desktop on all client systems.

Supported Summation versions

Supported Summation version is:
. Summation iBlaze and LG Gold, versions 2.6+ (current version is 2.9.1)

. Summation Enterprise, version 2.x (current version is 2.6.0)

©2010 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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Section 3: Installation

This section includes:

Downloading the Litigation Connector Update for AccuRoute v2.3 (3-1)

Special instructions for clustered servers (3-1)

Applying the Litigation Connector Update for AccuRoute v2.3 (3-2)

Adding the Litigation Support connector to the AccuRoute server (3-4)

Reinstalling AccuRoute Desktop on all client systems (3-7)

Note If you have an existing LSS connector, delete the existing connector, install the Litigation Connector Update for
AccuRoute v2.3 and then add a new LSS connector.

Downloading the Litigation Connector Update for
AccuRoute v2.3

The Litigation Connector Update for AccuRoute v2.3 is available for download for a separate fee. Contact omtool
sales for information on how to purchase this update.

To download the Litigation Connector Update for AccuRoute v2.3:

| Open Internet Explorer browser and go to http://www.omtool.com/support.

2 Log in using the customer number provided to you when you purchased the update.

Locate the module Litigation Connector Update for AccuRoute v2.3 in the DOWNLOADS &
Docs section.

4 Download the module and save it to a local drive.

Extract the files to a location on your AccuRoute server.

Special instructions for clustered servers

If you are applying the update to AccuRoute servers in a cluster you must follow the steps outlined below:

To apply the Litigation Connector Update for AccuRoute v2.3 to AccuRoute servers in a
cluster:
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w

N o0 b

Shut down the secondary server.
Stop the Cluster Manager service in the primary server.

Apply the update to the primary server. Go to Applying the Litigation Connector Update for
AccuRoute v2.3.

Start the secondary server.
Shut down the primary server.

Stop the Cluster Manager service in the secondary server.

Apply the update to the secondary server. Go to Applying the Litigation Connector Update for
AccuRoute v2.3.

Start the primary server.

Confirm that the primary server has resumed the workload in the cluster.

Applying the Litigation Connector Update for
AccuRoute v2.3

4

To apply the Litigation Connector Update for AccuRoute v2.3:
Go to the location where you saved ARS2 .3-LitigationConnector.exe file.
Shutdown all Omtool services.

Note Since the installation of this update requires shutdown of all services, you must plan to install the update after
hours or at a time when production will not get affected.

Double click the executable.

The Omtool LSS Update page opens prompting you to extract and install the update.

l:lml:ool LSS Update x|

- Click continue to extract and install the Litigation
- Support Connector Update,

Click CONTINUE to extract the files to a temporary location on your system.
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When extraction is complete, the AccuRoute-Litigation Connector Update page opens.

AccuRoute-Litigation Connector Update

Install AccuR oute-Litigation Connector Update
Thiz inztalls the Litigation Connector pdate .

Thiz update copies the required files for Litigation Connector Update.
omt
< Back Cancel |
5 Click NEXT. The Detect Components page opens listing all the components that will get updated.

AccuRoute-Liti n Connector Update

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

The following components will be updated:
Accuboute
Accuroute Desktop Client Installs Folder
omt
< Back I Mest » I Cancel
6 Click NEXT to begin the update.
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A progress bar shows the status of the update. When update is complete you see the Installation
Completed page.

AccuRoute-Litigation Connector Update

Installation Completed
The statuz of the update iz shown below,

< Back

Lancel

7 Click FINISH to exit the wizard.

Adding the Litigation Support connector to the
AccuRoute server

Note If you have an existing LSS connector, delete the existing connector, install the Litigation Connector Update for

AccuRoute v2.3 and then add a new LSS connector.

To add the Litigation Support connector for Summation:

| Open the Omtool Server Administrator console.

2 Right-click CONNECTORS in the console tree and select NEW > LITIGATION SUPPORT
CONNECTOR. The License page opens.
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Create New Litigation Connector

License
Enter the license to enable configuration of
thiz product.
License:
f =
omtool
< Back I Mext > I Cancel |
3 In the LICENSE text box, enter the license key for the Litigation Support System connector.
Note If you do not have a license, contact omtool sales.
4 Click NEXT. The Server Address page opens.

Create New Litigation Connector

Server Address
Enter the name of the computer where the
connectar is installed.

Server Address:
& {Fun on the Omtool Message Server
. " Bemote Server
omtool
< Back I Mest » I Cancel
5 Click NEXT. The Display Name page opens.

©2010 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.


mailto:sales@omtool.com
mailto:sales@omtool.com

3-6 AccuRoute Connector for CT Summation Installation and Integration Guide

Section 3: Installation

Create New Litigation Connector

Dizplay Hame
Enter a friendly name for the connector.

Mame:
ISummatiorJ
omtool
< Back I Mest » I Cancel |
6 Enter a descriptive name for this connector, for example Summation in the NAME text box and click

NEXT. The Litigation Support System page opens.

Create New Litigation Connector

Litigation Support System
Litigation Support Connector

Chooze the Litigation Support Spstem type:
Ringtai |
. - Ringtail
Concordance
omtoo! e
< Back I Mest » I Cancel |
7 Select SUMMATION from the drop-down list and click NEXT. The Congratulations page opens.

Create New Litigation Connector

Congratulations!
*Y'ou have completed the configuration.

Click Finish ta create the Connectar.
Click Back to change the settings. Click Cancel to exit.

) b Litigation Connector
omtool

Running on the Server

< Back I Finizh I Cancel
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8 Click FINISH.

The Litigation Support connector for Summation is listed in the details pane.

Reinstalling AccuRoute Desktop on all client
systems

After you have installed the Litigation Connector Update for AccuRoute v2.3 on the server, new setup files for
Accuroute Desktop are available in the C:\PROGRAM FILES\OMTOOL\OMTOOL
SERVER\CLIENTS\ACCUROUTEDESKTOP folder. You must reinstall Accuroute Desktop on all client systems using
the new setup files from this folder to take advantage of the AccuRoute Desktop enhancements added by the update.

For more information on how to install AccuRoute Desktop, see the AccuRoute Desktop installation guide.
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Section 4: Required configurations

This section includes:

Pre-configuring Summation cases directory structure (4-1)

Configuring the Sequencer component (4-2)

Configuring Registered Users (4-3)

Pre-configuring Summation cases directory
structure

Create a directory structure for the case load files. After creating the directory structure, set sharing and security
permissions on each folder.

Creating a directory structure to support Summation cases

Note If you add cases to Summation after the initial setup of the connector, you will need to add them to the directory
structure for Summation as well.

To create the Summation directory structure:
| Create the top level folder named Summation Load Files and give it a descriptive name.

2 Under the Summation Load Files folder, create a sub-folder for every case you want to work with, for
example Case_001.

3 Within each case’s sub-folder create a Working folder and a Final folder. The directory structure
should be similar to the one shown here:

B 123 summationLoadFiles
= 15 Case_001
[ Case_001_Final
(5 Case_001_working

The above illustration is a valid directory structure for Summation.

Setting sharing permissions and security permissions

After you create the directory structure for Summation, configure the sharing and security permissions.
The minimum required sharing and security permissions allow users to do the following:

° All Summation users must be able to access all levels of the Summation Load Files structure.
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. All Summation users must be able to create folders on the level below the Summation Load Files
folder.
. The Windows account associated with the Omtool server must have access to all levels of the

Summation Load Files structure and security permissions with Full Control.

. The user account associated with Summation must have access to all levels of the Summation Load
Files structure and security permissions with Full Control.

. If you are in a clustered environment, you must locate case directories on a high profile server.

Configuring the Sequencer component

To configure the Sequencer component:

| Start Omtool Server Administrator.
2 Click COMPONENTS in the console tree, and double-click the SEQUENCER component in the details
pane.
x

General | Eonfigurationl Joumall

Sequencer

Component that sequences multiple jobs in order.

Ingtances: I 3: [1 M aximum)

QK I Cancel | Help |

3 Click the CONFIGURATION tab. A list of installed destination connectors appears.

4 Select the Summation connector. If you want to view the connector names in alphabetical order, click
CONNECTOR in the title bar.

©2010 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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Propetrties for Sequencer ﬂ

General  Configuration | Joumall

Configure sequencing on each connector ingtalled on the Omtool server:

| Connector |
O Frinter
Surnmation
O TRIM
O SMTP on the Server
O Telco SMTP o the Server

QK I Cancel Help

5 Click OK.

When you enable the Summation connector for sequencing, the Sequencer component creates an internal queue for
the connector. Submitting a job to the Summation connector adds it to the internal queue in the order in which it
was submitted. After a successful Compose, the Sequencer component holds the job in the queue until any previous
jobs to the Summation connector have completed composing.

Configuring Registered Users

If you have added support for Summation and you want to make it available to users as a recipient type in AccuRoute
Desktop, you must modify the AccuRoute properties of registered users.

If any individual users are registered on the Omtool server, complete this procedure once to modify user defaults
and once for each individual user.

To enable Summation as a recipient type in AccuRoute Desktop for default or individual
registered users:

1 Click REGISTERED USERS in the console tree and double-click an individual user in the details pane,
or right-click REGISTERED USERS in the console tree and select USER DEFAULTS.

2 Click the ACCUROUTE tab.

3 Select ENABLE USE OF THE ACCUROUTE CLIENT.
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4 Locate the ALLOW USER TO ROUTE TO LIST and select SUMMATION.

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 ;I Qonfigure...l

[ TRIM TRIM

Summation

mmation
Frinter hd
«| | »

Options
¥ &llow unrestricted access to all Embedded Directives on the server
[V Allow non-authenticated access to server

“igw Calurnr

Fecipients:  Type, Destination, Document Format Confi

gure. ..
Open/Save: Dwner, Title, Created, Last Used, Single Use, —I
F wnires

Prampt

<not set> Froperties... |
Billing

I | Walidate/ L ookup via: I j

QK I Cancel | Help |
5 Click OK to save your changes.
Note Changes made to REGISTERED USERS > USER DEFAULTS do not affect any individual registered user. Individual

registered users will need to be modified separately (using the same procedure described here, Summation as a
recipient type must be enabled for them) before they can see Summation listed as a recipient type in their
AccuRoute Desktop.

Summation is now available as a recipient in AccuRoute Desktop.
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Section 5: Configuring cases

This section includes:

Adding cases to the Litigation Su

ort System connector (5-1)

Adding custom user-defined fields to the Litigation Support System connector (optional) (5-4)

Modifying custom user-defined fields in the Litigation Support System connector for Summation (5-6)

Adding cases to the Litigation Support System connector

Note If you add cases to Summation after the initial setup of the connector, you will need to add them to the Litigation
Support connector for Summation as well.

To add a new case:

Start Omtool Server Administrator.

Click CONNECTORS in the console tree, and double click the Litigation Support System connector in
the details pane. The Properties page opens.

Properties for Summation ﬂ

General | Easesl Joumall

@ Litigation Support Connectar

Processes meszages routed to warious litigation support spstems.

Mame:

License: 0000-018)-5MPY-233

Instances: |1 3: [1 M aximum)

[¥ Enable Connectar

Manage Connector Profile:

Genifax... |

QK I Cancel Help

3 Click the CASES tab.
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Properties for Summation ﬂ

General  Cases | Joumall

Caze | Falder | Mew... |
Delete |
Eraperties |

QK I Cancel | Help |

4 Click NEw. The Case Properties page opens.
x

Summation | Coding Fisids |

Case name:

— Folder
Wworking folder:

Final folder for load files:

Final folder for jmage and OCH text files:

bk

 Field and file name farmat:

Load file name: IXEASENAMEX.dii
Image file name: |XC&SENAMEZ-XDDENUMX-XPAGE
OCR text file name: |°/°EASENAME°/°-°/°DDENUM°/°.M

Document number width: I 3 = l

[~ Allow end user to change document nurber width

—OCR Option:
[ Generate OCR text [~ Allow end user change

()8 I Cancel |

In the CASE NAME text box, enter a name for the case.

6 In the WORKING FOLDER text box, click the BROWSE option. Navigate to the working folder for the
case load file.

7 In the FINAL FOLDER FOR LOAD FILES text box, click the BROWSE option. Navigate to the final
folder for the case load file.
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Load files are stored in the working folder until the end of load file Routing Sheet is received by the
Omtool server. When the end of load file Routing Sheet is received, the Litigation Support connector
for Summation copies the files from the working folder to the final folder.

In the FINAL FOLDER FOR IMAGE AND OCR TEXT FILES text box, provide the path to the Final
folder. All Image and OCR text files are stored in this location.

In the Field and file name formats section, configure the following options. For more information
on the Field and file name formats section, see More on the Field and file name formats section:

» In the LOAD FILE NAME text box, enter the load file name. This name is set for the load file.
» In the IMAGE FILE NAME text box, enter the name of the TIF file without the path to the file.
» In the OCR TEXT FILE NAME text box, enter the name of the OCR text file without the path.

» In the DOCUMENT NUMBER WIDTH drop down, select a width. The Width field is used to
control the width of the number field used to number document and page files. Valid widths are:
2,3,4,5, 6,and 7. For example if the Width is set to five, the resulting file name will be 00001 .tif.
In most cases, documents will be numbered starting with the specified number. If there is a
document with a higher number already referenced in the load file, however, the starting number
will begin at the next highest number.

To allow the person routing the document to specify a width, check the box beside ALLOW END
USER TO CHANGE DOCUMENT NUMBER WIDTH.

Note Document number width should not be changed till the case is closed as this may lead to issues with document
naming.

In the OCR Options section, you can optionally configure the following:

» Check the box beside the GENERATE OCR TEXT option. Selecting this option will create OCR
text files in addition to the single page TIF files. OCR text files are searchable when imported into
Concordance. If this option is not selected, only the single page TIF files are created, and the
document is not searchable within Concordance.

» To allow the person routing the document to specify OCR generation, check the box beside
ALLOW END USER CHANGE.

Click OK to save your changes and create the case.

More on the Field and file name formats section

The options in the Field and file name formats section support substitutions of the following variables:

$CASENAMES® - The case name as entered in the Case Name text box
$DOCNUMS% - The document number assigned by the connector
%PAGENUMS - The page number of the document assigned by the connector

%SEQNUMS% - The documents saved are numbered in sequence.
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Adding custom user-defined fields to the Litigation Support

System connector (optional)

The Coding Fields tab allows you to add or modify custom user defined fields that are explicitly supported by

Summation.
Note
in the load file
To add a custom user-defined field:
| Open the Omtool Server Administrator.
2

You should not add new Coding fields to a case till it is closed as the information may not be correctly updated

Click CONNECTORS in the console tree, and double click the Litigation Support System connector in

the details pane. The Properties page opens.

Properties for Summation

General | Easesl Joumall

i

Litigation Support Connectar

Processes meszages routed to warious litigation support spstems.

|

Mame:

License: 0000-018)-5MPY-233

Instances: |1 3: [1 M aximum)

[¥ Enable Connectar

Manage Connector Profile:

Genifax... |

o1

Cancel Help

Click the CASES tab.

Configure the case as needed.

o 1 AW

Click the CODING FIELDS tab.

Click NEw. The Case Properties page opens.

©2010 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.



AccuRoute Connector for CT Summation Installation and Integration Guide

Section 5: Configuring cases

Case Properties LI

Summation Cading Fisids |

Custom Fields

Delete |
Eroperties |

T

uls Cancel

7 Click ADD. The Field Properties page opens.
x

Mame: I

Dizplay Mame: I

Tope: |STRING =l

Lhoizes; I
[zeperate with commas|

Optio:

[V Wisible
" Bequired

™| fllow user to enter new values in picklist

()8 I Cancel |

8 In the NAME text box, enter the field name as it exists in Summation. This is the actual, unique field
name and not a display name.

9 In the DISPLAY NAME text box, enter a descriptive name for the field you are adding. The name you
enter here appears as a label on the Coding Fields tab in both the Litigation Support System connector
for Summation and AccuRoute Desktop.

10 From the TYPE drop-down list, select one of the following values. The value you select determines the
kind of control that is presented to the AccuRoute Desktop user on the Coding Fields tab when
adding a Summation destination.

» STRING - This type stores characters and words, and is included within double quotation marks.
Numbers and other numerical characters are treated as text. For example: “This is string
value number 1.”

» NUMBER - This type stores whole numbers. For example: 250
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12

13

» BOOLEAN - This type presents a true/false choice for the field. Select the check box if the
property is true, clear the check box if the property is false. For example: Active case? U

» DATE - This type defaults the value of the field to today’s date. The date is presented in mm/dd/
yyyy format, and the AccuRoute Desktop user can change the date. For example: 12/05/2006

» PICK - This type presents a pick list of data to the AccuRoute Desktop user via a drop-down
box. When you select this type, the CHOICES and ALLOW ANY VALUE IN PICK FIELDS are
enabled. For example, the following values could appear on a pick drop-down list: 1 2 3 4 5

In the CHOICES text box, enter the valid values in this field, separated by a delimiter. Valid delimiters
are comma (, ), pipe (|), and semicolon (;).

Important This text box is enabled only for the data type PICK.

In the OPTIONS section, select one or more of the following options:

» VISIBLE - If this option is selected, the custom field is visible to the AccuRoute Desktop user on
the Coding Fields tab. If this option is not selected, the AccuRoute Desktop user cannot see the
custom field on the Coding Fields tab. Some fields specific to Summation are always enabled.

» REQUIRED - If this option is selected, the custom field is required when adding a Summation
destination within AccuRoute Desktop. Selecting this option makes the custom field visible to the
AccuRoute Desktop user even if the Visible option is not selected. If this option is not selected,
the AccuRoute Desktop user can choose not to include information for this field on the message.

» ALLOW USER TO ENTER NEW VALUES IN PICKLIST - If this option is selected, when the
AccuRoute Desktop user sees a field on the Coding Fields tab that contains a pick list, the user
can enter information not included on the pick list. If this option is not selected, the AccuRoute
Desktop user is restricted to the choices displayed in the pick list.

Click OK three times to save your changes and close the Properties page.

Modifying custom user-defined fields in the Litigation Support
System connector for Summation

To modify a custom user-defined field:
Open the Omtool Server Administrator.

Click CONNECTORS in the console tree, and double click the Litigation Support System connector in
the details pane. The Properties page opens.

Click the CASES tab.
Highlight a case and click PROPERTIES. The Case Properties page opens.
Click the CODING FIELDS tab.
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Case Properties ﬂ

Summation Coding Fields |

Custom Fields

Title

Delete |
Description
Document Type Eraperties |

Type of Litigation

Department Code _"I _Vl
Active Case? D

Trial Date 12{11/2006

Akkorney

6 Highlight a field and click PROPERTIES. The Field Properties page opens.

Field Properties =

Mame: I

Dizplay Mame: I

Tope: |STRING =l

Lhoizes; I
[zeperate with commas|

Optio:

[V Wisible
" Bequired

™| fllow user to enter new values in picklist

()8 I Cancel |

7 Make any changes necessary and then click OK to save your changes.
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This section includes:

Sending a message to Summation from Accuroute Desktop (6-1)

Sending an End of Load file using AccuRoute Desktop (6-7)

Sending a message to Summation from Accuroute
Desktop

Use the following procedure to send a message using AccuRoute Desktop. For detailed information on sending
messages using AccuRoute Desktop, consult the AccuRoute Desktop user guide.

To send a message using AccuRoute Desktop:

| Start AccuRoute Desktop. Log in if prompted. The AccuRoute Desktop application opens.
=0l

File Edt Yiew Tools Help
J  Hew | (Forentn Bllsovecr | [Bviewns @eitns | dend | dopbons | G Preview | @

Recipients
Type Formal Fress &dd to profile document I
E—ma\\ TIFF (Imags] | il
Friner Add [~ E-mal copy ta jane@yourcompany com
Surmmation
TRIM
Type | Destination | Document Format ﬂ
ki
4 |+l
I~ Bling
Caritent
Subject: I
Comments: =] =
LI
Attachments. | =) 5 ubmitted document(s) here U]
=
[iane@yourcompany .com HIBISCUS
2 Select the Recipient type as SUMMATION in the RECIPIENTS TYPE list.
3 Verify that TIFF (image) is selected as the file format.

©2010 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.

6-1


http://www.omtool.com/documentation/AccuRoute/v23/AccuRouteDesktop/AccuRouteDesktopV22UserGuide.pdf
http://www.omtool.com/documentation/AccuRoute/v23/AccuRouteDesktop/AccuRouteDesktopV22UserGuide.pdf
http://www.omtool.com/documentation/AccuRoute/v23/AccuRouteDesktop/AccuRouteDesktopV22UserGuide.pdf
http://www.omtool.com/documentation/AccuRoute/v23/AccuRouteDesktop/AccuRouteDesktopV22UserGuide.pdf

6-2

AccuRoute Connector for CT Summation Installation and Integration Guide

Section 6: Testing

4

Click ADD. The Summation configuration wizard opens.

Summation Configuration Wizard x|

Case
Specify the case and type of operation ta perfarm.

Laze Mame:

& Stare Document

= End of Load file

< Back I Hesxt » I Cancel |

From the Case name drop down, select a case. Click NEXT. The document options page opens.

Summation Configuration Wizard =

Options
Specify the following document options.

— Document Maming

Starting Mumber:

widh: E |

FErefis: I [example: 007]

— Document Storage Option:

¥ Generate DER text

< Back I Mest » I Cancel |

In the STARTING NUMBER text box, enter a starting number or accept the default of 1.

In most cases, documents will be numbered starting with the specified number. If there is a document
with a higher number already referenced in the load file, however, the starting number will begin at the
next highest number.

The starting field is added to the file name during the Compose process. For example, if Width is set
to six, the resulting file name will be 000001 .tif. The starting number (in this example 000001) indicates
the first individual file number of the single page files.

In the WIDTH text box, enter the document width. The document number width should not be
changed till the case is closed as this may lead to issues with document naming.

Note The Width text box is greyed out if the beside ALLOW END USER TO CHANGE DOCUMENT NUMBER WIDTH
option is not checked in the case.

In the PREFIX text box, enter document prefix.

Note The same prefix value should be specified till a case is closed.
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In the Document Storage Options section, optionally select the Generate OCR text option.

Note This option is greyed out if the GENERATE OCR TEXT option is configured in the case and ALLOW END USER
TO CHANGE DOCUMENT NUMBER WIDTH option is not checked in the case.

ClicK NEXT. The custom fields page opens.

Summation Configuration Wizard =

Coding Fields
Specify the following document coding fields,
mandatary items are marked with an asterigk.

Custom Fields
Title

*Description

* = required

< Back Cancel |

Enter information for any custom user-defined fields. If it is a required field, (has an *) you must enter
information for that field. Shown below are some examples of custom fields and their possible value.

String - If a custom user-defined field is defined as a string value field, you can enter alpha or numeric
text.

Custom Fields

Title Document Title
Description Document Description

Docurnent Type Docurnent Type
£ : Personal injury

Department Code
Active Case? D
Trial Date 12{122006

Atkorney Narme

Number - If a custom user-defined field is defined as a number field, you can only enter whole
numbers.

Custom Fields

Title Document Title
Description Document Description
Docurnent Type Docurnent Type

Type of Litigation Personal injury
Department Code 250

Active Case? D

Trial Date 12{122006

Atkorney Narme

Boolean - If a custom user-defined field is defined as a boolean field, select the check box if the
answer is true, and clear the check box if the answer is false.

©2010 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.



6-4 AccuRoute Connector for CT Summation Installation and Integration Guide

Section 6: Testing

Custom Fields

Title Document Title
Description Document Description
Docurnent Type Docurnent Type

Type of Litigation Personal injury
Department Code 250

|Ed
Trial Date 12{12{2006

Atkorney Narme

Date - If a custom user-defined field is defined as a date field, the field defaults to today’s date. To
change the date, click on the date, click the down arrow, and select the correct date from the calendar
that appears.

Custom Fields B
Title Document Title e
Description Document Description
Docurnent Type Docurnent Type
Type of Litigation Personal injury t_
Department Code 250 B
Active Case? E

[znzoe =]

Attorney Mame December, 2006

Mon Tue ‘Wed

* = required

Pick - If a custom user-defined field is defined as a pick-list field, select a value from the drop-down
list. Depending on your system’s configuration, you may be able to enter your own values.

Custom Fields

Title Document Title
Description Document Description
Docurnent Type Docurnent Type

Type of Litigation Personal injury
Department Code 250

Active Case? E

Trial Date 12{122006
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12 Click NEXT. A summary page opens listing all the information you have entered in the wizard.
x
Summary
Summary of values selected are shown below. Yerify them.
Press Finizh to complete, Back to return to previous screens to edit values.
or: Employee |nfo
< Back I Finizh I Cancel |
13 Click FINISH to close the wizard. The Summation destination appears in the message.
5
Fle Edt View Iook Help
J Jtew | [ FopeneD s ED | A viewRS  gPintRS | dSitend | s)Options |l Preview | @
Recipients
Type Format Press Add to profile document =l
E-mal TIFF (Image] [ =] ] |
:;::Ier ™ E-mail copy to jane@vourcompany. com
Summation
TRk
[ Tupe | Destination [ Document Format g
4 Summation “hHibizcushCase 0014Final TIFF [Image] ﬂ
4| | ¥
I~ | Eifling EI
Content
Sublect |
Comments: | = ﬂ
<]
Attachments: @Submllted document(s) here M
Pad
[jane@yourcompany. com |HIBISCUS
14 Add content to your message.

Locate the CONTENT section at the bottom and type a subject and comments.

Add any attachments you want to send with your message. Click the paperclip icon and do one of the
following:

FILE - Select this option to attach a file saved from your computer or network share. Go to the file,
select it, and click OPEN. The file appears in the attachments list.

WEB DOCUMENT - Select this option to attach a web page from the Internet. Enter the address of
the web document, choose a file name for the attachment, select a file format for this attachment
(such as PDF or HTML), and click OK.
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15

#Juntitled - AccuRoute Desktop I s |

File Edit Wew Tools Help
J A Mew | SopenED (lSaveED | AWewRS  PrinkRS | dSend | s]Options | Previen | i

Recipients

Tipe Foimat: Fress 4dd to profile document 1|
E -mail TIFF (Image) | = o]
Fax
Printer Add I E-mail copy ta jane@yourcompany. com

Summation
TRIM

Surnmation SyHibiscush\Case 0014Final TIFF (Image)

Tyupe | Destination | Daocument Format fr
x|

4| 1]
I~ | Billng o
Content
Subject: IEmponee infa
Comments:  [Contains data peraining to full time company emplopees | =] =
=l
Atachments: | 5] Supmitted document(s) here M
EEmployesinfo.sls
x
[iane@yourcompany.com HIBISCUS

Send or save the message. You can do one of the following:

» Send the message immediately - To send the message, click SEND on the toolbar. (Your
message must have at least one attachment.)

» Save the message as an Embedded Directive - To save as an Embedded Directive, click

SAVE ED on the toolbar. In the Save As page, enter a descriptive title in the Title text box. Click
SAVE.

Print a Routing Sheet that can be scanned with hard copy documents - To generate a
Routing Sheet, save the message as an Embedded Directive. Then click PRINT RS on the toolbar.
AccuRoute Desktop creates a Routing Sheet containing the Embedded Directive and displays it as
a PDF file on your desktop. Print the Routing Sheet and include it as the first or last page of the
hard copy document. Take the document to a network scanner and scan it using the instructions
provided by your network administrator. (Your message can include both electronic and hard
copy documents.)

When you send a message and it is delivered to the AccuRoute sever for processing, you will see the
following message.

AccuRoute Desktop =

.
‘EJ) The message was sent ko the server,

After the messages are processed by the server, the output TIFF and OCR text files are generated in
the Final folder. The load file (with DIl format) is generated in the Working folder.
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Sending an End of Load file using AccuRoute
Desktop

To send an End of Load file message using AccuRoute Desktop:
| Start AccuRoute Desktop. Log in if prompted. The AccuRoute Desktop application opens.
Select the Recipient type as SUMMATION in the RECIPIENTS TYPE list.

Verify that TIFF (image) is selected as the file format.

H W N

Click ADD. The Summation configuration wizard opens.

Summation Configuration Wizard =

Case
Specify the caze and type of operation to perform.

Laze Mame: Cazel0l j

" Store Document

< Back I Mest » I Cancel |

5 From the CASE NAME drop down, select a case name and then select END OF LOAD FILE option.
6 Click NEXT. A summary page opens.
x
Summary

Summary of values selected are shown below. Yerify them.
Press Finizh to complete, Back to return to previous screens to edit values.

[
< Back I Finizh I Cancel |

7 Click FINISH to close the wizard.
The Summation destination appears in the message.

Add content to your message.
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a
b

Locate the CONTENT section at the bottom and enter a subject and comments.

Add any attachments you want to send with your message. Click the paperclip icon and do one of the
following:

FILE - Select this option to attach a file saved from your computer or network share. Go to the file,

select it, and click OPEN. The file appears in the attachments list.

WEB DOCUMENT - Select this option to attach a web page from the Internet. Enter the address of
the web document, choose a file name for the attachment, select a file format for this attachment
(such as PDF or HTML).

Note Any content that you add to an End of Load File is not saved. An attachment is added only to send the message
from the AccuRoute Desktop application.

Click OK.

#Juntitled - AccuRoute Desktop i im] 5
File Edit Yiew Tools Help
J tew | (FopenED (SaveED | [ AViewRS HRrintRS | iziSend | :joptions | [ Preview | @

Fecipients

Type Farmat: Presz Add to profile document =l
E-mail TIFF (Image] | e [
Fax
Printer Add [~ E-mail copy to jane@yourcompary. com
Summation
TRIM
Type | [Drestination | Document Format fﬁl

4 Summatior TIFF (Image)
| |
™| Billing ml
Content

Subject: IEmponee infa
Comments: | Contains data pertaining to full time company employees. ;I ?l

Attachments: Submitted document(z] here I

@_] Employeelnfo.xls
x|

|jane@y0urcompany.com |HIBISCUS

Optionally, save the message. You can do one of the following:

» Send the message immediately - Click SEND on the toolbar. (Your message must have at
least one attachment.)

» Save the message as an Embedded Directive - To save as an Embedded Directive, click
SAVE ED on the toolbar. In the Save As page, enter a descriptive title in the Title text box. Click
SAVE.

» Print a Routing Sheet that can be scanned with hard copy documents - To generate a
Routing Sheet, save the message as an Embedded Directive. Then click PRINT RS on the toolbar.
AccuRoute Desktop creates a Routing Sheet containing the Embedded Directive and displays it as
a PDF file on your desktop. Print the Routing Sheet and include it as the first or last page of the
hard copy document. Take the document to a network scanner and scan it using the instructions
provided by your network administrator. (Your message can include both electronic and hard
copy documents.)
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10 Send the end of load file Routing Sheets through the standard network scanning process.

When you send a message and it is delivered to the AccuRoute sever for processing. After the
messages are processed by the server, the output TIFF and OCR text files are generated in the Final
folder. The load file (with DIl format) is generates in the Working folder.\
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Section /: Troubleshooting

This section includes:

Detecting workflow issues (7-1)

Troubleshooting the delivery mechanism (7-1)

Troubleshooting the message on the Omtool server (7-2)

Troubleshooting the multifunction device (7-3)

Troubleshooting the client (7-4)

Routing sheets do not display Summation destination (7-4)

Complete these procedures in the order they appear. If you cannot resolve the issue, contact Omtool.

Detecting workflow issues

After a document has been profiled to Litigation Support connector for Summation, the document should arrive at
its destination momentarily, but can take up to several minutes when the server workload is high. If a document does
not arrive at its destination within a reasonable period of time, begin troubleshooting the environment. Omtool
recommends troubleshooting the workflow in reverse order because this is the easiest way to troubleshoot the
setup on your own.

The easiest way to troubleshoot a workflow issue is to follow the document through the workflow in reverse order.
When a document does not arrive at its destination, troubleshooting starts with Litigation Support connector for
Summation, and then continues to the Omtool server, the device (if applicable), and then the client.

Continue to Troubleshooting the delivery mechanism.

Troubleshooting the delivery mechanism

When the Omtool server finishes processing a message, an outbound connector routes the message directly to its
destination or passes the message to Litigation Support connector for Summation. Do some basic troubleshooting
on the Litigation Support connector for Summation. For example, is the connector enabled? If the Litigation Support
connector for Summation is functioning correctly, troubleshoot the message on the Omtool server.

Continue to Troubleshooting the message on the Omtool server.

©2010 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.

7-1



7-2 AccuRoute Connector for CT Summation Installation and Integration Guide
Section 7: Troubleshooting

Troubleshooting the message on the Omtool
server

There are two important questions that can be resolved when troubleshooting a message on the Omtool server:

. Was the message submitted to the Omtool server?

. Assuming the message was submitted to the Omtool server, what caused the delivery failure! The
state and status of the message, along with details in the message journal, provide some important
clues.

Start troubleshooting by trying to locate the message on the Omtool server.

To locate the message on the Omtool server:
| Start the Administrator.
2 Go to OMTOOL SERVER ADMINISTRATOR > [SERVERNAME] > MESSAGES.
Look for the message in the In Process queue:
Click IN PROCESS.
View ALL ITEMS.

Wi IItems submitted this week j

Items submitted today

Items submitted yesterday
Itemnsz submitted this week
Iterns submitted this month

Sort all items by the date submitted.
d Look for the message.

- Message found - Double-click the message and then click the JOURNAL tab to view the message
journal to determine the current state and status of the message. Then monitor the components and
confirm that the message is moving through the processing queues on the Omtool server. If the
Omtool server stops processing the message (for example, the message seems to be stuck in a
processing queue), restart all the Omtool services.

Recipient Properties ﬂ

Generall Attachmentsl Hecipientl Senderl Confirmations Joumall

Date | Joumal Entry

10/05/2005 093257 AM  Digpatch: Fax number normalized to +18038301
10/05/2005 093257 AM  Digpatch: Matched rule All fax numbers to Telco
10/05/2005 093257 AM  Dispatch: Processing action for rule "All fax num
10/05/2005 09:32:58 AM  Compose: Started

10/05/2005 09:32:58 AM  Composze: [localhost - localhost] Document=cert

- Message not found - Go to step 4 and look for the message in the History queue.
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4 Look for the message in the History queue:
a Click HISTORY.
b View ALL ITEMS.

Wi IItems submitted this week j

Ite sbmitted today

Items submitted yesterday
Itemnsz submitted this week
Iterns submitted this month

0

Sort all items by the date submitted.
d Look for the message.

- Message found - Double-click the message and then click the JOURNAL tab to view the message
journal to determine the cause of the failure.

Recipient Properties ﬂ

Generall Attachmentsl Hecipientl Senderl Confirmations Joumall

Date | Journal Entry

10/05/2005 093257 AM  Digpatch: Fax number normalized to +18038301
10/05/2005 093257 AM  Digpatch: Matched rule All fax numbers to Telco
10/05/2005 093257 AM  Dispatch: Processing action for rule "All fax num
10/05/2005 09:32:58 AM  Compose: Started

10/05/2005 09:32:58 AM  Composze: [localhost - localhost] Document=cert
10/05/2005 09:33:07 AM  Composze: [localhost - localhost] Document=400
10/05/2005 09:33:20 AM  Compose: Completed

1040542005 09:33:21 &M OmtoolConnector: Destination connectar failed ¢
10/05/2005 09:33:22 AM  Digpatch: Fax number normalized to +18038301
10/05/2005 09:33:22 AM  Digpatch: Routing complete

If the message failed, correct the issue and send the message again. Contact Omtool if you are unable
to resolve the issue.

If the journal states that Omtool server delivered the message but it still has not arrived at its
destination, this indicates that the Omtool server transferred the message to the Litigation Support
connector for Summation successfully. Do some advanced troubleshooting on the Summation Load
Files folders to determine why the message is not being delivered to its destination. Contact Omtool if
you are unable to resolve the issue.

- Message not found - If the message is not found, the next step is to troubleshoot the multifunction
device.

Continue to Troubleshooting the multifunction device.

Troubleshooting the multifunction device

After troubleshooting all other components in the workflow, troubleshoot the device. Consult the device
manufacturer’s documentation.

Continue to Troubleshooting the client.
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Troubleshooting the client

If the device is working properly, try sending a message from the client to a recipient other than the Litigation Support
connector for Summation. If you are able to send messages to recipients other than the Litigation Support connector
for Summation and the Litigation Support connector for Summation is operating correctly, contact Omtool.

Routing sheets do not display Summation
destination

Problem: When you create a routing sheet with Summation as a recipient type, the routing sheet does not have
the destination displayed.

Solution: The solution is to add the following variables $PLUGIN_DESTINATION. 1% and
%PLUGIN_DESTINATION.2%. These variables should be added to the following template files:

. BatchRoutingSheet.doc

. BatchRoutingSheet-Simple. OMTPL
. RoutingSheet-Simple.omtpl

. Routingsheet.doc

The template files are located in the C:\PROGRAM FILES\OMTOOL\OMTOOL
SERVER\LANGUAGES\ENU\EMBEDDEDDIRECTIVES directory of the system running the AccuRoute server.
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