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Chapter 1: Overview of the RightFAX Document Management Connector 7

Chapter 1: Overview of the RightFAX
Document Management
Connector

RightFAX client software with DOCS Open® by PC DOCS® or
iManage™ by NetRight Technologies. Both DOCS Open and iManage are
client/server-based document management and tracking systems.

T he RightFAX Document Management Connector lets you integrate your

With the RightFAX Document Management Connector you can:

» Fax documents directly from DOCS Open or iManage via your 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.

The RightFAX Document Management Connector is designed for use with
32-bit client installations of DOCS Open, or iManage infoRite version 5.0 or
higher.

Important Licensing Information

Each RightFAX Document Management Connector software license allows
you to install the connector on fifty (50) client workstations only. Additional
licenses can be purchased separately, each allowing an additional 50 client
installations.

Using This Guide and Other Learning Tools

The RightFAX Document Management Connector Guide is designed for use by
RightFAX clients and administrators who will be installing, configuring, and
using the RightFAX Document Management Connector.

This guide assumes that you have a significant working knowledge of
RightFAX and either DOCS Open or iManage, as well as your computer and
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the conventions used in most software applications for your workstation
type.

In addition to this guide, RightFAX provides several additional sources for
information on getting the most out of your RightFAX software.

Resources for the RightFAX Administrator

RightFAX Administrator’s Guide. This guide contains detailed instructions on
installing and configuring RightFAX for both the server and client
workstations. This guide is specifically designed for RightFAX administrators
and includes the technical information necessary to manage the fax server.

RightFAX Docs-on-Demand and TeleConnect Guide. This guide is designed for
use by RightFAX administrators who will be installing and configuring the
Docs-on-Demand™ and/or TeleConnect™ modules. This guide provides
information on installing, using, managing, and integrating the RightFAX
Docs-on-Demand and TeleConnect modules with your RightFAX software.

RightFAX Fax Board Guide. This guide provides installation, testing, and
configuration instructions for all supported fax hardware.

RightFAX Gateway for Microsoft Exchange, Gateway for Lotus Notes, and Weh
Client Guide. This guide is included when you purchase RightFAX Enterprise
Suite, the Microsoft® Exchange or Lotus® Notes® Gateway™ , or the Web
Client™ optional module. This guide provides information on installing,
using, managing, and integrating the RightFAX E-mail Gateways and
RightFAX Web Client module with your RightFAX software.

RightFAX OCR and PDF Modules Guide. This guide is included when you
purchase RightFAX Enterprise Suite™ , either of the OCR modules, or the
PDF module. This guide provides information on installing, using,
managing, and integrating these modules with your RightFAX system.

RightFAX SNMP Alerting Module Guide. This guide is designed for use by
RightFAX administrators who will be installing, configuring, and using the
RightFAX SNMP Alerting software for realtime monitoring of the RightFAX
server via SNMP-capable network monitoring applications.

Resources for the Production Environment Administrator

RightFAX Connector for SAP R/3 Guide. This guide is designed for use by
RightFAX and SAP R/3 administrators who will be installing and
configuring the SAP Connector, and SAP clients who will be sending and
receiving faxes via the Connector.
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RightFAX Filter for Oracle Guide. This guide is designed for RightFAX and
Oracle administrators who will be installing and configuring the RightFAX
Filter for Oracle for the Production Fax Environment, and for the Oracle
clients who will be sending faxes via the Filter.

RightFAX Internetlink Module Guide. This guide s designed for RightFAX
administrators who will be installing and configuring the RightFAX
InternetLink module for the Production Fax Environment. This guide
includes all the technical information necessary to operate the InternetLink
module for delivery of production faxes via the Internet.

RightFAX Production Environment Guide. This guide is designed for use by
RightFAX administrators who will be installing and configuring the
Production Fax module onto the RightFAX server for advanced automation
of their business fax processes.

RightFAX Professional Services Group. The RightFAX Professional Services
Group provides hands-on expertise in the installation, setup, and
customization of the RightFAX Production Environment. The Professional
Services Group will assess your requirements and work either on-site or
remotely, to ensure compliance with your organization’s pre-determined
project scope, defined boundaries, timelines, benchmarks, and closure
expectations.

Resources for RightFAX Users

Because your RightFAX server(s) may support dozens, hundreds, or even
thousands of fax users, RightFAX has designed its end-user documentation
to be thorough, easy-to-use, and easily accessible. All the information your
fax users need to operate their client applications is included in the online
help installed with the application. For users who prefer to reference written
materials, RightFAX also provides Quick Reference Cards for all its major
client applications. These useful cards are compact and can be easily
distributed throughout even the largest organizations.

Online Help. RightFAX online help is a convenient and easy-to-use source of
assistance. You can access the online help by selecting the Help menu in any
FaxUltil or Enterprise Fax Manager window. Online help lets you scan for
help by topic, or search for key words and terms. In addition, many
RightFAX dialogs include a “What's This?” Help button [?] in the top right.
Click this button, then click on any field in the dialog for a description of that
specific field.
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Quick Reference Cards. These cards give you quick and easy access to the most
common fax management features of the FaxUtil, Microsoft Exchange, Lotus
Notes, and Web Client fax client applications.

RightFAX Training

Everyone knows that training plays a key role in the successful
implementation of information technology. RightFAX training gives you the
skills to optimize your RightFAX solution. Our comprehensive technical,
administrative and user training programs produce full utilization and
understanding of RightFAX products. Regular classes are held at the state-of-
the-art RightFAX Training Center in Tucson, Arizona throughout the year, or
you can choose the convenience of training at your own location or at various
regional locations. Customized training is also available to meet your specific
needs. Training materials and computer-based training tools are also
available. For more information on RightFAX training, please visit our Web
site at www.rightfax.com/training, or call us at (520) 320-7098 and let us help
you develop a customized training plan for your organization.

Document Conventions

Fonts and icons are used consistently throughout this guide to make it as easy
as possible to read and understand.

Italics are used whenever referring to another chapter or section in this guide,
or when referring to other user guides.

Boldface is used to indicate a dialog or menu name, a field or option listed on
a dialog, or a menu option.

“Quotes” are used to indicate the name of an item in a list box or pull-down
menu on a dialog.

Courier font isused to indicate text entered in a dialog field or on a
command line, or written in an ASCII or other text file. This font is also used
to set examples off from the surrounding text. If the text contains variables
(e.g., a command line with variable parameters), the variables are
Italicized and then described in the subsequent paragraph.

Directory and file names are written in CAPITALS to set them apart from the
surrounding text. Directory names are always preceded with a backslash
character (\) and file names always include both the name and extension.
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Special notes,

warnings, and fips
like this one are displayed
throughout this guide. Each is
preceeded by an icon
indicating the importance of
the information.

Special notes, tips, and warnings appear throughout this guide and always
appear in the left margin like the example here. An icon at the beginning of
the paragraph indicates its purpose. A lower-case “i” indicates a note or other
information that may only be important under certain circumstances. A
question mark indicates a useful tip or troubleshooting information. An
exclamation point indicates a warning. Warnings should always be read
carefully before proceeding.

Technical Support

Your Customer Support Guide includes detailed information about the support
options available to RightFAX customers. Please fill out the RightFAX
Software Warranty & Registration Card and return it immediately. If you have
technical questions, please contact your organization’s RightFAX
administrator or network administrator before calling technical support.

RightFAX Technical Suppori: Voice: (520) 320-7070
6303 E. Tanque Verde Fax: (520) 321-7461
Suite 120 Web:  www.rightfax.com
Tucson, Arizona 85715 USA E-mail: tech@rightfax.com

5:00 a.m. to 6:00 p.m. MST, Monday through Friday
6:00 a.m. to 6:00 p.m. MST, Saturday

Support Plan Sales & Administration:  (520) 320-7000
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Chapter 2: Installing and Configuring

the Connector for DOCS
Open

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 for DOCS Open is

To install the Document Management Connector for DOCS Open, your
RightFAX server must be version 7.0 SP1 or higher. In addition, the RightFAX
client (only the tray icon and print-to-fax driver are required) must be
installed on each DOCS Open workstation. For information on installing the
RightFAX client to each workstation, refer to the RightFAX Administrator's
Guide. Do not install the Document Management Connector if your RightFAX
server or client version is below v7.0 SP1.

Configuring the DOCS Open Server

These instructions
sef the Wang™
viewer as your fax viewing
application in DOCS Open. If
you have set up and want fo
use other fax viewing
applications in DOCS Open
such as DOCS Image or
Mailroom, specify the name of
the application you want to
use in the PCDOCS.INI file (see
Appendix A: Customizing the
PCDOCS.INI File on page 41).

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

To configure the DOCS Open server:

1. On the DOCS Open server, run the DOCS Open Administrator Library
Maintenance program. Double-click the Document Types icon to open the
Document Types Select dialog.
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2. Click the New button to open the Document Types dialog:

Type ID ISENTFAX [~ Eull Text Index

Description I Sent Fawes

Default Storage Type
’7(3' Archive " Delete " Keep " Dptical ‘

Hetention Da_vsl Verzions to Keep

M aximum !elsiunslSS Keep Criteria
& By Last Edit
Mazimum Suh-\l"elsiuns|25 By Versions
q d Ir| I CL g T!.pe
’7 &% Archive £ Delete £ Keep ‘
Second|Betention Daysl
Target Document Selvell Mé

V gKl x i

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

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

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



Chapter 2: Installing and Configuring the Connector for DOCS Open 17

6. Double-click the Applications icon to open the Application Maintenance
Select dialog. Click the New button to open the Application Maintenance
dialog:

™ Application Maintenance

(2]
Compatible Apps

Eb e

Launch Methods

#aoboc ‘

Options

Application 1D | SRS [ Disabled

Descrption IWang Viewer

Print Application I\N"AN GWIE"W
Viewer Application I\N"AN GWIE"W

Lele L

Filing Scheme I Unix Compatible

Delault Extension I TIF

File T]gpeslT\F;TIFF Files

Macintosh App Signalurel
‘V gKl ‘. Close

7. In the Application ID field, type “WANGVIEW.” In the Description field,
type “Wang Viewer.” Select “Unix Compatible” from the Filing Scheme
list box and click the OK button (the Application Maintenance dialog will
not close).

8. For both the Print Application and Viewer Application fields, click the
browse button to the right of the field and select “WANGVIEW.” In the
Default Extension field, type “TIF.” In the File Types field, click the browse
button and create a new file type called “TIF.”
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9. When all the fields have been completed, click the Launch Methods button
in the top left of the Application Maintenance dialog. This opens the
Application Launch Methods dialog:

™ Application Launch Methods

Application

Description IWang Wigwer

LucaliunID.\PHDGHAM FILESYWINDOWS NTSACCESSORIES IMAG J

Command Line Parameters

%FF[dpfe] ;I
Default Dilectulle:\F’FiDGFiAM FILES%wINDO'WS NTAACCESSORIES MAG J
Search Mapping I J

05 Environment IWindows A 'windaws MT ;I
AeEE D0E Goiings
Integration I Full Integration j

Directory Monitoring
|7M0ﬂil0l Dilectolyl MME

Filename Mask MWE i Include Subdirectonies:

/ gKl X cConcel

10. In the Description field, type “Wang Viewer.” Click the browse button
next to the Location field to locate and enter the path to the
WANGIMG.EXE file. (This is usually located in the
\PROGRAM_FILES\ WINDOWS_NT\ ACCESSORIES\ IMAGEVUE
directory.)

11. Under Command Line Parameters type “ %FF[dpfe]”.

12. Click OK to close the dialog. To complete the DOCS Open configuration,
click each open dialog’s Clese button and exit the Library Maintenance
program.
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Installing the Document Management Connector

After the DOCS Open server has been configured to recognize RightFAX fax
documents, the Document Management Connector itself must be installed to
your RightFAX server. Then, once the Connector is installed, you must install
the DOCS Open integration to each client workstation.

To install the Connector to your RightFAX server:

1. Insert the RightFAX Document Management Connector CD-ROM into the
RightFAX server.

2. Run SETUP.EXE from the CD.

3. Follow the instructions on screen to complete the installation on the
RightFAX server.

To install the DOCS Open integration to each client workstation:

After the Connector has been installed on the RightFAX server, you must
perform this client installation on each DOCS Open client workstation that
will integrate with RightFAX.

1. On the client workstation, open a view of the
\RIGHTFAX\ CLIENT\ WIN32 directory on the RightFAX server
machine and run SETUP.EXE.

2. Click Next at the introductory screen.

3. Select Modify and click Next. A screen will appear asking you to specify
the applications you want to install. The client applications are listed in
categories. Click the [+] sign next to each category until the tree is fully
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expanded. If the infoRite client is found on the workstation, the “PC Docs
Support” option will be listed under the “Client” heading;:

ii,? RFClient Setup

Custom Setup

Select the program features vou want installed,

Click on an icon in the lisk below to change how a feature is installed.

=] RightFAx Client Software
=] Q'I Administration Toals
: = -I Enterprise Fax Manager

& =ME

Feature Description
RighFax Client Software

= - | Fawltil
(=3 - | RightFAx Print Driver This Feature requires 832KE an

(=3 - | Outlaok Advanced Fax Extens | | ¥our hard drive. Tt has 2 of 2
=- s subfeatures selected. The

subfeatures require 4675KE on
4 | | d wour hard drive.

Install ko

C:\Program FilesiRightFaxh Change... |
InistallShield
Help Space < Back I Mext = I Cancel |

Highlight “PC Docs
Support” and dick Next——|

4. Highlight the “PC Docs Support” option and click Next, then click Install
to begin. The Setup program will copy the PC Docs integration files onto
the workstation. When the files have all been copied, click Finish to
complete the install.
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Chapter 3: Working with Faxes in

DOCS Open

ne of the primary functions of the Document Management Connector is

to import fax documents, both sent and received, into DOCS Open 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 DOCS Open.

Importing Fax Documents Into DOCS Open

You can view or
delete any fax from
the list by highlighting the fax
and dicking the Viewor Delete
buttons. Delefing a fax from
this dialog also removes the
fax from your FaxUtil
mailbox.

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

To import faxes:

1. From the DOCS Open main screen,

select Import Fax from the Document

menu. This opens the Import Fax dialog. This dialog lists all the faxes in

your RightFAX mailbox:
i Impoit Fax
Eax List:
Date/Time | 5/R | To/Fiom | Faw Mumber/Femot. .. | FPages | ACC.. | bd.. | Status
18-4u0-1935 22205 R AYT CORPORATI... 1 oK
18-4u0-1998 21:07 R RightFax 9 oK
18-4ug-1992 21:06 R RightFés 5 oK
18-4u0-1998 1419 R Call<pressFas 87 ok
- 220 H 2 Ok
10-4u0-1998 17:34 R 1 oK
10-4ug199217:32 R 2 oK
10-4u0-199811:12 5 Bill Steet  B82-8822 Cover+1 100 1m0k
A0-Jul-1938 21:00 S Cover+h Duplicate
A0Ju199821:1 S Cover+b Duplicate
30-Juk1998 1613 R Tu2dco.. Duplicate
A0-Jul-1938 09:37 5 Cover+3 Information Incomplete
13Jul-1333 21:058 R RightFax Printing
19-Dec1997 1323 S Yacation... Cover+1 Print Jperation Failed
26-Mov-1997 1515 S CAR Cower+1 Infarmation Incomplete
24-Nov-199717:23 5 PAMN Cover+l Information Incomplete
16-5ep1937 1405 R E157585853 1 oK
| | >
Fares to List:
IAII Fanes j
Delete | Import | Wiew Refresh List Cloze |
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2. Select the type of faxes to display (“unviewed received faxes,” “all
received faxes,” “all sent faxes,” or “all faxes”) in the Faxes to List list box.

3. Highlight the fax to import then click the Import button. This opens the
Document Profile dialog:

InDOCS Open, each #® Document Profile - New Document
document name

"Document Name I Faw from remate 1D RightFAs [|D:BDS350330F02)

must be unique. For this
Auther DS . BDS

reason, the Document

Management connecior Client[100 _iud| Aeme, Acme, and Smith

automatically includes each Matter 001 o] SmihCase

fl]X’S unique ngh“:Ax Din Document lvpelFlEEVFAX J Received Fanes

the Document Nﬂlneﬁeld. Description |August 25 deposition d
|

Racteaaitonl - Application[\//2HGVIEW

[¥ Secure Document

‘Wang Yiewer

~ R ion Schedul History
Tupe [Archive | ’7l3lealed: 8/1%/38  BDS

Retention Days |0 Edited: 8/13/98  BDS

Enable Content Searchin v Billable
L s M V QKl x LCancel
Status:

DOCS Open automatically fills in the Document Name (which includes a
unique RightFAX document ID), Author, and Document Type (either
“SENTFAX” or “RECVFAX") fields. When importing sent faxes, DOCS
Open also fills in the Description field with text from the fax’s Notes field

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

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 and record the fax
event in the document’s history.

To fax DOCS Open documents:

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

2. Select Fax from the Document menu, or right-click the selected
document(s) and select Fax. DOCS Open automatically launches the
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associated application for the document(s), prints it to the RightFAX fax
printer, and opens the Fax Information dialog:

Fax Information - Jane Doe on Server RFAXSERY E

—To.. — From...
Hame [eomesales || Mame [anepoe |
e by [1520) 5551212 Veice Mumber [(520] 5551234
VoiceMumber | I CallBack Requested

LCompany I —Sendat ...
City/State I ™ Delay Send 7 ™ Cheap Rates 7

Phonebook 53> | Add Entry.. | Date: |lﬁ : lﬁ : lﬁ‘ Time:“F : IE|

r— Transmizzion Detaile.. ——— [~ Billing Codes
Foim Type Account 100
[ tore) et 101
Fricrity INnrmaI b Lookup |
™ Hold for Preview?
More... | Help | Send I

¥ Include cover zheet when sending? J

¥ Use SmartResume? Notes.. | About | Cancel |

If the document contains billing codes, those codes will be entered in the
Account and Matter fields automatically.

3. Complete all italicized fields and any additional fax addressing
information you want.

4. When you have completed the addressing information, click Send to
transmit the fax.

Faxing From Within a Document’s Native Application

If you have opened a document from DOCS Open and are working within
that document’s native application, you can easily fax the document directly
from there. Print the document and select “RightFAX Fax Printer” as the
printer. Complete the Fax Information and click Send to transmit the fax. A
record of the fax event will also be stored in the document’s history.

Automatic Billing Code Verification

If the document you are faxing contains billing codes, those codes are entered
automatically in the Account and Matter fields in the Billing Codes group box.
However, if you manually change either of these billing codes, the Document
Management Connector will automatically query DOCS Open and confirm
that the new billing codes are valid. If you enter an invalid billing code, the
connector will display the message “Invalid Client/Matter Code.”
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Document History

Whenever you fax a document from within DOCS Open, the entry “Faxed via
RightFAX” is automatically added to that document’s history under the Type
column.

Retrieving DOCS Open Billing Codes

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

RightFAX ODBC Configuration

To access DOCS Open billing codes, RightFAX must first be configured to
properly read the ODBC billing code source.

To configure ODBC in RightFAX:

1. Click the RightFAX tray icon in the corner of your taskbar. From the
menu, select 0DBC Configuration. This opens the Configure ODBC Tables

dialog:

Conhgure 0DBE Taes g
ODEC Phone Books:
CTEL Add

Naotes

Delete

i

LConfigure...

ODEC Biling T ables:

Add — lick this Add/Button

Delete

i

Configure...

ok I Cancel |
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2. Click the Add button under ODBC Billing Tables. This opens the Configure
ODBC Billing Table dialog:

3.

5.

6.

7.

8.

Billing Table Mame: IDDCS Open

ODBC Sowes: [OKEMD

SELECT...
Billing Info #1 Field:

Configure ODBC Billing T able I
c.client_id
|m.matter_id

Biling Info #2 Field:

Diescription #1 Field: Ic.cliant_nama

Description #2 Figld: |m_matter_name

FROM...

|d0c:sadm.client as ., docsadm. matter az m

WHERE...

Im.clienl_u:l = c.aystem_id

ORDER BY..

Ic.cllent_name

ODBC User ID: Idocsuser

ODBC User Password: I ********
Records to load atonce: [280 =1

™ Use RightFi& User ID

= |

™ Use RightF Password

SOL Cursor Type: | Dynamic

[ o< ]

=

Cancel |

In the Billing Table Name field, type a descriptive name for this billing

codes table.

Click the [...] browse button next to the ODBC Source field and select
“DOCS Open ODBC” driver.

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 fields can be filled in exactly as shown in the

example above. Otherwise, use the examples above but substitute actual

field names.

In the ODBC User ID and ODBC User Password fields, 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 may check those options instead.

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 field.

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

click OK.
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Querying DOCS Open Billing Codes

Once you have configured RightFAX to read DOCS Open ODBC billing
codes, you can access DOCS Open billing codes whenever sending faxes.

From the RightFAX Fax Information dialog, click the Lookup button. A
window asks you to select “RightFAX” or “DOCS Open” billing codes:

Billing Codes...

Account I
Matter I

RightF&x Biling Table

More... | Help ﬁ

HMotes | About | Caru

ODEC Configuration

Select “DOCS Open.” This opens the Dialing Table Lookup dialog listing

DOCS Open billing codes:
Billing T able Lookup [ ]
Click on column tites for searching and sarting options.
Biling Info #1 [ BilingInfo#2 [ Descripion #1 | Desciiption #2__|
200 101 ABC Cop Caze 101
200 2 ABC Comp ABC Case H1
200 202 ABC Cop ABC Case #2
100 m Acme Co. Case #1 - Acme _
100 102 Acme Co Caze #2 - Acme
Show L Tl | Cancel |

If you limited the number of records displayed at one time in the Records to
Load at Once field on the Configure ODBC Billing Table dialog (page 27), you
will see only the specified number of records. To view the previous or next
batch of codes, click the up- and down-arrow buttons to the right of the list.
Highlight the billing code information you want and click OK to enter it in the
Fax Information dialog.
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Chapter 4: Installing and Configuring
the Connector for iManage

iManage client infoRite version 5.0 and higher. To install the Document

Management Connector for iManage, your RightFAX server must be
version 7.0 SP1 or greater. In addition, the RightFAX client (only the tray icon
and print-to-fax driver are required) must be installed on each infoRite
workstation. For information on installing the RightFAX client to each
workstation, refer to the RightFAX Administrator's Guide. Do not install the
Document Management Connector if your RightFAX server or client version
is below v7.0 SP1.

The RightFAX Document Management Connector for iManage supports the

Installing the Document Management Connector

The Document Management Connector itself must be installed to your
RightFAX server. Once the Connector is installed, you must install the
iManage integration to each client workstation.

To install the Connector to your RightFAX server:

1. Insert the RightFAX Document Management Connector CD-ROM into the
RightFAX server.

2. Run SETUP.EXE from the CD.

3. Follow the instructions on screen to complete the installation on the
RightFAX server.

To install the iManage integration to each client workstation:

After the Connector has been installed on the RightFAX server, you must
perform this client installation on each infoRite client workstation that will
integrate with RightFAX.

1. On the client workstation, open a view of the
\RIGHTFAX\ CLIENT\ WIN32 directory on the RightFAX server
machine and run SETUP.EXE.

2. Click Next at the introductory screen.
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3. Select Modify and click Next. A screen will appear asking you to specify
the applications you want to install. The client applications are listed in
categories. Click the [+] sign next to each category until the tree is fully
expanded. If the infoRite client is found on the workstation, the “iManage
Support” option will be listed under the “Client” heading;:

iig RFClient Setup E2

Custom Setup

Select the program features you want installed.,

Click on an icon in the list below to change how a feature is installed.

B RightFa Clisrk Software
[=] il Administration Tools
: il Enterprise Fax Manager
B = -] lient
= A

Highlight “iManage =-
Support” and dick Next .

Feature Descripkion
RighFay Client Saftware

Faltil
RightFaX Prink Driver This Feature requires 832KE on

Outlook Advanced Fax Extens | ¥our hard drive, It has 2 of 2
subfeatures selected, The

subfeatures require 4675KE on
4| | _>| vour hard drive.

Install to:

C:YProgram Files|RightFax)| Change... |
Tnisbal5field
Help Space < Back. I Mext = I Cancel |

ilManage Support

4. Highlight the “iManage Support” option and click Next, then click Install
to begin. The Setup program will copy the iManage integration files onto
the workstation. When the files have all been copied, click Finish to
complete the install.
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Chapter 5: Working with Faxes in
iManage

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 iManage.

One of the primary functions of the Document Management Connector is

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, highlight the document folder that you want to
import the fax into.
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2. From the infoRite desktop, select RightFAX from the Document menu, then
click Import Fax. This opens the Import Fax dialog which lists all the faxes
in your RightFAX mailbox:

You can view or { Import Fax
delete any fox from oL
3 0 . . an LIst
the list by highlighting the fax - | | o
e Date/Time I S/H I To/Fram I Fax Mumber/Remat... Pages | Acc.. | M. | Status
and dicking th.e Viewor Delete Te-Aug 1998 2205 R &T CORPORATI.. 1 oK
buttons. Delefing a fax from 18:4ug1998 21:07 R RightF i 9 ok
CR 18-4u0-1938 21:06 R RightFas 5 ok
this dialog also removes the 18.4001998 1419 R Call-pressFés 87 QK
fox from your RightFAX C )
. R 1

mailbox. 1040g1338 1732 R 2 oK
10-4ug-1938 1112 5 Bill Steet  882-8822 Cover+1 100 101 Ok
301998 21:00 S Cover+ Duplicate
30-Juk199821:1 S Cower+5 Duplicate
30-Jul1939816:13 R Tu2dco 4 Duplicate
A0-Jul-1938 0937 5 Cover+3 Information Incomplete
13-Ju199821:05 R RightF&s 3 Prirting
19-Dec1997 1323 S Wacation... Cover+1 Print O peration Failed
26-Now-1937 15815 5 CaR Caver+l Information Incomplete
24-Nov-199717:23 5 PAMN Cover+l Information Incomplete
16-5ep-1997 1405 R G157585859 1 ok )
| | ]

Faxes to List:
IAII Fares j
Delete | Import | Wiew Fefresh List Cloze |

3. Select the type of faxes to display (“unviewed received faxes,” “all
received faxes,” “all sent faxes,” or “all faxes”) in the Faxes to List list box.

You can import one 4. Highlight the fax to import then click the Import button. This opens the
fo document ot a New Document Profile dialog:

fime into iManage. If you

want o import mulfiple faxes,

you must repeat these steps [T ———— <]
for each fox.
~Database
IiManageSQL j

—Diocument Profile Field: e |

Tupe OITlFF _I Tagged Image File Farmat
Dezcription |Fax revd 05-8pr-00 from 5202303380+

Author o ]

Operatar GIPPL—_I Paul Lin

Class 0I— _I Lancel
Client | =
Matter I— _I

Camment
Security IF'uinc: j @ "
Help |
User/Group Accessl Comments

il
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iManage automatically fills in the Description field and includes when the
fax was sent or received, and where is was sent to or originated from.

3. The remaining fields, defined by the iManage administrator, must be
completed yourself. When you have completed the dialog, click OK to
import the fax.

Sending 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 documents:

1. Highlight 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.

2. Select RightFAX from the Document menu, then click Send Fax. iManage
automatically launches the associated application for the document(s),
prints it to the RightFAX fax printer, and opens the Fax Information dialog.

Fax Information - Jane Doe on Server RFAXSERY [ ]
~To — Fram.
Hame [oemesales || Mame fanedoe
e Ry [520) 5551212 Woice Mumber  |[520) 5551234
Woice Mumber I— [" Cal-Back Requested
LCompany I —Sendat...

City/State I I DelaySend ? [ Cheap Rates ?
Phonebook >» | Add Entry.. Diate: “ﬁ . Iﬁ . Iﬁ‘ Tiimer “F 5 IE|

r— Transmigsion Details.. ———— ~Blling Codes...
Form Typs Account 100
[ iHore) =l ater 10
Pricrity INUrmaI - Lookup |
™ Hold for Praview?
More... | Help | Send I

¥ Include cover sheet when sending? J
Notes | About | Cancel |

¥ Use Smart-Besume?

If the document contains billing codes, those codes will be entered in the
Account and Matter fields automatically.

3. Complete all italicized fields and any additional fax addressing
information you want.
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4. When you have completed the addressing information, click Send to
transmit the fax.

Document History

Whenever 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 have opened a document from iManage and are working within that
document’s native application, you can easily fax the document directly from
there. Print the document and select “RightFAX Fax Printer” as the printer.
Complete the Fax Information and click Send to transmit the fax. Note that no
record of the fax event will be stored in the document’s history.
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Appendix A: Customizing the
PCDOCS.INI File

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.

When you install the Document Management Connector, several entries

[RightFAX]
Application=WANGVIEW

This setting specifies the name of the application to use for viewing faxes
from DOCS Open. If you have set up and want to use other fax viewing
applications in DOCS Open (such as DOCS Image or Mailroom), replace
WANGVIEW with the name of the application you want.

[RightFAX]
SentDocType=SentFax
RecvDocType=RecvFax

During installation, you specified the DOCS Open document-type names for
sent and received faxes as “SENTFAX” and “RECVFAX.” These can be
changed here.

[RightFAX]
BILLINFOl=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.

[EventsApi]
dlll=d:\winnt\system32\spool\prtprocs\w32x86\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.
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