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Chapter 1

Introduction
The RightFax Document Management Connector integrates the |mportant Licensing Information
RightFax client software with DOCS Open® by Hummingbird or _
iManage” by NetRight Technologies. DOCS Open and iManage Each RightFax Document Management Connector.software
are client/server-based document management and tracking license allows you to install the connector on 50 client
systems. workstations only. Additional licenses can be purchased separately,

) ) each allowing an additional 50 client installations.
With the RightFax Document Management Connector users can:

o Fax documents directly from DOCS Open or iManage via the
RightFax server.

o Import sent or received faxes for tracking and billing purposes.

o Track fax events in the document history.

o Automatically retrieve billing codes for use on outgoing faxes.

The RightFax Document Management Connector is designed for

use with 32-bit client installations of DOCS Open, versions 3.7

through 3.9, or iManage DeskSite 6.01a and infoRite versions 5.0
through 5.2.

Chapter 1 Introduction
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Chapter 2

Installing and Configuring the Connector for DOCS Open

The RightFax Document Management Connector for DOCS Open
is comprised of two components: a server component and a client
component. The server component is installed on the RightFax
server, and the client component is installed on each DOCS Open
workstation.

The RightFax Document Management Connector is designed for
use with 32-bit client installations of DOCS Open (versions 3.7
through 3.9).

Before proceeding with the connector installation, DOCS Open
must be properly configured to recognize and support RightFax
document types.

Configuring the DOCS Open Server

To be able to view fax images using Docs Open, you must have
installed a fax viewing application in DOCS Open such as DOCS
Image or Mailroom. You must also specify the name of the
application you want to use in the PCDOCS.INI file (described in
Appendix A, “Customizing the PCdocs.ini File").

To configure the DOCS Open server

1. Onthe DOCS Open server, run the DOCS Open Administrator
Library Maintenance program. Double-click the Document
Types icon to open the Document Types Select dialog box.

2. Click New to open the Document Types dialog box.

Figure 2.1 The Document Types dialog box

Type ID ISENTFAX [~ Full Text Index

Description I Sent Faxes

Default Storage Type
’75' Archive " Delete " Keep " Dptical

Retention Days Yersions to Keep

Maximum Yersions |39 Keep Criteria
(* By Last Edit
Mazimum Sub-Versions | 26 By Versions
5 d Ri ion 5 Type
’7 % Archive £ Delete * Keep ‘
Second Betention Da_vsl
Trarget Mocument Selvell ....é

V gKl x B




3. In the Type ID box, type “SENTFAX". In the Description box,
type “Sent Faxes”. The remaining boxes in this dialog box should
be set to match those for other standard document types in
DOCS Open. Click OK to return to the Document Types
Select dialog box.

4. Click New to open the Document Types dialog box again.

5. In the Type ID box, type “RECVFAX". In the Description box,
type “Received Faxes”. As with the SENTFAX document type,
the other boxes should be set to match those for other standard
document types in DOCS Open. Click OK and then Close to
return to Library Maintenance.

Installing the Document Management Connector

The Document Management Connector is shipped on a CD
separately from the RightFax server CD. You must have purchased
and licensed this product separately to receive the Document
management Connector Installation CD.

Before Running the Document Management Connector
installation, you must have installed the RightFax server software
and copied the client install files to a network file share. Both of

these procedures are described in the RightFax Installation Guide.

To install the connector on the RightFax server

1. Insert the RightFax Document Management Connector CD into
the RightFax server.

2. Run Setup.exe from the CD.

3. When prompted, specify the location of the network file share
folder where you have copied the RightFax client installation
files.

4. Follow the instructions on screen to complete the installation.

RightFax 8.7 Document Management Connector Guide

Installing the DOCS Open Integration on Client
Workstations

After the connector has been installed, you must perform a client
installation on each DOCS Open client workstation that will
integrate with RightFax.

Before installing the DOCS Open integration on the client, you
must add the following line to the Win.ini file on the client
workstation:

[DOCS OPEN]
Location=\SQLDOC Sservername\resource\progra~1\hummin~1
\docsopen\progs

This allows the client install to locate the DOCS Open server and
write to its PCDOCS.ini file.

To install the DOCS Open client, follow the instructions in the
RightFax Installation Guide for installing RightFax client
applications from a network file share. On the Custom Setup
screen, expand the RightFax Clients group and select DOCS
Open Integration. Complete the installation according to the
instructions in the RightFax Installation Guide.



Chapter 3
Working with Faxes in DOCS Open

One of the primary functions of the Document Management To import faxes
Connector is to import fax documents, both sent and received, into '
DOCS Open so they can be tracked and managed as conveniently 1. From the DOCS Opgn main screen, select Impgrt Fax from 'the
as your other documents. The connector also lets you view and Document menu. This opens the Import Fax dialog box. This
delete faxes in your RightFax fax mailbox directly from DOCS dialog box lists all the faxes in your RightFax mailbox.
Open. , ,
Figure 3.1 The Import Fax Dialog Box
H = Eax List:
Importlng Fax Documents Into Docs open Date/Time | 5/R | T o/Fram Fax Mumber/Femat. | Pages| Acc... | bd... | Status
. 18-400-2001 2205 R AT CORPORATE 1 oK
18-40g-2001 21:07 R RightF: 9 Ok
After the Document' Managemer)t Connector has been mstglled on e e T it : o
your client workstation, you can import faxes as documents into the Wil o o
2001 1734 R 1 Ok
DOCS Open system. 104ug2001 17:32 R 2 oK.
10:8u0-2001 11212 5 Bill Street 8828822 Cover+1 100 101 OK
A0-Julk2000 2100 5 Cover+5 Duplicate
AJul2001 211 5 Cover+h Duplicate
30Jul2001 1613 R Fu2dco.. 4 Duplicate
A0-Julk20001 0937 5 Cover+3 Infarmation Incomplete
13Jul2001 21:05 R RightFax 3 Prirtting
19Dec-2001 13:23 5 Wacation... Cover+1 Print Operation Failed
26-Mav-2001 15:15 5 CAR Cover+1 Information [ncamplete
24-Mov-200117:23 5 PAMN Cover+l Infarmation Incomplete
16-5ep-2001 1405 R E157585853 1 Ok o
| |
Fares to List:
IAIIFaxes j
Delete | Irnport | Wiew Refiesh List Cloze

Note You can view or delete any fax from the list by clicking the fax
and clicking View or Delete. Deleting a fax from this dialog box also
removes the fax from your FaxUtil mailbox.
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2. Click the type of faxes to display (“unviewed received faxes;" “all

1
LTS

received faxes,” “all sent faxes," or “all faxes”) in the Faxes to
List box.

Sending Faxes from DOCS Open

Another key feature of the Document Management Connector is
the ability to fax one or more documents directly from DOCS Open

3. Click the fax to import, and then click Import. This opens the and record the fax event in the document's history.

Document Profile dialog box.

Figure 3.2 The Document Profile Dialog Box To fax DOCS Open documents

™ Document Profile - New Document 1

. In DOCS Open, locate and click the document(s) to fax. If you
select multiple documents, all of the documents will
automatically be combined into one fax.

"Document ﬂameIFax fram rerate 10 RightFAs [ID:BDS350990F02)

Author [EDS .| Bos
Client[ 100 | Acme. deme, and Smith

Matter 001 I 2. Select Fax from the Document menu, or right-click the selected
Document Type[FECVFAX | Received Fares document(s) to open a shortcut menu, and click Fax. DOCS

D iption | August 25 depasition - . . . .

e j Open automatically launches the associated application for the
~ Access Control R document(s), .prlnt§ it to the RightFax fax printer, aqd opens the
] S e \whang Viewer Fax Information dialog box. If the document contains billing

~ Retention Schedul History codes, the codes will appear in the Accounting boxes.
Type |Archive ;I Created: 5/13/01 BDS
B Edited: 2/159/01 BDS . . .
Betention Days|0 e Figure 3.3 The Fax Information Dialog Box
i 2
Status: ¢ & | x Eeneel

Note In DOCS Open, each document name must be unique. For
this reason, the Document Management Connector automatically
includes each fax’s unique RightFax ID in the Document Name box.

DOCS Open fills in the Document Name (which includes a
unique RightFax document ID), Author, and Document Type
(either “SENTFAX" or “RECVFAX") boxes. When importing sent
faxes, DOCS Open also fills in the Description box with text
from the Notes box in the fax.

. Complete any additional boxes you want to include, and then
click OK to import the fax.

Mair | Cover Sheet Notesl Attachmentsl More Dptionsl

~To

Mame: Phaneboak. |
Fax Number: :I Add Entry... |

™| Uze certified delivery

LCompany:
City/State:

“oice Mumber:

At Fax Mumber:

— Accounting
Account Code: 91m Lookup > |
Matter Code: 456

r— Option
¥ Fine mode

¥ Use cover sheet

™ Hold for preview

I~ Use smart resume
¥ Create POF jmage J
™ Use cheap rates

[~ Delay send
4:42:43 PM =
I B/ B/2001 vl
% Sent
 Beceived
Pages:

Cancel




3. Complete all required boxes and any additional fax addressing RightFax ODBC configuration

information you want. To access DOCS Open billing codes, RightFax must first be

4. When you have completed the addressing information, click configured to properly read the ODBC billing code source table.
Send to transmit the fax.
To configure ODBC in RightFax

Faxing from within a document’s native application

. o 1. Click the RightFax tray icon in the corner of the taskbar to open
If you open a document in DOCS Open and are working in that

a shortcut menu. Click ODBC Configuration. This opens the

document’s native application, you can easily fax the document Configure ODBC Tables dialog box.

directly from the native application. Print the document and select

“RightFax Fax Printer” as the printer. Complete the Fax Figure 3.4 The Configure ODBC Tables Dialog Box

Information dialog box, and click Send to transmit the fax. A

record of the fax event will be stored in the document’s history. ODEC Bhone Books:

B2 e |

Automatic billing code verification Delete_ |

If the document you are faxing contains billing codes, the billing _Corfga.. |

codes appear in the Fax Information dialog box in the Account ODEBC Biling Tables:

Code and Matter Code boxes. If you change the billing codes, the agd |

Document Management Connector will query DOCS Open and Delete |

confirm that the new billing codes are valid. If the billing code is not Contaute.. |

valid, the connector will display the message “Invalid Client/Matter

Code’ [ ox | oot |

Document history

When you fax a document from within DOCS Open, the entry
“Faxed via RightFax” is added to that document'’s history in the
Type column.

Retrieving DOCS Open Billing Codes

The Document Management Connector lets you access the billing
codes listin DOCS Open for use in all outbound faxes. Each client
workstation must be configured individually to access DOCS
Open billing codes.

Chapter 3 Working with Faxes in DOCS Open 11



2. Click Add under ODBC Billing Tables. This opens the
Configure ODBC Billing Table dialog box.

Figure 3.5 The Configure ODBC Billing Table Dialog Box

Biling Table Mame: |DDCS Open

ODEC Souwce: [OKEMD '|;|

SELECT
Billing Info #1 Field: |c.client_id
Billing Infa #2 Figld: |m.matter_id

Description #1 Field: Ic.client_name

Description #2 Field: |m_matter_name

FROM...

Idncsadm client a3 ¢, doczadm. mater as m
WHERE..

|m.c:|\ent_id = C.apstem_id
ORDER BY..

Ic.cliant_name

ODBC User [D: Idocsuser
ODBC User Password: |""""""""

w0 =
Fecords ta load at once: |250 =

SOL Cursor Type: | Dynamic j

oK I Cancel |

™ Use RightF& Usear 1D
I™ Use RightFé Password

3. In the Billing Table Name box, type a descriptive name for this
billing code table.

4. Click the browse button next to the ODBC Source box and
select “DOCS Open ODBC" driver.

5. Relate the fields of the DOCS Open database to the standard
RightFax billing code fields. This is done with an SQL query
statement. If the system administrator configured the DOCS
Open database with the default settings, these boxes can be
filled in exactly as shown in the example (see “Figure 3.5: The
Configure ODBC Billing Table Dialog Box"). Otherwise, use the
examples but substitute actual field names.

6. In the ODBC User ID and ODBC User Password boxes, fill in
the ID and password necessary to access the database. If the
ID and password match those used to log on to RightFax, you
can select the check boxes instead.

RightFax 8.7 Document Management Connector Guide

7. If you have a very large database of billing codes, you can limit
the number of records displayed at one time by entering the
limit in the Records to Load at Once box.

8. Set SQL Cursor Type to “Dynamic.” When you have completed
the dialog box, click OK.

Querying DOCS Open billing codes

After you have configured RightFax to read DOCS Open ODBC
billing codes, you can access DOCS Open billing codes when
sending faxes.

In the RightFax Fax Information dialog box, click Lookup to select
RightFax or DOCS Open billing codes.

Figure 3.6 The Lookup Menu

Biling Codes...

Azoount I
Matter I

Lookup >>§I
FRiightF22 Billing T able
Mare... Help Sen
ODBC Configurati
Moles. . | About | Can anfiguration
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Click DOCS Open. This opens the Dialing Table Lookup dialog
box listing DOCS Open billing codes.

Figure 3.7 The Billing Table Lookup Dialog Box

Billing Table Lookup [ =]
Click. on column titles for searching and zorting options.
Biling Info #1 | BilingInfo #2 | Description #1 | Description 2|
200 1m ABC Corp Case 101
200 2m ABC Corp ABC Caze #1
200 202 ABC Corp ABC Case #2
100 i Acme Co. Caze #1 - Acme i
100 102 Acme Co. Caze #2 - Acme
Show 0L ok | Cancel |

If you limited the number of records displayed at one time in the
Records to Load at Once box in the Configure ODBC Billing
Table dialog box (page 12), you will see only the specified number
of records. To view the previous or next batch of codes, click the
arrows to the right of the list. Click the billing code information you
want, and click OK to enter it in the Fax Information dialog box.

Chapter 3 Working with Faxes in DOCS Open
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Chapter 4
Installing the Connector for iManage

The RightFax Document Management Connector for iManage is To install the connector on the RightFax server

comprised of two components: a server component and a client

component. The server component is installed on the RightFax 1. Insert the RightFax Document Management Connector CD into
server, and the client component is installed on each iManage the RightFax server.

workstation. 2. Run Setup.exe from the CD.

The RightFax Document Management Connector is designed for 3. When prompted, specify the location of the network file share
use with iManage DeskSite 6.0 and infoRite versions 5.0 through folder where you have copied the RightFax client installation
5.2. This guide describes installing and using with infoRite. files.

4. Follow the instructions on screen to complete the installation.

Installing the Document Management Connector

The Document Management Connector is shipped on a CD Installing the iManage Integration on Client
separately from the RightFax server CD. You must have purchased Workstations

and licensed this product separately to receive the Document

management Connector Installation CD. After the connector has been installed, you must perform a client

installation on each iManage client workstation that will integrate

Before Running the Document Management Connector with RightFax

installation, you must have installed the RightFax server software

and copied the client install files to a network file share. Both of To install the iManage client, follow the instructions in the RightfFax

these procedures are described in the RightFax Installation Guide. Installation Guide for installing RightFax client applications from a
network file share. On the Custom Setup screen, expand the

15
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RightFax Clients group and select iManage Integration.
Complete the installation according to the instructions in the
RightFax Installation Guide.



Chapter 5
Working with Faxes in iManage

One of the primary functions of the Document Management
Connector is to import fax documents, both sent and received, into
iManage so they can be tracked and managed as conveniently as
your other documents. The connector also lets you view and delete
faxes in your RightFax fax mailbox directly from the iManage client
application.

Importing Fax Documents into iManage

Once the Document Management Connector has been installed on
your client workstation, you can import faxes as documents into the
iManage system.

To import faxes

1. In the iManage desktop, click the document folder that you want
to import the fax into.

2. From the infoRite desktop, select RightFax from the Document
menu, and then click Import Fax. This opens the Import Fax
dialog box, which lists all the faxes in your RightFax mailbox.

Figure 5.1 The Import Fax Dialog Box

Eax List:
Date/Time | 5/R | T o/Fram Fax Mumber/Femat. | Pages| Acc... | bd... | Status
18-Aug-2001 22205 R AT CORPORATE 1 0K
18-Aug-2001 21:07 R RightFax 9 0K
18-Aug-2001 21:06 R RightFax 5 oK
18-4u0-2001 1419 R Call<pressFas{ a7 oK
i 2007 14:20 H Ll 2 k.
10-40g-2001 17:34 R 1 0K
10-40g-2001 1732 R 2 oK
10:8u0-2001 11212 5 Bill Street  B82-8822 Cover+1 100 1m0k
A0-Julk2000 2100 5 Cover+5 Duplicate
AJul2001 211 5 Cover+h Duplicate
30Jul2001 1613 R Fu2dco.. 4 Duplicate
A0-Julk20001 0937 5 Cover+3 Infarmation Incomplete
13Juk2001 21:05 R RightFax 3 Printing
19Dec-2001 13:23 5 Wacation... Cover+1 Print Operation Failed
26-Mav-2001 15:15 5 CAR Cover+1 Information [ncamplete
24-Mov-200117:23 5 PAMN Cover+l Infarmation Incomplete
16-Sep-2001 1405 R E157585853 1 0K
< |
Fanes to List:
IAII Fares j
Delete | Irnport | Wiew Refiesh List Cloze

Note You can view or delete any fax from the list by clicking the fax
and clicking View or Delete. Deleting a fax from this dialog box also
removes the fax from your RightFax mailbox.

Click the type of faxes to display (“unviewed received faxes;' “all

received faxes) “all sent faxes," or “all faxes”) in the Faxes to
List box.

Chapter 5 Working with Faxes in iManage
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4. Click the fax to import, and then click Import. This opens the

New Document Profile dialog box.

Figure 5.2 The New Document Profile Dialog Box

Mew Document Profile [ =]
—Databa:
IiManageSQL j
r— Diocument Profile Field 0] |
Type l;'IT”:F _I Tagged Image File Format
Description IFaH rovd 05-Apr-00 from 5202903980+

Authar OI— _I

Operator 0IFPL—_I Paul Lin
e 0I— _I Lancel
Client [ =
I atter I _I

il

Securty IF'uinc: j Comment: m
User/Group Accassl Camments... | = |

iManage fills in the Description box and includes the date when
the fax was sent or received and information about the
destination or origination.

Note You can import one fax document at a time into iManage. If you
want to import multiple faxes, you must repeat these steps for each
fax.

. Complete the remaining boxes, as defined by the iManage
system administrator. When you have completed the entries in
the dialog box, click OK to import the fax.

Sending Faxes from iManage

RightFax 8.7 Document Management Connector Guide

To fax iManage documents

1. Click the document(s) to fax in the infoRite desktop. If you

select multiple documents, all of the documents will be
automatically combined into one fax.

. On the Document menu, click RightFax, and then click Send

Fax. iManage launches the associated application for the
document(s), prints it to the RightFax fax printer, and opens the
Fax Information dialog box. If the document contains billing
codes, the codes will appear in the Accounting boxes.

Figure 5.3 The Fax Information Dialog Box

ai | Cowver Sheet Nntesl Attachmentsl bare Dptlnnsl

~Ta i~ Optian
v i
MHame: Phonebook. .. | | etz
¥ Use cover sheet
Fax Number: :I l— Add Entry... | I~ Hold for preview
I~ Use certified delivery ™ Use smart resume
Woice Number: ¥ Create POF image J
Comparny: I— ™ Use cheap rates
™ Delay send
City/State:
| 44243PM
Alt. Fax Mumber:
I B/ E/2001 -l
—Accounting
Account Code: 101 Lookup = |
(% Sent
Matter Code: 456 @ [Eesivd
Pages:

. Complete all required boxes and any additional fax addressing

information you want.

. When you have completed the addressing information, click

Send to transmit the fax.

Another key feature of the Document Management Connector is
the ability to fax one or more documents directly from iManage and
record the fax event in the document’s history.

18



Document history

When you fax a document from within iManage, a print activity from
the RightFax application will be logged in the document’s history.
An additional print activity from the Manage32 application will also
be logged as an automatic function of iManage.

Faxing from within a document’s native application

If you open a document in iManage and are working in that
document’s native application, you can easily fax the document
directly from the native application. Print the document and select
“RightFax Fax Printer” as the printer. Complete the Fax
Information dialog box, and click Send to transmit the fax. Note
that no record of the fax event will be stored in the document’s
history.

Chapter 5 Working with Faxes in iManage 19
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Appendix A

Customizing the PCdocs.ini File

When you install the Document Management Connector, several

entries are added to the PCdocs.ini file. In most cases, you will not

need to modify these settings, however each setting and its

function is listed here to allow you to customize and optimize your
DOCS Open installation.

Entry

Description

Entry

Description

[RightFax]
Application=FaxViewer

This setting specifies the
name of the application to
use for viewing faxes from
DOCS Open. Enter the
name of the application to
use on this line.

[RightFax]
BILLINFO1=MATTER.CLIENT_ID.CLIENT_ID
BILLINFO2=MATTER.MATTER_ID

The Document Management
Connector associates
RightFax billing code #1
with the DOCS Open
Client field, and billing code
#2 with the DOCS Open
Matter field. This setting
tells RightFax the names of
these fields in DOCS Open.

[RightFax]
SentDocType=SentFax
RecvDocType=RecvFax

During installation, you
specified the names for
DOCS Open document
types for sent and received
faxes as “SentFax” and
“RecvFax.!” These can be
changed here.

[EventsApil
dll1=C:\Program Files\RightFax\rfdocs.dll

The Document Management
Connector adds several
new menu items and other
features to DOCS Open.
This setting tells DOCS
Open where to find the file
that loads these features on
startup. There may be other
files specified here
depending on your
particular DOCS Open
configuration.

21
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