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Section |: Introduction

Section |: Introduction

This guide contains instructions on deploying Omtool DMS Libraries v2.2 for FileShare. It is written for systems
administrators with detailed knowledge of the Omtool server and FileShare.

This section includes:

Omtool DMS Libraries integration with FileShare (1-1)

Installation components (1-2)

Deployment summary (1-2)

Release notes (1-2)

Related documentation (1-3)

Omtool DMS Libraries integration with FileShare

Omtool DMS Libraries v2.2 includes the ability to integrate with FileShare.

Using Omtool DMS Libraries v2.2, you can be sure all of your important documents are stored in FileShare. The
combined power of AccuRoute Desktop and Omtool DMS Libraries v2.2 for FileShare allows your users to send
both soft copy and hard copy documents to FileShare quickly and easily.

For more information on profiling documents to FileShare, go to Section 7: Testing.
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Installation components

Omtool DMS Libraries v2.2 is included in the AccuRoute v2.2 installation. If you have AccuRoute v2.1, you should
apply the AccuRoute Desktop v2.2 Update to the server to get the v2.2 Libraries.

Note The instructions in this guide are applicable only if you are running Omtool
DMS Libraries v2.2.

Deployment summary

o 1 AW N

To deploy Omtool DMS Libraries v2.2 for FileShare:

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.)

Test profiling a document into FileShare. (Go to Section 7: Testing.)

Troubleshoot the installation. (Go to Section 8: Troubleshooting.)

Release notes

Enhancements

Omtool DMS Libraries v2.2 for FileShare includes the following enhancements:

Enhancement: Omtool DMS Libraries v2.2 for FileShare has been qualified with AccuRoute Desktop
v2.2.

Enhancement: You can now configure a default multiple use option within the FileShare connector
Configuration Wizard. A new multiple use option, CREATE UNIQUE DOCUMENT NAME, has also
been added. Selecting this option always adds a date/time stamp to the specified file name. See
Knowledge Base Article KO4171. (Go to Online resources on the inside front cover.)
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Resolutions

Omtool DMS Libraries v2.2 for FileShare includes the following resolved issues:

AccuRoute Desktop was not deleting temporary files called “stub documents” from some DMS
applications. This issue impacted DMS applications that did not require AccuRoute Desktop to create
a stub document before routing the document to the DMS application. See Knowledge Base Article
K03805. (Go to Online resources on the inside front cover.)

Limitations
Omtool DMS Libraries v2.2 for FileShare includes the following limitations:

The Profile dialog box “trails” when moved: When you select FileShare as a recipient type, the
Profile dialog box opens. If you reposition the Profile dialog box to another location on the window, a
copy of the Profile dialog box is left behind. This happens every time you try to reposition the Profile
dialog box. Closing the front instance of the Profile dialog box closes all copies. See Knowledge Base

Article KO4136. (Go to Online resources on the inside front cover.)

Related documentation

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

. AccuRoute Desktop users guide - http://www.omtool.com/documentation/AccuRoute/v22/
AccuRouteDesktop/AccuRouteDesktopV22UserGuide.pdf

. Sending a message to FileShare using AccuRoute Desktop - http://www.omtool.com/documentation/
dmslibraries/v22/FileShare/OmtoolDMSLibrariesV22FileShareQuickStartGuide.pdf

. Administrator help - http://www.omtool.com/documentation/omtoolserver/v33 | /admin/
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Section 2: Requirements

Section 2: Requirements

This section includes:

Server requirements (2-1)

Client requirements (2-1)

Server reqwrements
The system where you install the DMS connector for FileShare must meet the following minimum requirements:
a AccuRoute v2.2 which includes Omtool DMS libraries v2.2.

If you are using AccuRoute v2.1, you must apply the AccuRoute Desktop v2.2 update to the Omtool
server. This update includes Omtool DMS Libraries v2.2.

a Tier | DMS connector license
) AccuRoute Desktop v2.2 Update, which includes Omtool DMS Libraries v2.2, must be applied to the
server

Client requirements

The system where you install Omtool DMS Libraries must meet the following minimum requirements:

a AccuRoute Desktop v2.2 or higher
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Section 3: Installation

This section includes:

Pre-configuring FileShare (3-1)

Adding the FileShare connector (3-3)

Completing the FileShare connector Configuration Wizard (3-5)

Pre-configuring FileShare

There are two options available when you configure FileShare. You can select either the user’s Home folder or you
can specify a directory structure. If you select the user’s Home folder no pre-configuration is required. (Go to Adding
the FileShare connector on 3-3.) The user’s home folder is configured in Active Directory. For more information,
consult your Active Directory documentation.

If you are specifying a directory structure, however, before you can complete the configuration wizard for FileShare,
you must create the FileShare directory structure in the local area network.

Continue to Creating a FileShare folder.

Creating a FileShare folder

Tip For more information on sharing properties, sharing permissions, and security
permissions, consult Windows help.

Create a FileShare folder in the local area network. This folder must meet the following requirements:

. The FileShare folder must be shared. Additionally, the sharing permissions must grant read access to
all Windows users who should be able to route documents to the FileShare folder.

. The security permissions must grant read and write access to all Windows users who should be able
to route documents to the FileShare folder.
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. If you are connecting via HTTP or HTTPS to an AccuRoute server in a different domain and the
FileShare directory is configured on the local system, you must specify the location of the FileShare
directory using the IP address. The Omtool server may have problems resolving the server name to an
actual IP address due to DNS issues. Using the IP address eliminates the DNS issues.

. Set permissions for the ...\Program Files\Common Files\Omtool directory. The Domain Users group
(or other appropriate user group) requires read/write permissions to this directory.

Note If a user does not have permission to read a file or folder, it will not appear
in the file list.

The sharing permissions and security permissions on this folder should be configured according to the needs of your
organization. Examples of a high security configuration and a low security configuration follow.

Continue to Example of high security configuration.

Example of high security configuration

In some instances, you might want to maintain a high level of security on this folder. The following details provide
you with an example of how you can set up this configuration with optimal security measures.

. Select the Windows user account that the Omtool DMS Libraries should use to route documents to
the FileShare folder.

. Share the FileShare folder and grant read and change permissions only to the Windows user account
that the Omtool DMS Libraries should use to route documents to the FileShare folder.

. Configure security permissions only for the Windows user account that the Omtool DMS Libraries
should use to route documents to the FileShare folder. The security permissions must enable the
Windows user to read and write to the folder.

. Configure the Omtool DMS Libraries to route documents to the FileShare folder using the Windows
user account that has the required access and permissions to the FileShare folder.

Continue to Example of low security configuration.

Example of low security configuration

In some instances, you might want to maintain a lower level of security on this folder. The following details provide
you with an example of how you can set up this configuration with the lowest possible security measures.

. Share the FileShare folder and grant read permissions to everyone or to groups that can route
documents to the FileShare folder.

. Configure security permissions for everyone or for groups that can route documents to the FileShare
folder. The security permissions must enable users or groups to read and write to the folder.

. Configure the Omtool DMS Libraries to route documents to the FileShare folder using the current
Windows user account. (The system where the Omtool DMS Libraries is installed uses the login
credentials of the current Windows user to access the FileShare folder.)

Continue to Adding the FileShare connector.
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Adding the FileShare connector

To add the FileShare connector to an AccuRoute server:

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

Create New DMS Connector

License
Enter the license to enable configuration of
thiz product.

License:

\.) | =

< Back I Mest > I Cancel |

2 Type the license key for the FileShare connector in the LICENSE text box and click NEXT. The
Display Name window appears.

e

Create New DMS Connector

Display Hame
Enter a friendly name for the connector.

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

Create New DMS Connector

DMS Type
Chooze a DMS type for the connector,

Chooze the DM5 type:

.) R N -

< Back I Mest > I Cancel |

4 Select T1 - FILESHARE from the drop-down list and click NEXT. The Congratulations window
appears.

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.

J DMS Connector

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 FileShare.

Continue to Completing the FileShare connector Configuration Wizard.
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Completing the FileShare connector Configuration
Wizard

All Omtool applications on the same system share the Omtool DMS Libraries configuration (3-5)

Configuring a new FileShare connector (3-5)

Configuring an existing FileShare connector (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 FileShare connector

The Windows FileShare Default Location window appears immediately after you complete the new connector
wizard.

Figure 3-A: Windows FileShare Default Location window

Enter the Network Folder where FileShare files are located and then select a Multiple Use Option on this window.

Windows File Share Defaults =

DMS Configuration
Enter configuration options.

Metwork Folder: || Browse... |

Example: “\serverishare

Multiple Uze Option: IEreate new document j

< Back I Mest > I Cancel

Note The configuration wizard does not create the FileShare folder. It should
already exist in the local area network. If the FileShare folder does not exist,
create the folder now. (Go to Creating a FileShare folder on 3-1.) Then,
continue the configuration wizard.
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To complete the configuration wizard for a new FileShare connector:

| Specify the location of the FileShare folder in the NETWORK FOLDER text box. (Use a UNC path. For
example: \ \ComputerName\FolderName). Enter the location of the FileShare folder, or click
BROWSE, go to the FileShare folder, select it, and click OK.

If you are configuring the DMS connector on an AccuRoute server, leave this field blank. 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.

2 From the MULTIPLE USE OPTION drop-down list, select a default option for multiple use Routing
Sheets.

Windows File Share Defaults =

DMS Configuration
Enter configuration options.

Metwork Folder: I Browse... |

Example: “\serverishare

Multiple Uze Option: IEreate new document j
LCre e document
Create unique document name

Merge with original document
Ovenwrite document

< Back I Mest > I Cancel |

» CREATE NEW DOCUMENT - Selecting this option creates a new document in FileShare.

» CREATE UNIQUE DOCUMENT NAME - Selecting this option always adds a date/time stamp to the
specified file name.

» MERGE WITH ORIGINAL DOCUMENT -If a document already exists with the file name you
selected, this option merges any file attachments with the original document. The resulting file is
stored with the original file name. After the message is sent, any attachments on this message will
be merged with the original document, resulting in one document stored in FileShare. This option
is only available when you select PDF (IMAGE) or PDF (IMAGE+OCR TEXT) as your document
format.

» OVERWRITE DOCUMENT - If a document already exists with the file name you selected in Step 4,
selecting this option overwrites the original file. Click YES when the following message appears to
replace the file or click NO to return to the FileShare window.
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3 Click NEXT. The Windows File Share user Configuration window appears.

Windows File Share User Configuration

DMS Configuration
Enter configuration options.

' Connect using curent user

(" Connect using this user:

Uszer name:

Password: I

Confirm password:

< Back I Finizh I Cancel

4 Select an authentication method:

CONNECT USING CURRENT USER - Select this option to connect to the FileShare folder using the
login credentials of the current Windows user. (This setting is recommended for single-user
workstations.)

CONNECT USING THIS USER - Select this option to connect to the FileShare folder using specific
login credentials, and type the user name and password in the USER NAME, PASSWORD, and
CONFIRM PASSWORD text boxes.

If you are configuring the DMS connector on the AccuRoute server, Omtool strongly recommends
that you configure the AccuRoute server with the login credentials of Windows user account that has
Windows sharing and security permissions to read and write to the FileShare folder. In rare
circumstances when the AccuRoute server cannot obtain the Windows login credentials of an
AccuRoute Desktop user, the server uses these login credentials. This reduces the possibility of an
authentication failure.

5 Click FINISH.

Configuring an existing FileShare connector

To complete the configuration wizard for an existing FileShare connector:

| Click CONNECTORS in the console tree, and double-click the FILESHARE connector in the details
pane.
2 click the ADVANCED tab.

Locate the DMS CONFIGURATION section and click CONFIGURE. The Windows FileShare Default
Location window appears.

4 Perform steps one through four in Configuring a new FileShare connector (3-5).
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Section 4: Required server configuration

This section includes:

Enabling FileShare as a recipient type in AccuRoute Desktop (4-1)

Enabling FileShare as a recipient type in AccuRoute
Desktop

If you have added support for FileShare 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 AccuRoute server, complete this procedure once to modify user defaults
and once for each individual user.

To enable FileShare as a recipient type in AccuRoute Desktop

| 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.

Click the ACCUROUTE tab.
Select ENABLE USE OF THE ACCUROUTE CLIENT.
Locate ALLOW USER TO ROUTE TO LIST and select FileShare.

Ui A W N

Click OK to save your changes.

Now when you start AccuRoute Desktop, FileShare is available.

Note Changes made to REGISTERED USERS > USER DEFAULTS do not
affect any individual registered user. Changes made here affect only those
users who do not have an individual record in the Registered Users database.
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Section 5: Optional server configuration

This section includes:

Changing the label of a document (5-1)

Configuring document link (5-2)

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 Administrator under
Registered Users.

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.

To change the label of a document type

| 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 Highlight an item in the ALLOW USER TO ROUTE TO list.

IProperties for User x|

General AccuRoute | Approvall FaxlCenter| ‘web Client

V' Ovenide default AccuRoute settings
¥ Enable use of the AccuR oute clisnt

Allows user ta route to

E.| Type | Connectar - Eonfigure...l
Fax
Frinter —
O Eiling Billing -
2

Options

V' Allow viewing of all Embedded Directives
[T Allow nor-autherticated access bo server

“igw Caolurnr
Fecipients:  Type, Destination, Document Format "
Configure...
OpendSave: Owner, Title, Created, Last Uzed, Single Us M
Billing
[T walidate/Lookup via: I j

QK I Cancel | Help |
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4 Click CONFIGURE and click the FINAL FORMS tab.

5 Highlight the document type that needs to be modified.

Riuting Destination Properties x|
General  Final Formsl
Select which final forms the AccuR oute client can send to this
routing destination.
Enabledl Drefault | File E stenzion | Diescription
G4.TIF TIFF [image]
FDF FDF [image]
OCR.PDF FDF [image+0CR text]
OCR.DOC DOC [OCR text)
OCR.RTF RTF (OCH text)
OCR.TXT TAT (OCH text)
4] | i
Set az Defaultl Froperties |
()3 I Cancel |
6 Click PROPERTIES.
7 Enter the new label for this document type in the DESCRIPTION field.

Final Form Properties 5[
OCR.POF
[¥ Enabled
[~ Default
Drescription: IPDF[image+DCFI text] Flesetl
ok I Cancel |
8 Click OK to close all the open dialogs.
9 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 Omtool Web Client (5-3)

Defining an outbound rule (5-3)

Customizing the notification template (5-4)

©2008 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 provides you with the ability to generate a confirmation e-mail that includes an active link to the document
stored in FileShare. Clicking the http link opens the document that was stored in FileShare as instructed by the
AccuRoute Routing Sheet.

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

. AccuRoute server v2.lor higher
. AccuRoute Desktop v2.2 or higher
. Internet Information Service (IIS)
o Omtool Web Client
Note When creating a Routing Sheet, you must configure the message Options to

include an E-mail notification.

Installing the Omtool Web Client

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

For detailed instructions for deploying the Omtool Web Client, consult the Omtool Web Client Implementation
Guide at:

http://www.omtool.com/documentation/omtoolserver/v332/webclient/omtoolwebclientinstallationguide.pdf.

Defining an outbound rule

Generating a confirmation e-mail that contains a document link utilizes the AccuRoute SMTP connector. 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. See

the Administrator help for information on creating rules. http:/
www.omtool.com/documentation/omtoolserver/v33|/admin/




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:
| 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 e-mail
containing a document link:

The message you sent to $RECIP_NAME® at $DESTINATION%, was delivered successfully
on ATE_DELIVERED% at%TIME_DELIVERED$%

JobID: %JOB_ID%

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

FaxID: %FAX_PAGE1l%
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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 FileShare functionality to AccuRoute Desktop:

| Start AccuRoute Desktop and log in.

2 Click TooLs on the menu bar and select CONFIGURE DMS.

3 Select FILESHARE from the menu that appears. The Windows FileShare Default Location window
appears.

At this point, the configuration is identical to that of the connector configuration. Perform steps one through four in
Configuring a new FileShare connector (3-5).

Note Make sure to enter the UNC path when configuring FileShare within
AccuRoute Desktop.

Continue to Client deployment methods.

Client deployment methods

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

. Configure AccuRoute Desktop to support FileShare 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. Continue to Configuring FileShare for client
rollout.

. Install AccuRoute Desktop on each individual workstation and perform the configuration steps for
FileShare manually. Continue to Configuring FileShare manually.
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Configuring FileShare 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 FileShare manually after you install AccuRoute

Desktop.

To pre-configure the Omtool DMS Libraries for deployment:

1 Install AccuRoute Desktop v2.2 on a workstation.

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

3 Go to the ...\Program Files\Common Files\Omtool directory on the workstation where AccuRoute
Desktop v2.2 is installed, and copy the OmDMSDB.xml file to the clipboard.

4 Go 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 FileShare. When you are
ready to deploy FileShare, launch setup.exe in the AccuRouteDesktop2.2 directory.

Configuring FileShare manually

To configure FileShare manually:

AccuRoute Desktop - (Go to Configuring AccuRoute Desktop on 6-1.) Follow these steps on all
AccuRoute Desktop workstations.
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Section /: Testing

To test the installation and configuration of Omtool DMS Libraries v2.2 for FileShare, send a message using
AccuRoute Desktop.

For detailed information on sending messages using AccuRoute Desktop, consult the user guide. Go to Related
documentation on |-3.

To send a message to FileShare 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 Edt View Todks Help
J Jtew | (Fopenen Bsovern | [Bvewns @eins | Sced | dopons | @

Recipients
Typpe : Foimat: Enter e-mail address =l
E:ﬁn:a\\ PDF [image] I j Hg
Ei'\;?;are ;?HE“S&Z&?H text] ™ E:mail eopy to jdoe@engineering. omtaal. com
TIFF (image]
TXKT [OCF tewt)

Type | Destination | Document Format I
|

Ll | »l
™ Biling 55
Cortent
Subject: |
Comments; | d
Attschments: | ) 5ubmitted dacument(s) here ]

[idoe@engineering omtool con [VMIKARZ1NEW

2 Select the destination type FILESHARE 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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4

Click ADD. The FileShare window appears.

I untitled - AccuRoute Desktop:

Fle Edt View Tools Help

=101

J 3 mew | (Topenen Bsevern | [Buewrs @eicrs | Esend | adopons | @)

Contert — Dbiject name: | Save I
Subject:
Save as lype: | obe Fies (pa) =l Caneel

Comments;
Multiple use options: IElaate new document

- v

Recipients
Tupe Foimat: Press Add to profile document =l
E-mail [DOC [OCR teut) [ =
Fax E 7| x
FileShare Zx eering.omtaol.com
Printer Save in: | 3 FileShare on Vimikaiz1nen =] + @& e¥ EA-
|Twpe =
i
N —
I~ Blling

Attachments: | og] §ubitted document(s) here

[idoe@engineering omtool con [VMIKARZ1NEW

In the FILE NAME text box, enter the file name you wish to assign to your document.

The SAVE AS TYPE defaults to match the document format you selected in Step 2.
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5 From the MULTIPLE USE OPTIONS drop-down list, select one of the following:
S

Fle Edt View Todks Help
J Jtew | (Fopenen Bsovern | [Bvewns @eins | Sced | dopons | @

Recipients

Tupe Foimat: Press Add to profile document =l
E-mail [DOC [OCR teut) [ =l
Fan Fileshare 7| x
FileShare Zx eering.omtoal.com
Printer Save in: | 3 FileShare on Vimikaiz1nen =] + @& e¥ EA-
|Tope &

X

KT —|

™ Biling fiv]

Corntent Object name: |Producthemorandum Save I —
Subject
Save as lype: | obe Fies (pa) =l Cancel
Comments; ‘I
Multiple use options: IElaate new document j |
Creal ent v

Attachments: Submitted document(s) H Overwits original document
Merge with original document

[idoe@engineering omtool con [VMIKARZ1NEW

CREATE NEW DOCUMENT - Selecting this option creates a new document in FileShare. If you select
this option and the file name already exists, the following message appears. Click YES to replace the
file or click NO to return to the FileShare window.

T — X

iWMIKAR 2 1INEW! FileShare\ProductMemorandum. pdf already exists,
Do you wantk to replace it?

es | Mo I

CREATE A UNIQUE DOCUMENT NAME - Selecting this option always adds a date/time stamp to the
specified file name.

OVERWRITE DOCUMENT - If a2 document already exists with the file name you selected in Step 4,
selecting this option overwrites the original file. Click YES when the following message appears to
replace the file or click NO to return to the FileShare window.

T — X

iWMIKAR 2 1INEW! FileShare\ProductMemorandum. pdf already exists,
Do you wantk to replace it?

es | Mo I
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MERGE WITH ORIGINAL DOCUMENT - If a document already exists with the file name you selected in

step 4, selecting this option merges any file attachments with the original document. The resulting file
is stored with the original file name.

Click YES when the following message appears to merge the documents or click NO to return to the
FileShare window.
e ]

iWMIKAR 2 1INEW! FileShare\ProductMemorandum. pdf already exists,
Do you wantk to replace it?

es | Mo I

After the message is sent, any attachments on this message will be merged with the original document,
resulting in one document stored in FileShare.

This option is only available when you select PDF (IMAGE) or PDF (IMAGE+OCR TEXT) as your
document format.

Click SAVE. A FileShare destination appears in the message.

B untitled - AccuRoute Desktop: =10 x|

File Edt View Tools Help
J Hew | (Jopentd (dlSaveED | iViewRs prntRs | =end | lophons | @

Type Format: Press Add o profile document |
E-mail DOC (OCR text] | ﬂ 55
Fax PDF
FileShare RTF (DR test] ™ E-mail copy to jdee@enginsering.omtocl.com

el
Fnker TIFF (image)
TAT [OCR text)

I_Type | Destination | Document Format |
3 FileShare SWMIKARZTMEW FileShare'Produc... PDF (image+0CR text] =
4| (|

I~ Bfling 3

Content

Subject |

Camments: ;l

|

Altachments: | ] gupmited document(s) here il

x|

[idoe@engineeting omtool.con [VMIKARZ LINEW
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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-mail DOC [OCH text) I =] |
Fax FOF fimage]

FileShare PDF limage+DCH text) Add I~ E-mail copy to jdos(@engineering.omtool com

Prirter

TIFF (image)

THT [OCR text]

Type [ Destination | Document Famat g
3 FileShare WWMIKAR 2IMEWFileSharehProduc...  PDF (image+0CR text] x
| |+

™ Biling

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.)

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 8: Troubleshooting

This section includes:

Detecting workflow issues (8-1)

Troubleshooting the message on the Omtool server (8-1)

Troubleshooting the multifunction device (8-3)

Troubleshooting the client (8-3)

Complete these procedures in the order they appear. If you cannot resolve the issue, contact Omtool. (Go to
Customer service and technical support on the inside front cover.)

Detecting workflow issues

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

Continue to Troubleshooting the message on the Omtool server.

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.
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To locate the message on the Omtool server:

| Start the 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.

Yigny | llems s.bmited this week 7|
A1 lkzms
ltems submitted loday

Items zubmilted pesteiday
Iteme subritied thiz week
Items zubmitred thiz ronth

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 x|

Generall A&achl\'\a’\tal F!ec'piantl Bendafl Conlimabans qunall

Date Journal Enke

0082006 09:2257 &M Dispatch: Fax romber narmalized bo +1EC0E2070
04052005 09.2257 &M Depaich: Matched ruls Al lax numbers 1o Tdca
10J05 /2008 09:22 57 &M Dispatch: Plocessing action for e "8 Fax o
0052008 092258 A Corpose Started

00572008 095250 A Composs [locakbcst - lacalhost] Dacument=cert

- Message not found - Go to step 4 and look for the message in the History queue.
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.

Signy | lkems sbxmited this week 7]

ltemz subritied loday

ltems submitted pecteday
It subitted ki week
Ireme zubrited this rmorth

c Sortall items by the date submitted.
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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.

|

Gcncrdl Alioch_m_:ftal Hcci:icntl Ecr'du] Conlimatians JWN'I
i

Date Journal Ereny

10/05/2005 09: 32257 &M Dimpatch: Fax momber normelized ko +1E0G890
10J08/2008 09: 3267 &M Dipatch: Matched role AL as numbers 1o Teloa
10/08/2005 092257 AM  Diepateh: Pracessing achon For nde "l fax qum
104052005 092258 AM  Composs: Started

10/05/2005 09:32:58 &M Compoze [locakbost - localho:t) Document=cert
10,/05/2005 092207 AW Compose: [locabost - localhest] Document=A00
10/05/2005 03:32:20 AH - Composs: Compleied

10/05/2005 033521 &b OmtoalZannecton: D esfination connector faied |
T0/05/2005 032222 &M Dipatch: Fax nomber narmaized to +160229070
10/08/2005 09: 2% 22 4M  Dispatch: Houting complete

If the message failed, correct the issue and send the message again. Contact Omtool if you are unable
to resolve the issue. (Go to Customer service and technical support on the inside front cover.)

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 FileShare successfully.
Do some advanced troubleshooting on FileShare to determine why the message is not being delivered
to its destination. Contact Omtool if you are unable to resolve the issue. (Go to Customer service
and technical support on the inside front cover.)

Also, check the Event Viewer for an 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.

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.

Troubleshooting the client

If the device is working properly, try sending a message from the client to a recipient other than FileShare. If you are
able to send messages to recipients other than FileShare and FileShare is operating correctly, contact Omtool. (Go
to Customer service and technical support on the inside front cover.)
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