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Management Connector software 
ll the connector on 50 client 
al licenses can be purchased separately, 
l 50 client installations.

� �
er 1

oduction

he RightFax Document Management Connector integrates the 
ightFax client software with DOCS Open® by Hummingbird or 

Manage™ by NetRight Technologies. DOCS Open and iManage 
re client/server-based document management and tracking 
ystems.

ith the RightFax Document Management Connector users can:

Fax documents directly from DOCS Open or iManage via the 
RightFax server.
Import sent or received faxes for tracking and billing purposes.

Track fax events in the document history.

Automatically retrieve billing codes for use on outgoing faxes.

he RightFax Document Management Connector is designed for 
se with 32-bit client installations of DOCS Open, versions 3.7 
hrough 3.9, or iManage DeskSite 6.01a and infoRite versions 5.0 
hrough 5.2.

Important Licensing Inf
Each RightFax Document 
license allows you to insta
workstations only. Addition
each allowing an additiona

� 
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Open server

rver, run the DOCS Open Administrator 
gram. Double-click the Document 

 Document Types Select dialog box.

Document Types dialog box.

t Types dialog box
er 2

alling and Configuring the Connector for DOCS O

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

he RightFax Document Management Connector is designed for 
se with 32-bit client installations of DOCS Open (versions 3.7 
hrough 3.9).

efore proceeding with the connector installation, DOCS Open 
ust be properly configured to recognize and support RightFax 
ocument types.

uring the DOCS Open Server
o be able to view fax images using Docs Open, you must have 
nstalled a fax viewing application in DOCS Open such as DOCS 
mage or Mailroom. You must also specify the name of the 
pplication you want to use in the PCDOCS.INI file (described in 
ppendix A, “Customizing the PCdocs.ini File”).

To configure the DOCS 

1. On the DOCS Open se
Library Maintenance pro
Types icon to open the

2. Click New to open the 

Figure 2.1  The Documen
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I

S Open Integration on Client 

r has been installed, you must perform a client 
 DOCS Open client workstation that will 
tFax.

e DOCS Open integration on the client, you 
ing line to the Win.ini file on the client 

CSservername\resource\progra~1\hummin~1

nt install to locate the DOCS Open server and 
S.ini file.

S Open client, follow the instructions in the 
n Guide for installing RightFax client 
 network file share. On the Custom Setup 
 RightFax Clients group and select DOCS 
 Complete the installation according to the 
RightFax Installation Guide.

� � �
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.

nstalling 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.

Installing the DOC
Workstations

After the connecto
installation on each
integrate with Righ

Before installing th
must add the follow
workstation:

[DOCS OPEN]
Location=\SQLDO
\docsopen\progs

This allows the clie
write to its PCDOC

To install the DOC
RightFax Installatio
applications from a
screen, expand the
Open Integration.
instructions in the 
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main screen, select Import Fax from the 
opens the Import Fax dialog box. This 
xes in your RightFax mailbox.

 Dialog Box

lete any fax from the list by clicking the fax 
te. Deleting a fax from this dialog box also 
 FaxUtil mailbox.
er 3

king with Faxes in DOCS Open

ne of the primary functions of the Document Management 
onnector is to import fax documents, both sent and received, into 
OCS Open so they can be tracked and managed as conveniently 
s your other documents. The connector also lets you view and 
elete faxes in your RightFax fax mailbox directly from DOCS 
pen.

ting Fax Documents into DOCS Open
fter the Document Management Connector has been installed on 
our client workstation, you can import faxes as documents into the 
OCS Open system.

To import faxes

1. From the DOCS Open 
Document menu. This 
dialog box lists all the fa

Figure 3.1  The Import Fax

Note  You can view or de
and clicking View or Dele
removes the fax from your
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m DOCS Open
e of the Document Management Connector is 
e or more documents directly from DOCS Open 
event in the document’s history.

n documents

, locate and click the document(s) to fax. If you 
documents, all of the documents will 
 combined into one fax.

 the Document menu, or right-click the selected 
 open a shortcut menu, and click Fax. DOCS 
ally launches the associated application for the 

rints it to the RightFax fax printer, and opens the 
n dialog box. If the document contains billing 
s will appear in the Accounting boxes.

ax Information Dialog Box
2. 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.

3. Click the fax to import, and then click Import. This opens the 
Document Profile dialog box.

Figure 3.2  The Document Profile Dialog Box

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.

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

Sending Faxes fro
Another key featur
the ability to fax on
and record the fax 

To fax DOCS Ope

1. In DOCS Open
select multiple 
automatically be

2. Select Fax from
document(s) to
Open automatic
document(s), p
Fax Informatio
codes, the code

Figure 3.3  The F
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ation
illing codes, RightFax must first be 
 the ODBC billing code source table.

ightFax

icon in the corner of the taskbar to open 
ODBC Configuration. This opens the 
es dialog box.

 ODBC Tables Dialog Box
. 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.

ing from within a document’s native application
f you open a document in DOCS Open and are working in that 
ocument’s native application, you can easily fax the document 
irectly from the native application. Print the document and select 
RightFax Fax Printer” as the printer. Complete the Fax 
nformation dialog box, and click Send to transmit the fax. A 
ecord of the fax event will be stored in the document’s history.

omatic billing code verification
f the document you are faxing contains billing codes, the billing 
odes appear in the Fax Information dialog box in the Account 
ode and Matter Code boxes. If you change the billing codes, the 
ocument Management Connector will query DOCS Open and 
onfirm that the new billing codes are valid. If the billing code is not 
alid, the connector will display the message “Invalid Client/Matter 
ode.”

ument history
hen you fax a document from within DOCS Open, the entry 

Faxed via RightFax” is added to that document’s history in the 
ype column.

ving DOCS Open Billing Codes
he Document Management Connector lets you access the billing 
odes list in DOCS Open for use in all outbound faxes. Each client 
orkstation must be configured individually to access DOCS 
pen billing codes.

RightFax ODBC configur
To access DOCS Open b
configured to properly read

To configure ODBC in R

1. Click the RightFax tray 
a shortcut menu. Click 
Configure ODBC Tabl

Figure 3.4  The Configure
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ry large database of billing codes, you can limit 
ecords displayed at one time by entering the 
rds to Load at Once box.

r Type to “Dynamic.” When you have completed 
click OK.

en billing codes
figured RightFax to read DOCS Open ODBC 
an access DOCS Open billing codes when 

 Information dialog box, click Lookup to select 
 Open billing codes.

up Menu
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

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.

7. If you have a ve
the number of r
limit in the Reco

8. Set SQL Curso
the dialog box, 

Querying DOCS Op
After you have con
billing codes, you c
sending faxes.

In the RightFax Fax
RightFax or DOCS

Figure 3.6  The Look



Chapter 3 Working with Faxes in DOCS Open 13

C
b

F

I
R
T
o
a
w

lick DOCS Open. This opens the Dialing Table Lookup dialog 
ox listing DOCS Open billing codes.

igure 3.7  The Billing Table Lookup Dialog Box

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

� � �
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 on the RightFax server

ument Management Connector CD into 

 CD.

y the location of the network file share 
opied the RightFax client installation 

on screen to complete the installation.

Integration on Client 

en installed, you must perform a client 
e client workstation that will integrate 

t, follow the instructions in the RightFax 
lling RightFax client applications from a 
Custom Setup screen, expand the 
er 4

alling the Connector for iManage

he RightFax Document Management Connector for iManage is 
omprised of two components: a server component and a client 
omponent. The server component is installed on the RightFax 
erver, and the client component is installed on each iManage 
orkstation.

he RightFax Document Management Connector is designed for 
se with iManage DeskSite 6.0 and infoRite versions 5.0 through 
.2. This guide describes installing and using with infoRite.

ling the Document Management Connector
he Document Management Connector is shipped on a CD 
eparately from the RightFax server CD. You must have purchased 
nd licensed this product separately to receive the Document 
anagement Connector Installation CD.

efore Running the Document Management Connector 
nstallation, you must have installed the RightFax server software 
nd copied the client install files to a network file share. Both of 
hese procedures are described in the RightFax Installation Guide.

To install the connector

1. Insert the RightFax Doc
the RightFax server.

2. Run Setup.exe from the

3. When prompted, specif
folder where you have c
files.

4. Follow the instructions 

Installing the iManage 
Workstations

After the connector has be
installation on each iManag
with RightFax.

To install the iManage clien
Installation Guide for insta
network file share. On the 
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RightFax Clients group and select iManage Integration. 
Complete the installation according to the instructions in the 
RightFax Installation Guide.

� � �
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x Dialog Box

lete any fax from the list by clicking the fax 
te. Deleting a fax from this dialog box also 
r RightFax mailbox.

o display (“unviewed received faxes,” “all 
t faxes,” or “all faxes”) in the Faxes to 
er 5

king with Faxes in iManage

ne of the primary functions of the Document Management 
onnector is to import fax documents, both sent and received, into 

Manage so they can be tracked and managed as conveniently as 
our other documents. The connector also lets you view and delete 
axes in your RightFax fax mailbox directly from the iManage client 
pplication.

ting Fax Documents into iManage
nce the Document Management Connector has been installed on 

our client workstation, you can import faxes as documents into the 
Manage system.

o import faxes

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

. 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 Fa

Note  You can view or de
and clicking View or Dele
removes the fax from you

3. Click the type of faxes t
received faxes,” “all sen
List box.
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S

ocuments

ent(s) to fax in the infoRite desktop. If you 
documents, all of the documents will be 
mbined into one fax.

ent menu, click RightFax, and then click Send 
unches the associated application for the 

rints it to the RightFax fax printer, and opens the 
n dialog box. If the document contains billing 
s will appear in the Accounting boxes.

ax Information Dialog Box

quired boxes and any additional fax addressing 
 want.

 completed the addressing information, click 
it the fax.
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

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.

5. 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.

ending Faxes from iManage
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.

To fax iManage d

1. Click the docum
select multiple 
automatically co

2. On the Docum
Fax. iManage la
document(s), p
Fax Informatio
codes, the code

Figure 5.3  The F

3. Complete all re
information you

4. When you have
Send to transm
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ument history
hen you fax a document from within iManage, a print activity from 

he RightFax application will be logged in the document’s history. 
n additional print activity from the Manage32 application will also 
e logged as an automatic function of iManage.

ing from within a document’s native application
f you open a document in iManage and are working in that 
ocument’s native application, you can easily fax the document 
irectly from the native application. Print the document and select 
RightFax Fax Printer” as the printer. Complete the Fax 
nformation dialog box, and click Send to transmit the fax. Note 
hat no record of the fax event will be stored in the document’s 
istory.

� � �
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Entry

[RightFa
Applicat

[RightFa
SentDoc
RecvDo

LIENT_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.

cs.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.

Description
dix A

tomizing the PCdocs.ini File

hen you install the Document Management Connector, several 
ntries are added to the PCdocs.ini file. In most cases, you will not 
eed to modify these settings, however each setting and its 
unction is listed here to allow you to customize and optimize your 
OCS Open installation.

� 

Description

x]
ion=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.

x]
Type=SentFax

cType=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. 

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

[EventsApi]
dll1=C:\Program Files\RightFax\rfdo

Entry
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