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What is Document Authority Control?

Cro{2F8Qa 520dzySyid ! dzikK2NARG& /2y iNRBEt 065!/ 0

that enables organizations to achieve complete management and control over their
operations. There are mgcases where documents need to be reviewed and
authorized by certain individuals or departments of an organization. Document
Authority Control simplifies this process by intelligently and automatically routing
documents to the required recipients for rew or approval.

With Document Authority Control, users can set rules to determine where documents
should be routedbased on hierarchyRouting can be configured to occur across
specific departments, to individuals with similar roles, within small wookijgs, etc.
Specific document types or documents processed by particular users can even
establish who the document should be delivered to. So a purchase order can be
intelligently routed to the finance department or a miscellaneous employee document
can bedelivered to their particular department manager. When documents are
routed, it can occur at one level at a timwith routing to the next level not occurring
until approval is received from the previous le@milar to a ladder systemdr it can

be performed simultaneously.

Benefits ofUsingDocument Authority Control

T With Document Authority Control, organizations can easily manage the flow
of their document operations and streamline the distribution of business
processes.

1 Document processes can blesely monitored, so unauthorized activities are
immediately detected and eliminated.

1 Documents are reliably being routed and reviewed by the appropriate people.

T Routing rules can be assigned to specific users, document types, departments,
etc.

1 Increased Baring and access to information improves business productivity
and reliability.

System Requirements
1 Reform 12 Enterpriser Reform 12 PDC
1 Document Authority Control(DAC) Plugin

1 FSMonitorDataSource ODBC connection (installed and set up automatically in
the Reform 12 installation)

1 Internet Information Services (11S) 5.0 or newer installed

1 For Evaluation and Demonstration: Windows XP, Windows 2003 Server,
Windows Vista, Windows 7 or Windows 2008 Server (64 Bit Operating Systems are
Supported)
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1 For ProductiorSystems: Windows 2003 Server or Windows 2008 Server (64 Bit
Operating Systems are Supported)

1 Microsoft SQL ServeSQL Server Express will be automatically installed by the
DAC installer if it is not present on the current system

T Microsoft .NET Framewogk0 (installed automatically ifot present on the
current system

All required Reform software downloads can be foundveitw.fabsoft.com>>
Downloads section.

Hardware Requirements
1 Production System Recommendatiprhese suggestions are only estimations.
High load environments may require multiple servers, or additional hardware.)
1. Pentium 4 Processor
4 GB RAM
HDD Space 100 GB (Redundancy recommended)
Battery Backup (UPS)

Dedicated server, no other software produetscept for virus
and security programs.

1 Minimum System Requirements for demonstration purposes only
1. Pentium 4 Processor
2. 2GBRAM
3. HDD Space 30 GB

arwn

Hardware specifications depend greatly on the workload and throughput that is
required. Higher end processoend greater amounts of memory will increase the
amount of information and data that Reform can process thus improving overall
system throughput.For load balancing or failover, multiple servers can also be used.
(Note: A license for Reform and each pings required for each server running the
software.) Before obtaining the server that you plan on utilizing for Reform, please
checktheplugh Yy 8 Q dzASNJ YI ydzt £ 4 F2NJ {&adSY wSl dzA NBY!
additional hardware.For production systesy we also recommend redundant hard
drives utilizing the mirroring features of RAID (Redundant Array of Independent Disks)
to minimize data loss and expedite system recovery in the event of a hardware failure.
Battery backups are also suggested to mamtistem uptime and reliability in case of
power failures.
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Installation
To install Document Authority Control, start by downloading and running the DAC
installer.

Note:if you are runninddAC orWWindowsServer 2003please see the
InstallingConfiguring Internet Information Serviced) 2003ection of this manual
before continuing.

If you are running DAC on Windows Server 2008, please ségothfeguring Internet
Information Services (IISp&ction of this manual before continuing.

&

dac.exe
If SQL Seer Express is not installed on your system, it will be automatically installed.
This typically takes between D minutes between downloading the application and
installing it.If the Microsoft .NET Framework 2.0 is not already installed on your
system,it will be automatically downloaded and installed.

g lease walt while the Tnstallawars Wizard installs DAC raquirsments.
7 | Pl it while: the Installa, ‘Wizard installs DAC i i
I is may take several minutes.

I m take | it

Status:
Dowrloading Web Media: Microsoft SQL Server Express 2005 with

Service Pack.
103,635,412 bykes received, 45% compiete

< Back e s | [

Step through the prompts, accept the License Agreement, and the installation will
begin. Allow the installation to finish and then continue onto the next section.

The default installation directory for Reform 12 and its plugir@\iBrogram

Filedw S T 2 \WJf you have changed the path during the Reform installation routine,
or if you are using a 64 hoperating system, please refer to the appropriate path
instead of the default one referenced throughout this documentation.

Plugin Registration and Licensing

When evaluating Reform 12, the plugins will also be in an evaluation mode for that
period of time. Once Reform has been purchased and licensed, the required plugins
must also be licensed in order to continue functioning correctly.
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tfSFaAaS ANy S [AVOSHTAAY3I YR wSIAAGNI A2y E
Manual for more information on how to license Reform 12 Rhgy After the license

is entered, the Reform Spooler will need to be restarted to refresh the licenses. More
information regardiig the Reform Spooler Service can be found in the Reform 12

User Manual.

Sending your First Document to DAC

In this example, we are going to be creating a new form in the Reform Designer and
walking through a typical submitting and approving workflolmconfigure the DAC
workflow, we will be using the Workflow Designer which is a visually enhanced
method of designing a workflow. The Workflow Designer will allow us to use the
form we are about to create and make the necessary changes to that form and
subsquent forms in order to fulfill the DAC workflow.

First, the RBorm Designer must be startedo open it, go to
Start>Programsw S F 2 NJ¢signer

1. For the example, we will be creating a new form with an existing template. Go to
File>New>NewSelect thdDACtemplate and cliclOK.

E DA, FTM
Document Authority Control - Credit Statement Form

s s — - —1
B e B

2. When it asks if you would like to open a t&®Clfile for designing, seledto.
3. Next, go toFile>Saveo save your form. Name RACFOM

4. You can now close the Reform Designer since we bavérm whichwe will be
using dongside the Workflow Designer to route the document.

*Now that we have our form, we can begindeatethe desiredDACworkflow using
the Workflow Designer. First, the Workflow Designer must be started.

5. Toopenitgoto{ G I NI Ht NP I NI Wokipw BeBignbily” X
6. Once open,wemustgo®Af S B bSgX
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ckion

- 4k add Side Connector <% Add Connectar ' Execute

i Open...

Reread Library. ..

H Save

Sawve As...

3

w

Setup wiork Flow,

Exit

w

Process

w

Output

7. SlectdDocument Automatiorg and clickOk

X

New Workflow

Available Workflows
ﬁ Cocurment Automation

Cocument Pestrictions

I (04 l[ Cancel l

8. You will now notice that your Inputs, Processes and Outputs have been populated by
the various plugns you have installed (DAC being one of the Processes)
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[ H & A M ° 2kaddside Connector 2K Add Connector ¥ Execute

A

General A

g Cormmenk

Input

Form and File

=
17 From MasT
L

g

g

Process

[

Q/'P DAC
[[[EI!] Taghoc

DOukput

g

i - Ernail

-
|_._. i Printer

9. We cannow start adding the necessary components to the workflow. First, drag
and drop aForm and Filebject onto the workflow by clicking and holding your
mouse onForm and Filand then moving your mouse over to the workflow and
releasing the mouse btdn.

Input #®

Form and File

\\‘-—""-

o

| . From MOST N " 8 -
L WESE]
Process ® 0

5 Form and File 1
n 2] n

Q_f? DAC

il

r

*You will be prompted with the following dialog:
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Reform Setup: Form and File 1

,_:- ‘{. Please enter a description for Form and File 1

A Cescription
DAC Demol |

[ ]

10. Enter a description for the object you just added. This is done by typing in the
provided box. TypaDAC Deméand clickFinish This will take you back to your
workflow.

11.Now we are ready toxy F A I dINNE FRNX0 F YR Ay Llzi FTAf So
on the newly added object and selact/ 2 y ¥ A 3 daNdiniplfdauplecdlickon
it.

L} [ -]

g

Align to Grid

Delete Chrl+Del

12.You are now presented with the Input Setup window. First, we want to select the
TextFile or data streanhat our form will be using. To do so, you can simply begin
typing in the box, or you can browse to find We want to selecthe DACout file.
Click the small folder icon to bring up a window which will let us choose that file.
Select the file and dk Open
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Look in; | (e Backups

v| Qe mE-

Packingslip. out

&

= Check,out
My Recent DZ ot
Documnents Fax.out

Letter.out

-

[y]

&
O E@

(=]

-

by Documents

by Computer
< I

k4

File: narmne: | DdC. ok

bﬁ

vl e

My Metwark Files of type: |

w | [ Canicel l

I |

Firish

13. After choosing the text file, you are taken back to the Input Setup page so that you
can now select a form. Click the small folder icon to bring up a window which will
let us choose the desirddACFOMform file. Select the FOM file ando#liOpen

Loak in: | (e Fams

v| O e E

‘E_ Ei]Tag Doc  Fom
by Recent
Documents

Desktop
N
& =
Ay D ocuments
tdy Computer

hd) >

‘g File name: DACFOM v [ Open |

Py Metvaark, Files of type: | * fom “ | ’ Cancel ]

Firish
| B
Document
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14.Now that you have both your Input Text File and Reform Form selected, the setup
2T AC2N)XY YR CAfS¢é Aa O2YLX SGSo . 2dz Ol y
are selected and then cli¢knish

Input Setup: DAC Demo
e qﬂr. Form and TextFile to be used in the Workflow
Please enter the form narme and textfile name or browse for them
Input Text File
"CProgram Files\Ricoh_Reformn_PDC_v12'\Backups\DAC.out”

Refaorm Form
¥ \[C:\Program FilesiRicoh_Refarm_PDC_v124FormsiDAC.FOM”

15.You will also be prompted to add a palgesak field to the forms. At this point, we
want to selectNo.

16.Next we want to add ®&ACProcesso our workflow. We use the same drag and
RNE LJ LINE OS R d#oln ahdFilés MBS HiiTHEE yddrmapse and
R NJ 3 DAiGoBjectirom under Pocess onto the workflow somewhere below
your Input. Once you release your mouse, you will be prompted to describe
DAG & DAELIS\Yya GKS o2MEnishyR GKSy Of A 0]

Reform Setup: DAC 1
z 41"- Please enter a description for DAC 1

Description
[pac |

<< Previous FEinish
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17.0nce you click Finish, you are taken back to your workf®Cwill have aRed
Capton because it is not yet configured. To configD#®G you must first connect
the Formand Filg 6 2 S O UDAG Pemb ®R &2 R2 & 2A0d FANRG &St SC
Connectok button fromthe menubarb SEG X RNJ 3 &2 dzNJ X¥2dzaS FTNRY
dzy RS NJDACDerKE 162 (0 K¢ aNVoRAMES dhda LA OGdzZNBSR 0SSt 26
the connection is completehe connecter will turn blacif red, connection has
not been made correctly, try again)y R DAC®emb O LIG A 2gkeng A £ £ {0 dzNY/

-

DAC Demo

®

“*\/

S S

DA

=

18.You will be prompted to configui@ACupon completing the connection. Clitles
If youclickNo, you can alsaouble clickon the DACobject orrightclickon the
object and selecfiConfigurationX é&o continue the configuration at a later time
This will bring up the following window askifay the Document Type Type

CCsStatemenin the provided field and cliddext.
DAC Wizard X

Please enter a static value for 2AC Document fype

Static: |CCStatement

19.EnterDemoas thed{ dzo Y A (i S NXEAClickN@xd Nb I Y S
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DAC Wizard
Please enter or select a value for Submitter s UsarlVame

To use a static value, please type it in the box below. To use a
dynamic value, please click the appropriate button below and then
select it from the list.

Static: IDemD ||

Dynamic: ’ Click here to select variable (dynamic) information ]

x)

¢t2 R2 az2z

20.For theDescription we would like to choose variable data from the data stream.
g S FCichben to Yelzét variablé ikfdrhati

o K8dza G2y @

Please enter or select a value for Description

To use a static value, please type it in the box below. To use a
dynamic value, please click the appropriate button below and then

select it from the list.

Static: ||

Dynamic: [

Click here to select variable (dynamich information |

Cancel

*Note-After doing so, we see that a list will appear with the different fields that
you can choose for your variable datiéyou want to go back to static input mode,
you can do so by clicking the appriate button for static information and then

you will be able type static information.

21.Select thedynamic objecStatementNumas thedDescriptiore to display in DAC.

You will have to scroll down to see it. After selectinglitk&inish

form12
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DAC Wizard

Please enter or select a value for Description

To use a static value, please type it in the box below. To use a
dynamic value, please click the appropriate button below and then
select it from the list.

Static: Click here to enter static information

Dynamic: |Monthly4dver2=For September 2008 purchasing only! Contact F 4
Monthlyadvertl=10% discount on any REFORM Enterprise Pack.

OtherCharged= 0.00

Page=page 1 of 1

PostDate= 07/23

Purchasesmount= 5,990.00

Specialbonus= 0

StatementDate= 12 AUG 2008

StatementNum= STKMTODO03-002013

TotalRalance= 5,899.07

TransDate= 07/22

UsedPoint= O W

22.You haveeompleted configuring th®ACProcess. Now we will setup the output of
the DAC Process which is where the document will go once approved. We want to
send our approved document to an available printer. First we must dRxinger
object onto the workflev underneathDAC After dragging th@rinter, you are
prompted to describe the object. Typ€rinter X in the description and click
Finish

,,:- ‘f- Please enter a description for Printer 1

A Description
I

23.Next you have to make a connection fraCto Printer 1. To do so, first select
0 K Add €onnectof 0 dzibih the/mefiu bar and then drag your mouse from

Document
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0 KS &é& | BACwo the one onPrinter 1L Once the connection is complete, the
connector will turn black an®ACwill turn green.

B

P Q;-"\ kS
J
@

P ["‘:; kS

Prin;cer1
24.You will be prompted to configur@rinter 1. ClickYes You can also edigure by

double clicking on th@rinter 1object. To select a printer, click tidet NRA y (G S NX £
button to retrieve alist of printers.

_;? ‘flr. Printer 1

; Please select a printer narme
| Printer... |

<< Previous Einish

25.Select a printer from the list and cli€&
Available ltem rg|

Available Trems

rinter 1
Printer 2
Printer 3

| v 0K | | XK Cancel |

26. Verify that the correct printer is selected and cligkish

Document
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Printer 1

Printer. ..

Cancel

27.You hae completing configuring your DAC workflow. Your 3 objéais5 ! /
G5!/ ¢ FyR Gt NR YdrcsiNdeanihgiheysh&ve mzénRuctessully 6 S
configured and the workflow is ready to be created.

4

* *

DAC Demo

-
E Q;) ®
Diii
H I\'; ®
Pr in§(e| 1

28.To make all the appropriate forms and changés, workflow must be executed

CKAA Ad R2Yy Exeowé OF ¢ MEete "&hthé iedu bar. After
execution, you will be notifiedf the configuration that has taken plac€lickOK

0 Cormpleted configuring the workfiow:

"DaC Demo” sends the data to "Dac”
"DaC" sends the data to "Printer 1"

oK

|’ Cancel l

form12

Document
Authority Control..

585Y2¢ X



Reform To DAC 17

29.Your approved form has been created with the na@@StatemenfApproved.FOM
in your forms folder. This is the formahDAC will use once approved. A backup
of your originaDAC.PM form has beercopieddzL) { 2Voilkfkvé Degdigner
Original Formé T2t RS NJ Ay AfypeidvaaentRoknNcBaDges sNduld be
madeto this original form as it is used throughout the form configuration process
as a template.If changes are made to this template, you will have to execute
your workflow again to see the changes in the forms.

30.You can save your workflow by goingrRite>&ve but it is not required.You can
now close theNorkflow Designer

31.The Spooler Applicatiomustnow be started bylicking
Si I NJi Bt NP 3 NISpoal€ vO&EF iRid\algeX, pess theStart button. It should
now sayStartin the lower left corner.
a. If it was already running, it will need to be stopped and restarted so that
it recognizes the new forms that were created by the wizard.

Reform12 Spooler, Monitor - Unregistered Yersion

File Action Log Help
QO Afp &

Forms Process Resuls

Form MName Description SEC..., s
[E ccstatement-approved CCstatement-Documents to be 5.

B pac DAC-Docurments to bhe approved h..

w

Start Service Account: Mebtwork Sermvice

32.Navigate to youk Reform Backups$ directory. Select th®ACout file, Right Click,
and selecCopy
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33.Navigate to youkReform Spoolek directory. Right Click on the white background
of the window, and seled®aste (Pasting the data stream to this folder simulates
printing from Windows, AS400, Unix, etc.)

a. When the Spooler Application begins processing the file, ybunatice
the file name change to something similar to the image below.

34. After the document is processed by the Spooler, your next step is to set permissions
in the DAC interface that will allow us to moderate the document we sent from the
dz& SlewdoQHD

35.0pen DAC by opening an Internet Explorer window and navigating to
http://localhost/DACon the Reform Server
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