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Section |: Introduction

Section |: Introduction

This guide contains instructions on deploying Omtool DMS Libraries v3.01 for Autonomy iManage WorksSite. It is
written for systems administrators with detailed knowledge of the Omtool Server and Autonomy iManage WorkSite.

This section includes:

Omtool DMS Libraries integration with Autonomy iManage WorkSite (1-1)

Installation components (1-2)

Deployment summary (1-2)

Release notes (1-2)

Related documentation (1-3)

Omtool DMS Libraries integration with Autonomy
iManage WorkSite

Omtool DMS Libraries v3.01 includes the ability to integrate with Autonomy iManage WorkSite.

Using Omtool DMS Libraries v3.01, you can be sure all of your important documents are stored in Autonomy
iManage WorkSite. The combined power of AccuRoute Desktop and Omtool DMS Libraries v3.01 for Autonomy
iManage WorksSite allows your users to send both soft copy and hard copy documents to Autonomy iManage
WorksSite quickly and easily.

Best of all, there is no learning curve for your users—Omtool DMS Libraries v3.01 for Autonomy iManage WorkSite
uses Autonomy iManage WorkSite’s native windows and are totally familiar to your users.

For more information on profiling documents to Autonomy iManage WorkSite, go to Section 8: Testing.
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Installation components

Omtool DMS Libraries v3.01 is included in the AccuRoute v3.01 installation.

Note The instructions in this guide are applicable only if you are running Omtool DMS Libraries v 3.01.

Deployment summary

To deploy Omtool DMS Libraries v3.01 for Autonomy iManage WorkSite:

1 Complete the installation requirements. (Go to Section 3: Installation.)

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

Complete any optional server configuration. (Go to Section 5: Optional server configuration.)

Complete the client configuration. (Go to Section 6: Client configuration.)

Comeplete any optional billing configuration. (Go to Section 7: Optional billing configuration.)
Test profiling a document into Autonomy iManage WorkSite. (Go to Section 8: Testing.)

N O 1 A WN

Troubleshoot the installation. (Go to Section 9: Troubleshooting.)

Release notes

Enhancements

Omtool DMS Libraries v3.01 for Autonomy iManage WorkSite includes the following enhancements:
. Autonomy iManage WorkSite v8.5 is now supported.

. Omtool DMS Libraries v3.01 for Autonomy iManage WorkSite has been qualified with AccuRoute
Desktop v2.2.3 or higher.

. Decare as record feature - The Omtool Server Administrator when configuring the AccuRoute
Connector for WorkSite now has the ability to specify whether the AccuRoute workspace
environment should integrate with the Autonomy Records Manager or not. For more information, see
Declare as record (3-6).
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Resolutions

Omtool DMS Libraries v3.01 for Autonomy iManage WorkSite include the following resolved issues.

. AccuRoute Desktop was not deleting temporary files (called “stub documents”), from some DMS
applications. See Knowledge Base Article K03805.

. Updated Omtool DMS Library files were not included in the AccuRoute Desktop installation
directory. As a result, files had to be manually installed on every workstation. See Knowledge Base
Article KO3889.

. When using Autonomy iManage Desksite and Autonomy iManage WorkSite server with
impersonation passwords enabled, the iManage connector failed to route documents to the DMS
application. The error code in the journal of the message was Access Denied (0x80004005), however,

there was no error event generated in the Application Event Log. See Knowledge Base Article
K03596.

Limitations

Omtool DMS Libraries v3.01 for Autonomy iManage WorkSite has no known limitations.

Related documentation

o AccuRoute Desktop Installation Guide - http://www.omtool.com/documentation/AccuRoute/v3.01/
AccuRouteDesktop/AccuRouteDesktoplnstallGuide.pdf

. AccuRoute Desktop Users Guide - http://www.omtool.com/documentation/AccuRoute/v3.01/
AccuRouteDesktop/AccuRouteDesktopUserGuide.pdf

. Quick Start Guide -

o  Sending a message to WorkSite using AccuRoute Desktop and the Standard Profile Dialog - http://
www.omtool.com/documentation/dmslibraries/v3.0 | /VWorkSite/
OmtoolDMSLibrariesV30 | WorksiteStandardQuickStartGuide.pdf

o  Sending a message to WorkSite using AccuRoute Desktop and the Enhanced Profile Dialog - http://
www.omtool.com/documentation/dmslibraries/v3.0 1 /VWorkSite/

OmtoolDMSLibrariesV30 | WorkSiteEnhancedQuickStartGuide.pdf

. Omtool Server Administrator Help - http://www.omtool.com/documentation/omtoolserver/v37/
admin/index.htm
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Section 2: Requirements

This section includes:

Server requirements (2-1)

Client requirements (2-1)

Supported Autonomy versions (2-2)

Server requirements

The system where you install the AccuRoute Connector for WorkSite must meet the following minimum
requirements:

AccuRoute v3.01

Note Currently, the Omtool DMS Librariesv3.01 are only available with the AccuRoute v3.0Iserver and client
installations. The Omtool DMS Librariesv3.01 will be available as a separate download in the future.
a Autonomy iManage WorkSite v8.5 /8.3 / v8.2 / v8.1

a Autonomy iManage WorksSite installed on the Omtool Server must not integrate with Microsoft Word.

) Tier 2 DMS connector license

Client requirements
The system where you install the Omtool DMS Libraries must meet the following minimum requirement:
a AccuRoute Desktop v2.2.3 or higher

a WorksSite Client (DeskSite or FileSite) must be installed

©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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Supported Autonomy versions

Supported Autonomy iManage WorkSite versions are:
a Autonomy iManage WorkSite v8.5 / 8.3/ v8.2 / v8.1

The following Autonomy iManage WorkSite client versions are supported:
a DeskSite v8.5 /8.3 / v8.2 / v8.1

a FileSite v8.5 /8.3 /v8.2/v8.1

©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.



Omtool DMS Libraries v3.01 Installation and Integration Guide for Autonomy iManage WorkSite 3-1

Section 3: Installation

Section 3: Installation

This section includes:
Configuring the impersonation password (AccuRoute environments only) (3-1)

Adding the AccuRoute Connector for DMS WorkSite (3-2)

Completing the AccuRoute Connector for DMS WorkSite configuration (3-4)

Upgrading an existing iManage connector to AccuRoute Connector for DMS WorkSite (3-7)

Configuring the impersonation password
(AccuRoute environments only)

Autonomy iManage WorkSite supports using an impersonation password. You must configure an impersonation
password on the WorkSite server and configure the Omtool DMS Libraries on the AccuRoute Server to use the
impersonation password when logging in to the WorkSite server. (The impersonation password becomes critical
when the AccuRoute Server cannot obtain the WorkSite login credentials of the AccuRoute Desktop user. This is
always the case when the WorkSite server accepts trusted authentication.) When the AccuRoute Server uses the
impersonation password configured on the WorkSite server, the AccuRoute Server can route documents to the
WorkSite server on behalf of AccuRoute Desktop users.

To configure the impersonation password:
| Start the Service Manager for the WorkSite server.
2 Select a WorkSite server, click PROPERTIES on the menu bar, and select SERVICE PROPERTIES.

Go to the SECURITY section, select ENABLE IMPERSONATION, type the impersonation password in
the PASSWORD text box, and click OK.

4 Reboot the WorkSite server.
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Section 3: Installation

Adding the AccuRoute Connector for DMS
WorkSite

To add the AccuRoute Connector for DMS WorkSite to an AccuRoute Server:

| Right-click CONNECTORS in the console tree and select NEW > DMS. The License window opens.

Create New DMS Connector

License

Enter the license to enable configuration of

thiz product.

License:
| =
omtool
< Back I Mest > I Cancel |
2 In the LICENSE text box, enter the license key for the AccuRoute Connector for WorkSite and click

NEXT. The Display Name window opens.

e

Create New DMS Connector

Dizplay Hame
Enter a friendly name for the connector.

omtool

< Back I Mest > I Cancel
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3 In the NAME text box, enter a friendly name for this connector and click NEXT. The DMS Type
window opens.

Create New DMS Connector

DMS Type
Chooze a DMS type for the connector,

Chooze the DM5 type:

omt
< Back I Mest > I Cancel |
4 From the Choose the DMS Type drop down, select T2 - WORKSITE from the drop-down list and

click NEXT. Connector configuration is now complete and the Congratulations window opens.

Create New DMS Connector

Congratulations!
*Y'ou have completed the configuration.

Click Finish ta create the Connectar.
Click Back to change the settings. Click Cancel to exit.
% DMS Connector
omt
Running on the Server
< Back I Finizh I Cancel
5 Click FINISH.

The DMS configuration wizard launches and prompts you to configure the connector to support
WorksSite.
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Completing the AccuRoute Connector for DMS
WorkSite configuration

All Omtool applications on the same system share the Omtool DMS Libraries configuration (3-4)

Configuring a new AccuRoute Connector for WorkSite (3-4)

Configuring an existing AccuRoute Connector for DMS WorkSite (3-7)

All Omtool applications on the same system share the
Omtool DMS Libraries configuration

When multiple Omtool applications are installed on the same system, these applications share the same DMS
configuration data. If you make changes to the DMS configuration settings for one Omtool application, those changes
affect all Omtool applications installed on the system.

Configuring a new AccuRoute Connector for WorkSite

The WorkSite Login Configuration window opens immediately after you complete the new connector wizard.

WorkSite Login Configuration =

DMS Configuration
Enter configuration options.

Server name: I

' Please specify the Login information

User name: Iadministrator

Password: | ******

™ Use Trusted Lagin ~ Mote: Using an impersanation password will allov the
- connector to properly store documents as the original
WorkSite user that generated the request.

< Back I Mest » I Cancel

To complete the configuration wizard:
| In the SERVER NAME text box, enter the WorkSite server name.

If you are configuring the AccuRoute Connector for WorkSite on an AccuRoute Server, the option
you select has no impact on document routing. VWhen routing documents on behalf of an AccuRoute
Desktop user, the server uses the DMS configuration data from the workstation where the user
generated the routing sheet.

Leave this field blank if you want WorkSite to prompt the Omtool user to select a server. (This is
recommended for users who save documents to more than one server.)
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2 In the USERNAME and PASSWORD text boxes, enter the user name and the password to use when
connecting with the WorkSite.
3 Click NEXT.

DMS Configuration
Enter configuration options.

Login configuration:
(" Prampt for login always.
* Prampt for login only I necessan.;

Frofile type:
¢~ Use Standard Profile Dialog
' |se Enhanced Application Integration Dialog

Flaceholder:
[¥ Retain placeholder profiles inWorkSite after creating an Embedded Directive

< Back I Mest » I Cancel

4 Select from the following authentication option:

o  PROMPT FOR LOGIN ALWAYS - Select this option if the WorkSite server should always prompt the
Omtool user for WorkSite login credentials.

o  PROMPT FOR LOGIN ONLY IF NECESSARY - Select this option if the WorkSite server should prompt
the Omtool user for WorkSite login credentials only when necessary.

If you are configuring the DMS connector on an AccuRoute Server, the option you select has no
impact on document routing. When routing documents on behalf of an AccuRoute Desktop user, the
server uses the DMS configuration data from the workstation where the user generated the routing
sheet.

5 In the Profile type section, select from USE STANDARD PROFILE DIALOG and USE ENHANCED
APPLICATION INTEGRATION DIALOG options.

6 In the Placeholder section, verify the check box beside RETAIN PLACEHOLDER PROFILES IN
WORKSITE AFTER CREATING AN EMBEDDED DIRECTIVE is selected by default.

When selected, this option retains the placeholder profile in WorkSite when the user adds a new
WorkSite destination. If you clear this selection, the placeholder profile is deleted after the new
WorkSite destination is added to AccuRoute Desktop.
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7 Click NEXT. The Records Manager configuration page opens.

Fwiwesssesan Records Manager

DMS Configuration
Enter configuration options.

Fleaze specify whether you want to declare new profiled items as Records:

" Do ot automatically integrate with Interwoven Records Manager

& {ntegrate with ntenwoven Records Manager

" Always Declare new profiled items a3 Record

' Prompt user
< Back I Finizh I Cancel |
8 Specify if you want integration with Records Manager or not.

o  If you want to specify integration with Records Manager, check the box beside INTEGRATE WITH
INTERWOVEN RECORDS MANAGER.

o  If you do not the integration, check the box beside DO NOT AUTOMATICALLY INTEGRATE WITH
INTERWOVEN RECORDS MANAGER and go to step |0.

9 Choose from the following options:

o  the profiled documents from an AccuRoute Desktop application should automatically be marked as a
record

o  the user should be prompted in AccuRoute Desktop to specify whether the profiled document is a
record

10 Click FINISH.

Declare as record

The Administrator of the Autonomy iManage WorkSite document management system can designate chosen profiled
documents as records. These records cannot be modified or deleted and appear with a lock icon in the DeskSite or
FileSite workspace. In short, once a document is designated as a record, it is preserved forever.

The Omtool Server Administrator when configuring the AccuRoute Connector for DMS WorksSite has the ability to
specify whether the AccuRoute workspace environment should integrate with the Autonomy Records Manager or
not. For configuration instructions, see step 8-10 of Configuring a new AccuRoute Connector for WorkSite
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Configuring an existing AccuRoute Connector for DMS
WorkSite

To complete the configuration wizard for an existing connector:

| Click CONNECTORS in the console tree, and double-click the AccuRoute Connector for
WorksSite in the details pane.

2 Click the ADVANCED tab.

Locate the DMS CONFIGURATION section, and click CONFIGURE. The WorkSite Login
Configuration window opens.

4 Perform steps one through eight in Configuring a new AccuRoute Connector for WorkSite (3-4).

Upgrading an existing iManage connector to
AccuRoute Connector for DMS WorkSite

Use the following procedure to upgrade your existing iManage connector to AccuRoute Connector for WorkSite.

Note Contact Omtool Customer Service for a new Tier 2 License code for the
WorksSite integration.

To upgrade the iManage connector:
| Rename the existing iManage DMS connector ROUTING IDENTIFIER to “Old iManage”.

2 Rename the new WorkSite DMS connector ROUTING IDENTIFIER to “iManage”. Verify that old
Embedded Directives created using the iManage DMS connector now successfully route to the new
AccuRoute Connector for WorksSite.

3 Change the server configuration so that billing lookup and validation is done against the AccuRoute
Connector for WorkSite instead of the iManage DMS connector.

4 Change the configuration for Registered Users to enable use of the AccuRoute Connector for
WorkSite and disable use of the iManage DMS connector.

5 Send a test message using the new AccuRoute Connector for WorkSite. (Go to Section 8: Testing.)
6 Delete the old iManage DMS connector.
Note To ensure that old routing sheets work with the new connector do not use the new connector until it's routing

identifier is named to match the original name.
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Section 4: Required server configuration

Section 4: Required server configuration

This section includes:

Enabling Autonomy iManage WorkSite as a recipient type in AccuRoute Desktop (4-1)

Enabling Autonomy iManage WorkSite as a
recipient type in AccuRoute Desktop

If you have added support for Autonomy iManage WorkSite and you want to make it available to users as a recipient
type in AccuRoute Desktop, you must modify the AccuRoute properties of the user Group.

To enable Autonomy iManage WorkSite as a recipient type in AccuRoute Desktop:

| Open the Omtool Server Administrator.
2 Expand the Configuration node and go to the Groups node.
3 Select the Group for whom you want to add WorkSite as a recipient type and open the Group

properties page.
Go to the ACCUROUTE tab.
Select the ENABLE MEMBERS OF THIS GROUP AS ACCUROUTE USERS option.

In the Allow group to route to section, check the box beside WORKSITE.

N o0 b

Click OK to save your changes.

Now when you start AccuRoute Desktop, Autonomy iManage WorkSite is available as a recipient in
AccuRoute Desktop.
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This section includes:

Changing the label of a document (5-1)

Configuring document link (5-3)

Changing the label of a document

Changing the label of a document type allows you to specify the name that appears to your users. For example, you
might want TIFF (Image) to read Fax Format. You can change these labels in the Omtool Server Administrator under
the Groups node.

To change the label of a document type
| Open the Omtool Server Administrator and expand the Configuration node.

2 Go to the Groups node under Configuration and select the Group for whom you want to
configure the document label.

3 Open the Group Properties page.
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4 Click the ACCUROUTE tab.
5 Highlight an item in the ALLOW USER TO ROUTE To list.
Growp x|
Custom Options I Azsignable Distribution Creator
Image-In Queus I Queue Access I Yolume Lists
General I Members AccuRoute Prampts I Scan Seftings

[+ Enable members of this group as AccuRoute users

Allow group to route to

Type | Connectar LConfigure... I
Frinter
E-mail
4] | ©
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 Carfi
gure. ..
Open/Save: Dwner, Title, Created, Last Used, Single —I
Use, Expires
Billing
rva &

6 Click CONFIGURE to open the Routing Destination Properties page and then click the FINAL
FORMS tab.
7 Highlight the document type that needs to be modified.

Routing Destination Properties ﬂ

General  Final Forms |

Select which final forms the AccuR oute client can send to this
rauting destination.

Enabledl Drefault | File Exte. .. .‘l Diescription

G4.TIF TIFF [Image)

OCR.DOC

a OCR.DOCK DOCK (OCR Text)
OCR.PDF PDF (OCR Image+Text)
OCR.RTF RTF [OCR Text)

OCR.TXT TRT (OCR Text)

a OCR.\WPD WPD [OCR Text)

a OCR.=LS HLS (OCR Text)

a OCR.XLS= L5 (OCR Text)

a OCR.=PS #PS [OCR Text)

* PDF PDF

a TKT.FDF PDF (OCR Text)

4] | i

Set az Default | Froperties |

()8 I Cancel |

8 Click PROPERTIES. The Final Form Properties page opens.

9 In the DESCRIPTION field, enter the new label for this document type.
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Final Form Properties 5|
OCR.PDF

¥ Enabled

™ Default

Drezcription: IPDF[image+DCH beit] M

Ok I Cancel |

10 Click OK to close all the open dialogs.

11 Repeat the above steps for any other document type for which you want to change the label.

Configuring document link

This section includes:

Installing the AccuRoute Web Client (5-3)

Defining an outbound rule (5-4)

Customizing the notification template (5-4)

Omtool provides you with the ability to generate a confirmation e-mail that includes an active link to the document
stored in Autonomy iManage WorkSite. Clicking the http link opens the document that was stored in Autonomy
iManage WorksSite as instructed by the AccuRoute Routing Sheet.

Generating a confirmation e-mail that includes an active link requires the following components:

o AccuRoute Server v3.01
. AccuRoute Desktop v2.2.3 or higher
. Internet Information Service (IIS)
o AccuRoute Web Client
Note When creating a Routing Sheet, you must configure the message Options to include an Email notification.

Installing the AccuRoute Web Client

If you are not already using the AccuRoute Web Client, you will need to install it before you can generate
confirmation email that include an active link.

For detailed instructions for deploying the AccuRoute Web Client, consult the AccuRoute Web Client Installation
Guide.
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Defining an outbound rule

Generating a confirmation e-mail that contains a document link utilizes the AccuRoute Connector for SMTP. In order
to use this feature, make sure one of the following rules is defined in your list of Outbound Rules:

. If Destination is an e-mail address is * then Route to SMTP on the server
. All e-mail to SMTP on the Server - Created by Connector Wizard
Note If one of the above rules doesn’t exist, you need to create one of them. For instructions on how to create rules,

see About routing rules and associated topics in Omtool Server Administrator help.

Customizing the notification template

In order to build the notification message, you need to customize the AccuRoute notification template.

Note The document link only works for the originator of the message. When
multiple recipients are selected for the notification, the other recipients will
see the following message when attempting to view the document:

Invalid JobID specified

The fax may have been deleted, or you may not be
authorized to view that fax.

[UserEmail = 'administrator@stress.omtool.com'
FaxOwner= 'jdm@documentation.omtool.com"']

To customize the AccuRoute template:

1 Use Wordpad to open the following file:
«..\OMTOOL\OMTOOLSERVER\LANGUAGES\ENU\TEMPLATES\OMNOTIFICATION-
SUCCESS.OMTPL

2 Add the following line to this file. You can add the line anywhere.

http://Your AccuRoute Server name/Your Virtual Directory name/
LaunchDMS.asp?jobID=%J0B_ID%

3 Replace Your AccuRoute Server name with the actual name of your AccuRoute Server.
4 Save and close the template notification file.

The following example shows a sample of the template notification file configured to generate a confirmation email
containing a document link:

The message you sent to $RECIP_NAME% at $DESTINATION%, was delivered successfully
on $DATE_DELIVERED% at%TIME_DELIVEREDS

JobID: %JOB_ID%

Open the Document: http://Your AccuRoute Server name/Your Virtual Directory name/
LaunchDMS.asp?jobID=%J0B_ID%

FaxID: $FAX_ PAGEl%
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Section 6: Client configuration

This section includes:

Configuring AccuRoute Desktop (6-1)

Client deployment methods (6-1)

Configuring AccuRoute Desktop

To add Autonomy iManage WorkSite as a recipient to AccuRoute Desktop:

| Start AccuRoute Desktop and log in.
2 On the menu bar, click TooLs > CONFIGURE DMS.
3 Select WORKSITE from the list that opens.

At this point, the configuration is identical to that of the connector configuration. Follow the
instructions in the procedure Configuring a new AccuRoute Connector for WorkSite (3-4).

Client deployment methods

There are two methods available for deploying clients to individual workstations with WorkSite functionality:

. Configure AccuRoute Desktop to support WorkSite on one client workstation. Then copy the
Omtool DMS Libraries configuration file to the Omtool DMS Libraries setup directory where it can be
propagated to client workstations during installation. below

. Install AccuRoute Desktop on each individual workstation and perform the configuration steps for
WorkSite manually.
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Configuring WorkSite for client rollout

This procedure is optional. If you do not complete this procedure before deploying the Omtool DMS Libraries, you
(or the user) must configure the Omtool DMS Libraries to support WorkSite manually after you install AccuRoute

Desktop.

To pre-configure the Omtool DMS Libraries for deployment:

| Install AccuRoute Desktop v2.2.3 or higher on a workstation.

2 Configure the Omtool DMS Libraries to support WorkSite. Select the settings that should apply to all
workstations in your environment.

3 Navigate to the ...\PROGRAM FILES\COMMON FILES\OMTOOL directory on the workstation where
AccuRoute Desktop is installed, and copy the OmDMSDB.xml file to the clipboard.

4 Navigate to the Omtool Server where AccuRoute Desktop setup files are located, and paste the file to

the following location. When prompted to replace the existing file, click YES.
«.\OMTOOLSERVER\CLIENTS\ACCUROUTEDESKTOP\COMMON\OMTOOL

You have pre-configured the Omtool DMS Libraries setup with the configuration data for WorkSite. When you are
ready to deploy WorkSite, launch SETUP.EXE in the AccuRoute Desktop directory.

Configuring WorkSite manually

To configure WorkSite manually:

AccuRoute Desktop - Go to Section 6: Configuring AccuRoute Desktop. Follow these steps on all
AccuRoute Desktop workstations.
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Section 7: Optional billing configuration

This section includes:

Enabling billing on the connector (7-1)

Enabling billing in the Billing component (7-2)

Enabling billing for users in a Group (7-2)

Automatic billing entry (7-2)

To use billing when profiling your WorkSite message, enable billing on the AccuRoute Connector for WorkSite, and
then enable it for users of a Group.

Enabling billing on the connector

When enabling billing on the connector, the parent field in the matter properties of the connector must point to the
display name of the client field and not the actual field name.

Billing field names are case sensitive. When configuring Author, Client, and Matter fields, make sure to use the correct
case. Using the incorrect case causes billing validation to fail; lookups, however, are successful.

To enable Billing on the AccuRoute Connector for WorkSite:

I Click CONNECTORS in the console tree, and double-click the AccuRoute Connector for WorkSite to
open the Properties page.

2 Click the ADVANCED tab.
Go to the BILLING drop-down list, select either BILLING SELECTABLE or BILLING MANDATORY.
4 Where applicable, configure the Author, Client, and Matter fields in the Fields section.

In this section you can add new fields, remove existing fields, and specify the properties for fields in the
list.

In the Properties section, you can select the field’s DISPLAY NAME, select MUST BE VALIDATED

AGAINST THE DMS’s CODES, how to validate (VALIDATE FIELD, LOOKUP FIELD, and PARENT), as
well as set the MINIMUM LENGTH and MAXIMUM LENGTH of the billing field. If an option is greyed
out, it is not available for use.

Click OK to save the properties of the billing fields.

6 Change the Routing Identifier in the ROUTING IDENTIFIER text box if desired. It is populated with a
default Routing Identifier.

7 Click OK to save your changes.
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Enabling billing in the Billing component

If you are using CostRecovery, you also need to enable billing in the Billing component.

To enable billing in the Billing component:

| Click COMPONENTS in the console tree, and double-click the BILLING component.
2 Click the CONFIGURATION tab.

3 Select ENABLE COLLECTION OF BILLING DATA.

4 Add, Delete, or configure the Properties in the Omtool Property list if needed.

5 Click OK.

Enabling billing for users in a Group

After you enable billing on the AccuRoute Connector for DMS WorkSite, you need to enable billing for the users in
a Group.

To enable Billing for users in a Group:

| Start the Omtool Server Administrator.
2 Expand the Configuration node and go to the Groups node.
3 Select the Group for whom you want to add Autonomy iManage WorksSite as a recipient type and

open the Group properties page.
Go to the ACCUROUTE tab.
Click the ACCUROUTE tab.

Select VALIDATE/LOOKUP VIA, then select the WorkSite connector from the drop-down list.

N o0 i1 b

Click OK to save your changes.

Billing Entry is now available in new instances of AccuRoute Desktop.

Automatic billing entry

Automatic billing entry functionality automatically inserts billing information from the message profile window. This
functionality is available with:

. AccuRoute Server v3.01

. AccuRoute Desktop v2.2.3 or higher
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If you want to make automatic billing entry available in AccuRoute Desktop, you must modify the AccuRoute
properties of Registered Users. A DMS that supports billing must be installed and configured, and billing must be
enabled before you can use the automatic billing entry functionality.

Tip If any individual users are registered on the AccuRoute Server, complete this procedure once to modify user
defaults and once for each individual user.
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This section includes:
Standard profile dialog (8-1)
Enhanced profile dialog (8-4)

To test the installation and configuration of Omtool DMS Libraries v2.2 for WorkSite, send a message using
AccuRoute Desktop. Autonomy iManage WorkSite includes two options, the Enhanced Profile Dialog and the
Standard Profile Dialog.

For detailed information on sending messages using AccuRoute Desktop, consult the AccuRoute Desktop User
Guide.

Standard profile dialog

To send a message to Autonomy iManage WorkSite using AccuRoute Desktop:

| Start AccuRoute Desktop. Click START, go to the Omtool programs group, and select ACCUROUTE
DESKTOP. Log in if prompted. The application appears on your desktop.
1=
Fle Edit View Taools Help
J L tew | (Fopenen Bdsevern | [Bvienns @eites | Scend | pjoptons | @
HE?E;ZM Format: Enter e-mail address |
E-mail | ~| L3 8=
o e — . 2
whorkSite HTF[DE& en) Add [~ E-mail copy to jdoet@engineering. omtaal.com
TIFF [image]
TXT (OCR text)
Type [ Destination [ Document Format ﬂ
%
4| |+l
[~ Biling  Author | Custam] Custome. H
Content
Subject: |
Comments: | :I
;I
Atachments: [Ta] Submitied document(s] here M
=
[idoe@enginesring omtaol con [VMIKARZLNEW
2 Select the destination type WORKSITE in the RECIPIENTS TYPE list and select a file format for your

message in the FORMAT list.

For more information on the available file formats, consult the AccuRoute Desktop User Guide.
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3 Click ADD. The New Profile window opens.

I untitled - AccuRoute Desktop: =] 3

Fle Edt View Tools Help

" r en O i e i
x
i~ Other P ties 2
Tupe Please chooze the location and document properties :;D:per s =l
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LE:) o Custom30 -
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Class Customd
o| L )| —
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Subje J
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4 Enter the required fields.
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5 Enter any optional information if desired and click SAVE. An OmtoolStub destination appears in the
message.
B Untitled - AccuRoute Desktop: =] 3
Fle Edt View Tooks Help
J tew | (Jopentn dsavern | Aviewrs dprntrs | Scend | dopons | @
Recipients
Tupe Foimat: Press Add to profile document =l
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Printer POF [image]
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TIFF (image]
TAT [OCR text)
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C3 WorkSite OrmtaalStub (21683) PDF (image+0CR text]
X
Ll | »l
[ Biling  #uthor [ADMINGTRATOR Custor] Custom? |
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Comments; | d
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b
[idoe@engineering omtool con [VMIKARZ1NEW

For information on using billing, consult the AccuRoute Desktop User Guide or consult your system
administrator.

6 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. Browse 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.

B Untitled - AccuRoute Desktop: =] 3
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x|
4 | ¥
I Biling  Author  [ADMINETRATOR Custom] Custom2 @
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7 Do any of the following:

Send the message immediately - Click SEND on the toolbar. A message box indicates that your
message has been sent to the server. (Your message must have at least one attachment.)

Save the message as an Embedded
Directive - Click SAVE ED on the toolbar, type a title for the Embedded Directive, and click SAVE.

Print a routing sheet that can be scanned with hard copy documents - Save the message as
an Embedded Directive. Then click PRINT ED 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.)

Enhanced profile dialog

To send a message to Autonomy iManage WorkSite using AccuRoute Desktop:

1 Start AccuRoute Desktop. Click START, go to the Omtool programs group, and select ACCUROUTE
DESKTOP. Log in if prompted. The application appears on your desktop.
ol
Fle FEdt view Tools Help
J Jtew | (Fopenen Bsovern | [Bvewns @eins | Sced | dopons | @

Recipients
Typpe Foimat: Enter e-mail address =l
E.m. POF image] ! K Hg
WarkSite ;?HE“S&Z&?H text] ™ E:mail eopy to jdoe@engineering. omtaal. com
TIFF (image]
TXT [OCR text)
Type | Destination | Document Format ﬂ
E
< B
[gling Auber | Gustom] Cuion? ﬂ
Cortent
Subject: |
Comments; | d
=
Attashmnents [T & ubmitted document(s) here M
x|
[idoe@engineering omtool con [VMIKARZ1NEW
2 Select the destination type WORKSITE in the RECIPIENTS TYPE list and select a file format for your

message in the FORMAT list.

For more information on the available file formats, consult the AccuRoute Desktop User Guide.
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3 Click ADD. The SAVE As [\MATTER WORKLIST] window opens.
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5 Double click the worklist and subsequent folders until you reach the desired location for your
document and then click SAVE.

Save in: [ My First Dacument Folder -« liySearch - £ X “
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6 Complete any optional information if desired and click SAVE. An OmtoolStub destination appears in
the message.

B Untitled - AccuRoute Desktop: =] 3
Fle Edt View Tools Help
J I Mew | [ Topenen (elsaveEn | Aviewrs  geintrs | Ssend | opions | @
Recipients
Tupe Foimat: Press Add to profile document =l
E-mnail DOC (DT test] [ =
Printer POF [image]
WarkSit ™ E:mail copy to jdeet@engineering.omtool.com
— AITF [OCR text] Amaeopiel anees
TIFF (image]
TAT [OCR text)
Type | Destination | Document Format @
C3 WorkSite OrmtaalStub (21683) PDF (image+0CR text]
X
4 | ¥
I Biling  Author  [ADMINETRATOR Custom] Custom2 @
Cortent
Subject: |
Comments; d
Attschments: | ) 5ubmitted dacument(s) here ]
b
[idoe@engineering omtool con [VMIKARZ1NEW

For information on using billing, consult the AccuRoute Desktop User Guide or your system
administrator.
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7 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. Browse 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. Type 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.

B untitled - AccuRoute Desktop: =] B3

File Edt View Tools Help

J Y ew | (Jopentd (dlsaveEp | viewRs prntRs | ii%end | cIoptons | @

Recipients
Tupe Foimat: Press Add to profile document |
E-mal | IE] _|m Ji
Printer
WarkSite Add [~ E-mail copy to jdost@engineering.omtool.com
THET [OCR test)
Type [ Destination | Document Famat g
@Workswte OmtoolStub [2183) PDF image+0CRH text] x
< |+
" Biing  Author  [ADMINISTRATOR | Custorn] Custame
Content
Subject |
Comments: | ;I
Altachments: Submitted document(s) here
¥ TestDocument].doc =

[idoe@enginesring omtaol con [WMIKARZ LNEW

8 Do any of the following:

Send the message immediately - Click SEND on the toolbar. A message box indicates that your
message has been sent to the server. (Your message must have at least one attachment.)

Save the message as an Embedded
Directive - Click SAVE ED on the toolbar, type a title for the Embedded Directive, and click SAVE.

Print a routing sheet that can be scanned with hard copy documents - Save the message as
an Embedded Directive. Then click PRINT ED 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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Section 9: Troubleshooting

This section includes:

Detecting workflow issues (9-1)

Troubleshooting the delivery mechanism (9-1)

Troubleshooting the message on the Omtool Server (9-1)

Troubleshooting the multifunction device (9-3)

Troubleshooting the client (9-4)

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

Detecting workflow issues

After a document has been profiled to WorkSite, 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 WorkSite, and then continues to
the Omtool Server, the device (if applicable), and then the client.

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 WorkSite. Do some basic troubleshooting on WorkSite. If WorkSite is
functioning correctly, troubleshoot the message on the Omtool Server.

For information on troubleshooting WorkSite, consult WorkSite’s documentation.

Troubleshooting the message on the Omtool
Server

There are two important questions that can be resolved when troubleshooting a message on the Omtool Server:
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. Woas 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 Omtool Server Administrator.
2 Go to OMTOOL SERVER ADMINISTRATOR > [SERVERNAME] > MESSAGES.
3 Look for the message in the In Process queue:

Click IN PROCESS.
View ALL ITEMS.

Wigee |hems mbmiled this weck 7|
2] lters
[k h;

ltems submitied foday

Iteme submitied pestziday
Iteme submitted this week
Items submritted thiz roeth

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.

Note If you open the Journal while the message is still processing, you need to close the Journal properties before the
Journal will update.

Also, check the Event Viewer for any information that might help troubleshoot the issue.

Recipicnt Propertics |

Generdl Attachmental Rec'pientl BEnda(] Conlimabans: Jl'-‘-"‘a||

Date Journal Ertre

10/06/2006 09:2257 AM - Dispatch: Fax rumber narmalized to +160GE501
10/05/2005 09:32.57 &M Dispaich: Matched rule A1 lax numbers 1o Teleo
100542005 09: 3267 &M Dispatch: Piocessing action for e “A00 fax nom
0/05/2008 092252 AM  Compose: Stated

10/05/2005 092250 AM - Compose: [locabos - lacalhost] Dacument=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. The message could be in either the Successful barometer or the General Failure
barometer.

b View ALL ITEMS.

Wigee |hems mbmiled this weck 7|
Al lbems Y |
liemz submitied loday 2

Iteme submitied pestziday
Iteme submitted this week
Items submritted thiz roeth

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.

x|

Gcncrdl A&achﬂ'v_:z_'tal Hcc'picntl Bendu] Conlimatianz JW"3|I
L

Date Journal Eréy

10/05/2005 09:22.57 &M Dizpaich: Fax rumber normdlized to +160GE501
100542005 09: 3267 &M Dispach: Matched rule Al 1ax numbscs 10 Teleo
0/05/2008 092257 AM - Diepateh: Placesaing aclion for nde A4l Fax rom
10/05/2005 09:3256 AM  Composs: Stated

100542005 09: 3258 &M Compoee [Iocakost: - lacalho:t) Document=cert
10/05,/2005 092207 &M Compoge: [locakost - lacalho:t] Document=400
10/06/2006 09:22 20 AW Compose: Compleled

100542005 03:35:21 &M OmtooiConnecton: Destination connectcr fajed |

10/05/2005 093222 8M  Dispatch: Fax number narmalized ko +1E022501
10/05/2006 09:33: 22 44 Dispatch: Aouting complete

If the message failed, correct the issue and send the message again. Contact Omtool Support. 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 WorkSite successfully.
Do some advanced troubleshooting on WorkSite to determine why the message is not being delivered
to its destination. Contact Omtool Support. if you are unable to resolve the issue.

Also, check the Event Viewer for any information that might help troubleshoot the issue.

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

Troubleshooting the multifunction device

After troubleshooting all other components in the workflow, troubleshoot the device. Consult the device
manufacturer’s documentation.
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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 WorkSite. If you are
able to send messages to recipients other than WorkSite and WorkSite is operating correctly, contact Omtool

Support.
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