upland AccuRoute

Sending a message to CA MDY FileSurf using AccuRoute Desktop

For detailed information on sending messages using AccuRoute Desktop, consult the user guide located at:
http://www.omtool.com/documentation/Accuroute/6.|/AccurouteDesktop/AccuRouteDesktopUserGuide.pdf

Start AccuRoute Desktop. Click Start, go to the
Upland AccuRoute programs group, and select
AccuRoute Desktop. Log in if prompted. The
application appears on your desktop.
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Select the destination type FileSurf 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.

Click Add.
I

Flo Edi Viw Tods Help
[Qten [ Some @evees [|Buiesis @prirs | o || dosons | ©

Frumat Press Addto orofile document 2l
urf Document Profile: 1ol x|
Document Fileto
1 Documerts to be batchfied <undefined>

|
’ Il
I

ol
~ 720

Document Description

subict [

Author [GALINA J =
= ]
I FlemoyzSource.

Database : F575 CMF
Logged i as - Ty Aoe:

Fagortes... | User selings. 0K | Concdl |

4

Click File to.

Fie Edt Vew Toos Hep
| Qvew | Sonep Mlsveen | Bvenes @eies | e | Hows | ©
Ture: Formr == )
a5
Document —
1 Documents to be batchfled Client _-|
mster |
Desciption Tvge Volume
Folder _ | 7 =
[ Clients =
5y 00001 SHARPE WEAKS & MEEKERER
=B 0001 GENERAL
1 == £ CORR-001 CORRESPONDENCE
Cor Document Date [12 £ CORR-002 CORRESPONDENCE date to and fiom and oth
i e £ EMAILO0T EMAIL CORRESPONDENCE (06/26/03 - _/_—|
% 8 RED-001 REDWELD
¢ B 0002 OFFICE LEASES
RED-001 REDWELD
Subect| E-B 0003 STEWART, JAMES & THOMAS
‘ Author [Ga £ CONF-001 CONFLICT OF INTEREST —
by 00003 MCGRAW HILL
@ 0001 GENERAL -
| | Al 2
I~ | Fiemove Source
Database: FS75 CMF Save ToFavories| e T
Do Tain Tis e L

Enter the appropriate information and click OK. A
FileSurf recipient type is added to the message.
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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,
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Continued: Sending a message to CA MDY FileSurf using AccuRoute Desktop

select a file format for this attachment (such as PDF or
HTML) and click OK.

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 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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