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Section |: Introduction

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

This section includes:

Omtool DMS Libraries integration with LegalKEY (1-1)

Installation components (1-2)

Deployment summary (1-2)

Release notes (1-2)

Related documentation (1-3)

Omtool DMS Libraries integration with LegalKEY

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

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

Best of all, there is no learning curve for your users—Omtool DMS Libraries v2.2 for LegalKEY uses LegalKEY’s
native windows and are totally familiar to your users.

For more information on profiling documents to LegalKEY, go to 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 AccuRoute Desktop v2.2 Update to the Omtool server.

Note The instructions in this guide are applicable only if you are running Omtool

Deployment summary

To deploy Omtool DMS Libraries v2.2 for LegalKEY:

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.)

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

o 1 A W N

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

Release notes

Enhancements

Omtool DMS Libraries v2.2 for LegalKEY includes the following enhancements:
Omtool DMS Libraries v2.2 for LegalKEY has been qualified with AccuRoute Desktop v2.2.

Resolutions

Omtool DMS Libraries v2.2 for LegalKEY 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 do 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.)
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Limitations

Omtool DMS Libraries v2.2 for LegalKEY do not include any known limitations.

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 LegalKEY using AccuRoute Desktop - http://www.omtool.com/documentation/
dmslibraries/v22/l egalKEY/OmtoolDMSLibrariesV22L egalKEYQuickStartGuide.pdf

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

This section includes:

Server requirements (2-1)

Client requirements (2-2)

Supported LegalKEY versions (2-2)

Server requirements

The system where you install the DMS connector for LegalKEY 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.

) Tier 2 DMS connector license

a The file Ikdmsvw4.exe must reside in C:\WINDOWS\system32 on the AccuRoute server and all
systems running the AccuRoute Desktop.

Note This requirement applies only when using AccuRoute to create a Routing
Sheet with a LegalKey destination. It does not apply when printing an
AccuRoute Routing Sheet from LegalKey Attorney Desktop.)

To install Ikdmsvw4.exe

Run the LegalKey common components installation.

The default location of this installer is:
http://<LegalKey_server_name>/attydsk4/DL/lkdmsvwid_inst.exe

Alternately, you can copy this file to \WINDOWS\system32 and register it manually.

©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.
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Client requirements

The system where you install the Omtool DMS Libraries must meet the following minimum requirements:
a AccuRoute Desktop v2.2 or higher

a The file Ikdmsvw4.exe must reside in C:\WINDOWS\system32 on the AccuRoute server and all
systems running the AccuRoute Desktop. (Note that this requirement applies only when using
AccuRoute to create a Routing Sheet with a LegalKey destination. It does not apply when printing an
AccuRoute Routing Sheet from LegalKey Attorney Desktop.)

Install this file by running the LegalKey common components installation. The default location of this
installer is:

http://<LegalKey_server_name>/attydsk4/DL/Ikdmsvw4_inst.exe.

(As an alternative, you can copy this file to \WINDOWS\system32 and register it manually.

a FaxCenter and Swiftwriter do not support LegalKEY.

Supported LegalKEY versions

a LegalKEY v4.12. For later versions, contact Omtool Technical Support. (Go to Customer service and
technical support on the inside front cover.)
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Section 3: Installation

This section includes:
Identifying LegalKEY pickup and drop folders (3-1)
Adding the LegalKEY connector (3-3)

Completing the LegalKEY connector Configuration Wizard (3-5)

|dentifying LegalKEY pickup and drop folders

Before configuring the Omtool DMS Libraries to support LegalKEY, identify the folders that are required to complete
the configuration

Continue to LegalKey Imaging Agent drop folder (required for DMS connector configuration)..

LegalKey Imaging Agent drop folder (required for DMS
connector configuration)
Identify the LegalKey Imaging Agent drop folder that was created during the LegalKEY installation. If you don’t know

the location of the LegalKey Imaging Agent drop folder, contact your LegalKEY administrator-.

When an AccuRoute user sends a document that should be routed to LegalKEY, the AccuRoute server prepares the
document and delivers it to the LegalKey Imaging Agent drop folder. The LegalKEY Imaging Agent detects the
document and retrieves it from the LegalKey Imaging Agent drop folder, so that the LegalKEY records management
system can save the document.

Continue to AccuRoute pickup folder (required for AccuRoute Desktop configuration).

AccuRoute pickup folder (required for AccuRoute Desktop
configuration)

Choose or create a folder that serves as the AccuRoute Desktop pickup folder-.

When an AccuRoute Desktop user profiles a document in LegalKEY, LegalKEY writes an XML file with all the
required document routing data and deposits the XML file in this folder. AccuRoute Desktop immediately detects
the XML file in this folder, retrieves it, and uses the data to generate a Routing Sheet.

The following requirements apply to the AccuRoute Desktop pickup folder:

. The folder location must be represented by a UNC path (\computer\folder) or a drive mapping
(X:\folder\folder).
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. All workstations running AccuRoute Desktop must be configured to use the same UNC path or drive
mapping. Consider these examples:

For example, if you want to use the UNC path \\Omtool\AccuRouteDesktopPickUp, then all
workstations must be configured to use \ \Omtool\AccuRouteDesktopPickUp.

For example, if you want to use the drive mapping E: \Omtool\AccuRouteDesktopPickUp,
then all workstations must be configured to use the drive mapping
E:\Omtool\AccuRouteDesktopPickUp.

Note that the UNC path implies that all workstations running AccuRoute Desktop use the same
AccuRoute Desktop pickup folder. On the other hand, the drive mapping indicates two possibilities—
that all workstations are connected to the same network share via an identical drive mapping, or that
the AccuRoute Desktop pickup folder exists on a drive that is local to the workstation. Either scenario
satisfies this requirement.

. The folder must exist in the LAN prior to the configuration of the application.

. The folder must allow the Windows user running AccuRoute Desktop to write files. (If the folder
services more than one Windows user, then all applicable Windows users require write permissions.)

Note The lkeydb database on the LegalKEY server must be configured with the
same UNC path or drive mapping. To troubleshoot the configuration, verify
the value of the omtool_pickup_filepath property in the
master_adt_settings table.

Continue to Adding the LegalKEY connector.
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Adding the LegalKEY connector

Note The Export Profile Information and Create Default Profile Information
buttons are not applicable for the LegalKEY DMS connector at this time.

To add the LegalKEY 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 LegalKEY connector in the LICENSE text box and click NEXT. The
Display Name window appears.

e

Create New DMS Connector

Dizplay Hame
Enter a friendly name for the connector.

< Back I Mest > I Cancel
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Section 3: Installation

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 T2 - LEGALKEY 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 LegalKEY.

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

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

Configuring a new LegalKEY connector (3-5)

Configuring an existing LegalKEY 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 LegalKEY connector

Note Billing is not supported for LegalKEY, therefore, the billing field names on the
connector will be empty.

The LegalKEY ADT Connection Configuration window appears immediately after you complete the new connector
wizard.

Figure 3-A: LegalKEY ADT Connection Configuration window

Specify the location of the Attorney Desktop and then select a login option on this window.

LegalKEY ADT Connection Configuration =

Login Information

ADT URL address: |

" Prompt for 0T user
& Always use this DT user:

< Back I Mest > I Cancel
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To complete the configuration wizard for a new LegalKEY connector:
1 Specify the location of the Attorney Desktop and then select a login option.

To specify the location of the Attorney Desktop: Type the web address of LegalKEY Attorney
Desktop in the ADT URL ADDRESS text box.

To select a login option, do one of the following:

PROMPT FOR ADT USER - Select this option if LegalKEY Attorney Desktop should prompt the user
to log in (recommended for multiple-user workstations).

ALWAYS USE THIS ADT USER - Select this option to connect to LegalKEY Attorney Desktop using a
specific login ID and type the user name in the text box.

If you are configuring the DMS connector on the AccuRoute server to support your company's DMS
application, Omtool strongly recommends that you provide the login credentials of an administrator
to the DMS application or a user with administrative permissions. In rare circumstances when the
AccuRoute server cannot obtain the login credentials of the AccuRoute Desktop user, the AccuRoute
server presents these login credentials to the DMS application. This reduces the possibility of an
authentication failure.

2 Click NEXT.

LegalKEY Folder Configuration

Login Information

File drop folder: Browse... |

& Cormect as current windows ussr

| Connect as this Windows user

Uszer name:

|
Password: I
Confirm password: I

< Back I Finizh I Cancel
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3 Indicate the location of the LegalKey Imaging Agent drop folder and select a Windows authentication
option.

To indicate the location of the LegalKey Imaging Agent drop folder: Type the UNC path to
the LegalKey Imaging Agent drop folder in the FILE DROP FOLDER text box. (See LegalKey Imaging
Agent drop folder (required for DMS connector configuration) (3-1).)

To select a Windows authentication option, do one of the following:

CONNECT AS CURRENT WINDOWS USER - Select this option if you want the Omtool application to
connect to the folder using the current Windows user’s login credentials.

CONNECT AS THIS WINDOWS USER - Select this option if you want the Omtool application to
connect to the folder using specific Windows login credentials, and then 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 select CONNECT AS THIS WINDOWS USER and provide the login credentials of an
administrator to the DMS application or a user with administrative permissions. In rare circumstances
when the AccuRoute server cannot obtain the login credentials of the AccuRoute Desktop user, the
AccuRoute server presents these login credentials to the DMS application. This reduces the possibility
of an authentication failure.

Remember that the Windows user connecting to the folder must have read and write security
permissions.

4 Click FINISH.

Configuring an existing LegalKEY connector

Note The Export Profile Information and Create Default Profile Information
buttons are not applicable for the LegalKEY DMS connector at this time.

To complete the configuration wizard for an existing LegalKEY connector:

| Click CONNECTORS in the console tree, and double-click the LEGALKEY connector in the details
pane.

2 Click the ADVANCED tab.

3 Locate the DMS CONFIGURATION section and click CONFIGURE. The LegalKEY ADT Connection

Configuration window appears.

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

This section includes:

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

Enabling LegalKEY as a recipient type in AccuRoute
Desktop

If you have added support for LegalKEY 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 LegalKEY 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 LegalKEY.

Ui A W N

Click OK to save your changes.

Now when you start AccuRoute Desktop, LegalKEY 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)

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.
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.

R:D'uting Destination Properties ﬂ
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]
OCF.POF FDF [image+0CR
OCR.DOC DOC [OCR text)
OCR.RTF RTF [OCH text]
OCR.TXT TeT [OCH tewt)
1] | |
Set az Defaultl Froperties |
ak. I Cancel |
6 Click PROPERTIES.
7 Enter the new label for this document type in the DESCRIPTION field.
Final Form Properties 5[
OCR.PDF
[¥ Enabled
[~ Default
Drescription: IPDF[image+DCFI text] Flesetl
0K 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.
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Section 6: Client configuration

This section includes:

Configuring AccuRoute Desktop (6-1)

Client deployment methods (6-3)

Configuring AccuRoute Desktop

To add LegalKEY functionality to AccuRoute Desktop:
| Start AccuRoute Desktop and log in.
Click TooLs on the menu bar and select CONFIGURE DMS.

Select LEGALKEY from the menu that appears. The LegalKEY ADT Connection Configuration
window appears.

LegalKEY ADT Connection Configuration =

Login Information

ADT URL address:

" Prompt for 0T user
& Always use this DT user:

< Back I Mest > I Cancel
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4 Specify the location of the Attorney Desktop and select a login option.

To specify the location of the Attorney Desktop: Type the web address of LegalKEY Attorney
Desktop in the ADT URL ADDRESS text box.

To select a login option, do one of the following:

PROMPT FOR ADT USER - Select this option if LegalKEY Attorney Desktop should prompt the user
to log in (recommended for multiple-user workstations).

ALWAYS USE THIS ADT USER - Select this option to connect to LegalKEY Attorney Desktop using a
specific login ID and type the user name in the text box.

If you are configuring the DMS connector on the AccuRoute server to support your company's DMS
application, Omtool strongly recommends that you provide the login credentials of an administrator
to the DMS application or a user with administrative permissions. In rare circumstances when the
AccuRoute server cannot obtain the login credentials of the AccuRoute Desktop user, the AccuRoute
server presents these login credentials to the DMS application. This reduces the possibility of an
authentication failure.

5 Click NEXT. The LegalKEY Folder Configuration window appears.
x

Login Information

File pickup folder: Browse... |

& Cormect as current windows ussr

| Connect as this Windows user

Uszer name:

Password: I

Confirm password:

< Back I Finizh I Cancel
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6 Indicate the location of the AccuRoute Desktop pickup folder and select a Windows authentication
option.
To indicate the location of the AccuRoute Desktop pickup folder: Type the UNC path or

drive mapping that identifies the location of the AccuRoute Desktop pickup folder in the FILE PICKUP
FOLDER text box. (See AccuRoute pickup folder (required for AccuRoute Desktop configuration) (3-

1)

To select a Windows authentication option, do one of the following:

CONNECT AS CURRENT WINDOWS USER - Select this option if you want the Omtool application to
connect to the folder using the current Windows user’s login credentials.

CONNECT AS THIS WINDOWS USER - Select this option if you want the Omtool application to
connect to the folder using specific Windows login credentials, and then 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 select CONNECT AS THIS WINDOWS USER and provide the login credentials of an
administrator to the DMS application or a user with administrative permissions. In rare circumstances
when the AccuRoute server cannot obtain the login credentials of the AccuRoute Desktop user, the
AccuRoute server presents these login credentials to the DMS application. This reduces the possibility
of an authentication failure.

Remember that the Windows user connecting to the folder must have read and write security
permissions.

7 Click FINISH.

Continue to Client deployment methods.

Client deployment methods

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

. Configure AccuRoute Desktop to support LegalKEY 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 LegalKEY for client
rollout.

. Install AccuRoute Desktop on each individual workstation and perform the configuration steps for
LegalKEY manually. Continue to Configuring LegalKEY manually.

Configuring LegalKEY 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 LegalKEY manually after you install AccuRoute
Desktop.
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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 LegalKEY. Select the settings that should apply to all
workstations in your environment.

3 Go to the c:\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 LegalKEY. When you are
ready to deploy LegalKEY, launch setup.exe in the AccuRoute Desktop v2.2 directory.

Configuring LegalKEY manually

To configure LegalKEY 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 LegalKEY, 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 LegalKEY 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.
o
Fle Edt View Tods Help
J Juew | Fopenen Bsoern | [Bvewns @oins | Sed | optons | @
HE?f;:ts Format: Press Add to profile document =l
E:ﬁn:a\\ PDF [image] I j
:22:@\’ ;?F {E"Ea‘i;el']:ﬂ text] ™ E:mail copy to jdoe@engineering. omtaal. com
TIFF [image]
TRT (OCR tewt)

Type | Destination | Document Format I
|

4 | ¥
I~ Biling 55
Cortent

Subject: |

Comments; |

Enker message comments
Submitted document(s) here ]

i

Atachments:

[idoe@engineering omtaol con [VMIKARZ1NEW

2 Select the destination type LEGALKEY 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 LegalKEY Attorney Portal (v4.15.0120) window appears.

[ untiied - accuoutepedop I EY
B 3 comcv itorney ol (v4.150120) - Mirosoft internet Explorer— il
Fil=  Edit view Favorites Tools  Help |
[ wBadk » & - @ @ A Qoeach [GaFevories Piveda (4 | By S =1 5] 1 —
Address [&] hitp:/t ~| pen |Lmks »
User Attarney : FIRM (6 (2
Global Search View File Status Conflicts Search My Cal
@ EE] b a B ag=
4
client | [
Matter [:]
Barcade
Aty L]
Create Usar L]
Case 1D [i]
Case Extension -
Falder Type -
&) Done [ | |BE Localintranet 7

Type the appropriate client code in the CLIENT text box and click the binoculars button. (LegalKEY

validates the client code.) Then type the appropriate matter code in the MATTER text box and click
the binoculars button. (LegalKEY validates the matter code.)

I untitled - AccuRoute Desktop: B i ] 3|
f“f /3 LegalKEY Attorney Portal {v+.15.0120) - Microsoft Internet Explorer =10l x|

File Edit View Favorites Tools  Help

|
Gbak + o= - A | Qoearch GaFavortes fiveda (4| By S A 2] 1L =

¥ address [&1 hitpiy ~| @ |Lmks =
7 User Attorney : FIRM &) (2
'C Global Search view File Status Conflicts $earch My Cal
o & & 2 -
?q 4
&5 #| LegalkeY Technologies
| General A<z
[
|
Barcode
L Atky [}
H| create User L]
~|caz= ID L]
— | case Extension -
Folder Type =
| &) Done [ [ BB rocal intranet v
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5 Click START SEARCH. LegalKEY launches a query and returns a list of folders and files where you can
save the document.

Untitled - AccuRoute Desktop I =] 53 |
LegalKEY Attorney Portal {v4.15.0120) osoft Internet Explorer B [u] ]

Fil=  E iew  Favorites  Tools  Help
daBack + = - (D 2] G| Boeach GFavortes DMedia (4| BN S =1 5] 4L —
Address [&] hitp:/t ~| pen |Lmks »

User Attarney : FIRM (6 (2

Global Search View File Status conflicts Search My Cal

e S Ry RREEGEZS B dieos’

A

&

B8 00001 - Legalker Technolagies
B client Ralstad Racords

O client Attachments

1- General A-Z

[@IO D mateer Attachments

Bl _company emarLs

E1 Oeilling correspondence

I corespandance

a

Olrleadings

R T T

4
oy €] Done 1 [ | |BE Localintranet P

6 Select a location for the document.

Untitled - AccuRoute Desktop i ] 3|
LegalKEY Attarney Portal (v4.15.0120) osoft Internet Explorer ) -0 x|

J .| File E isw  Favorites  Tools  Help
[Re| dagack - = - @ A | Qoearch GaFavortes fiveda (4| By S A 2] 1L &
address [&] hitp:// ~| @ |Lmks =

User Attorney : FIRM &) (2

Global search View File Status Conflicts Search My cal
= b f F ) 2
+ 25 |% |G B % %@m[ﬁl B @& B weas
Box #1 el | |f - !
Box Lacation: ACTIVE =
Record is availzble
Hide Attschments 7
File Name Library  Document Version Launch Size Original Path
Humber Psth  (KB) File
Name
R F13_000008,PDF 3 NfA Vw2
LegalKE
Boo 1001400
MAF-a T WF13_00 ™

3 Ll 3

4
&) Done [ [ BB rocal intranet v M

|

[idoe@engineeting omtaool.con [VMIKARZ LINEW
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Click GET ITEM ID. LegalKEY assigns a document ID to the document and closes. (In the background,
LegalKEY writes an XML file that contains all the required document routing data for AccuRoute
Desktop and saves this file in the AccuRoute Desktop pickup folder.)

=0l
_F\\Ei Edic View Tools  Help

tnEBREHNnS g dldR

o [P 7w [oow =1

2l L egalKEY Attorney Portal (v4.15.0120, rosoft Internet Explol - O] x| —
‘X: File Edit View Favorites Tools Help |
¥ pack - = - ) A | Qoearch [aFavorkes iveda (B | By S = i
2| adtiress [ @) by =] @eo |unks >
""" User Attorney @ FIRM
Global Search View File Status Conflicts Search My cal
3
S s
Hide Attachments 2 A -
(|
File Narme Library Docurnent Versifn Lasunch Size Original Path
| Hurnber Path (KB File
| BHEq Hams
E a D20_1117330.txt 1 NiA e
= Wleg: |
| Bgo 4001t
— B[ WDEO
B [g D20_600320076xt 1 I M
YLeg:
L001
YDZ20,
= a D20_000017,POF 3 [IFS Ve
Press = \Lea: T
4 3 ] 3
&) Daone [ [BE Local intranet v

The document is added to the Recipient list.
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.

Continue selecting options if necessary, and click VIEW RS to generate the Routing Sheet. (In the
background, AccuRoute Desktop picks up the XML file from the AccuRoute Desktop pickup folder
pickup folder, obtains the required document routing data, and generates the Routing Sheet.)
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Section 8: Troubleshooting

This section includes:

Detecting workflow issues (8-1)

Troubleshooting the delivery mechanism (8-1)

Troubleshooting the message on the Omtool server (8-2)

Troubleshooting the multifunction device (8-4)

Troubleshooting the client (8-4)

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 LegalKEY, 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 LegalKEY, 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 LegalKEY. Do some basic troubleshooting on LegalKEY. For example, is the
Imaging Agent running? Is the Imaging Agent looking at the pickup/drop folder? Go to Identifying LegalKEY pickup

and drop folders on 3-1.

If LegalKEY is functioning correctly, troubleshoot the message on the Omtool server.

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

Continue to Troubleshooting the message on the Omtool server.
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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:
a Click IN PROCESS.
b View ALL ITEMS.

Siew: [ hems siomited this week 7|

ltems submitied loday

lteme subritied pestaiday
Items subiwitted thiz week
Iremz zubmited this morth

c Sortall 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
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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.

Recipient Propertics jl

Ganare” Altachmartal Rac'p'antl Bar'dar] Confimabanz Jn.mall

Dt Journal Ertre

100052005 093267 &M Dispatch: Fan rimber narmlized bo +1 5028901
100052005 093257 &M Dipatch: Matched s A1 lax numbers fo Telco
10J05/2008 093257 &M Dispaich: Piocessing action for e Al fax rom
10J06/2006 09245684 Composa: Stated

104052006 09:3258AH  Compase: [locabest - lacalhos!) 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.

Wisw | ltems simited this weck. 7

lbems submitied oday
Iems submitted pest=iday
Items subritted this week
Itemz zubmitted thiz rnonth

c Sortall 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.

Recipicnt Propertics ﬁll

Gcncrdl Attochp_:ftal Hcc'picntl Ecr'du] Conlimations JW"*"'
i

Dzte Journal Eneng

1005/2005 03: 3257 AM - Dispatch: Fax number normlized to +1580G5300
100052006 09:22 AT &M Dispacch: Matched rule Al fax numbers 1o Teleo
10/05/2005 09:3267 AM  Diepatch: Piocessing action for nde 'l Fag rum
10/05/200509:32 584 - Composs: Staited

10/05/2005 09:32 55 AWM Compoze (locakost - localhost) Document=cert
10S/A05 09:2207 AWM Compose: [locakbost - localhest] Document=400
10/05/2006 0922 20 A - Compose: Compleied

104052005 09.23 21 &M OrboolConnecton: Destination canneclor faled |
TV05/2005 09:22 2280 Dispateh: Fax number normalized bo +1EDE2900
10/05/2006 09:32 22 AM  Dispatch: Rouking camplete:

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 LegalKEY successfully.
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Do some advanced troubleshooting on LegalKEY 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 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.

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 LegalKEY. If you are
able to send messages to recipients other than LegalKEY and LegalKEY is operating correctly, contact Omtool. (Go
to Customer service and technical support on the inside front cover.)
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